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PART 1:  INTRODUCTION TO THE SURVEY

1
INTRODUCTION

Background
The Ghana Statistical Service (GSS) and the World Bank agreed in December 1995 that the establishment of a permanent welfare monitoring capability in the GSS was necessary under the national poverty reduction strategy. It was agreed that such a welfare monitoring system (WMS) was to be integrated into the existing Ghana Living Standards Survey (GLSS) programme of the GSS, such that a Core Welfare Indicators Questionnaire (CWIQ) could be administered annually, with the GLSS being conducted every five years.

The Ghana Living Standards Survey has been conducted since 1988. The first round of the CWIQ survey was implemented in 1997. This was followed by the fourth round of the Living Standards Survey (GLSS 4)  in 1998 whiles the second round of the CWIQ was implemented in 2002. The fifth and sixth rounds of the GLSS were conducted in 2005/2006 and 2012/2013 respectively and four years after, there is the need for another GLSS7 to help update the indicators of poverty and identify strategies for reducing levels of poverty in the country.

1.1
Objectives of the Survey
The survey has the following objectives:

· To provide information on patterns of households’ consumption and expenditure at a greater level of desegregation;

· To serve as the basis for the update of the Consumer Price Index basket;
· For up-dating National Accounts and
· In combination with earlier data from the GLSS and the CWIQ, provide a database of indicators for national, regional and district planning and for the estimation of consumption as a proportion of household production.

To achieve these objectives, in-depth data will be collected on the following key elements: 

· Household Income, Consumption and Expenditure;
· Health and Fertility Behaviour;
· Education and Skills / Training;
· Employment and Time Use;
· Demographic Characteristics;
· Housing and Housing Conditions;
· Prices of Consumer Items;
· Non-farm Household Enterprises;
· Governance, Peace and Security and
· Data Protection.
The information gathered from the survey would generally aid decision makers in the formulation of economic and social policies to

· identify target groups for government assistance 

· construct models to stimulate the impact on individual groups of the various policy options and 

· to analyse the impact of decisions that have already been implemented and  the prevailing economic situation on the living conditions of households.

· to provide benchmark data for the district assemblies.

User agencies such as the National Development Planning Commission, the Ministry of Finance and Economic Planning (MOFEP), Metropolitan, Municipal and District Assemblies MMDAs), Research Institutions, Non-Governmental Organizations and the general public will greatly benefit from the results from the survey.

1.2
Methodology of the Survey
The seventh round of the Ghana Living Standards Survey, like the previous rounds, would provide national and regional level indicators.  The survey is proposed to study about 15,000 households in 1,000 Enumeration Areas (EAs), consisting of 561 (43.9%) rural EAs and 439 (56.1%) urban EAs. 

The regional distribution of Enumeration Areas to be covered for the GLSS5 would be as follows:

Table 1: Regional distribution of EAs and households

	Code
	Region
	Population
	Regional Share
	Proportional Allocation
	Adjusted Sample Size
	Final Allocation of Hholds.
	Final EAs
	Urban EAs
	Rural EAs
	% of Urban EAs

	1
	Western
	2,307,385
	0.10
	1,438
	1,432
	1,470
	98
	41
	57
	41.8

	2
	Central
	2,113,763
	0.09
	1,317
	1,375
	1,410
	94
	44
	50
	46.8

	3
	Gt. Accra
	3,888,237
	0.16
	2,422
	1,963
	1,650
	110
	100
	10
	90.9

	4
	Volta
	2,086,557
	0.09
	1,300
	1,368
	1,440
	96
	32
	64
	33.3

	5
	Eastern
	2,574,543
	0.11
	1,604
	1,513
	1,500
	100
	43
	57
	43.0

	6
	Ashanti
	4,671,948
	0.19
	2,911
	2,257
	1,800
	120
	72
	48
	60.0

	7
	B. Ahafo
	2,265,434
	0.09
	1,411
	1,419
	1,430
	95
	42
	53
	44.1

	8
	Northern
	2,445,061
	0.10
	1,523
	1,473
	1,470
	98
	30
	68
	30.6

	9
	Upper East
	1,034,688
	0.04
	645
	1,125
	1,420
	95
	20
	75
	21.1

	10
	Upper West
	688,328
	0.03
	429
	1,075
	1,410
	94
	15
	79
	16.0

	 
	National
	24,075,944
	1.00
	15,000
	15,000
	15,000
	1,000
	439
	561
	43.9


1.3
Survey Period
The survey will be spread over a 12-months period in order to ensure a continuous recording of household consumption and expenditure and changes occurring thereof.  

Twenty-seven (27) teams (twenty-five regular and two relieving) will be involved in the data collection exercise; the two relieving teams will have to relieve each of the regular twenty-five teams at least once during the survey period. 

There would be 10 cycles of 35 days and one travelling day giving a total of 360 days for the survey year.  A cycle in both rural and urban areas is to last 35 days; hence 10 cycles would be needed to cover the whole year. Interviewers in both rural and urban areas would use the diary method as far as possible and visit households at an interval of five (5) days intervals.

1.4
Questionnaire
One household questionnaire, divided into Part A, Part B, Non-Farm Enterprise (Section 10) and Governance, Peace and Security (Section 13), Community and Prices questionnaires will be administered.  Features of the questionnaire and precautions that have been taken to ensure that good quality data are collected and processed without delay include the following:

· The questionnaire is almost entirely pre-coded.  This obviously eliminates the very slow and tedious coding process, which is often liable to various types of errors.

· Computer Assisted Personal Interview (CAPI) system of data collection will be used where completed questionnaires will be sent to the central office.  This is to facilitate the quick data validation, processing and analysis.
· The CAPI system has been designed to check the data and automatically to detect inconsistencies so that any errors can be corrected by the interviewer in consultation with the respondent.

· Supervision will be close with one supervisor to a team of four interviewers. 

· Two types of skips have been used in the questionnaire. - Answer specific skips, listed directly under the answer and enclosed within brackets 

       e.g. (>> 6).


- Skips that apply after a question, regardless of the answer and printed in capitals in a box at the bottom of the question





 e.g. 

· The Project Directorate will pay periodic surprise visits to the teams in the field.

1.5
Organization of the Survey
The seventh round of the Ghana Living Standards Survey is being conducted by a Project Directorate, which is assisted by Project Implementation Team (PIT).
1.6
The Project Directorate
The Project Directorate is composed of:

i) The Project Technical Director: He is a Deputy Government Statistician (Operations), and is responsible for the administration of the survey; implementation of its broad guidelines, direction of the work of the Directorate; authorising expenditures; and making the necessary contacts for the smooth running of the project.  He is generally responsible to the Government Statistician, who is the National Project Director for the conduct of the survey.

ii) The Project Implementation Team (PIT) members headed by Project Coordinator, who assist the Project Technical Director in the conduct of the survey. These field officers keep in touch with the survey teams and see to it that instructions for completing the questionnaires are followed.  They must be ready to give prompt and appropriate solutions to any technical or other problems that may arise in the field. They are also responsible for the design of the data entry applications and data processing programs.  They are to ensure that all supervisors and interviewers follow instructions for running the programs and for the efficient use of the tablets and accessories.

iii) Project Secretariat staff.  They assist the PIT in performing their duties.

1.7
Data Collection Teams
Team Composition

For both urban and rural areas, a field team would consist of:

Supervisor

…
1

Interviewers

…
4
Driver


…
1

Total


…
6
The Supervisor is the team leader and is responsible for overseeing, monitoring and, where necessary, correcting the work of the interviewers. In addition, he is responsible for the team's equipment, vehicle, tablets and funds.  He also represents the Project Director on field.
The interviewers conduct daily interviews with the households.  To avoid any interruption in the survey schedule, four interviewers are always at work. 

The driver drives the team from the regional/district offices to the place where the survey is being carried out. He must always be in charge of the vehicle whenever the team needs the services of the vehicle.
1.8
Interviewer Workload
In both rural and urban areas, each interviewer is expected to do three interviews per day.  Since an interviewer is to visit each household every fifth day in all clusters, an interviewer's workload would be 15 households in both rural and urban areas.  However, at the end of each 35 days (1 cycle) a team would have interviewed 60 households. The completed questionnaire must be sent to the central office before the team leaves for the next set of EAs. This will enable corrections to be made where necessary before interviewers leave the EAs.
	Interviewer Workload




	
	1
	2
	3
	4
	5
	6
	7

	Batch
	Days of Visit

	Batch1
	1
	6
	11
	16
	21
	26
	31

	Batch2
	2
	7
	12
	17
	22
	27
	32

	Batch3
	3
	8
	13
	18
	23
	28
	33

	Batch4
	4
	9
	14
	19
	24
	29
	34

	Batch5
	5
	10
	15
	20
	25
	30
	35


A team of four interviewers would work in four EAs within a cycle of 35 days. It is recommended that one interviewer be assigned to work in one EA during a cycle.

Note:  The last day (day 36) of each cycle is used for travelling to the EAs.  Note also that these numbers are not actual calendar dates since the cyclic period of 35 days will lead to workloads in different EAs starting on different dates.

You will be expected to undertake a minimum of three interviews each day (more if non-contact or an arranged call-back).Please do well not to distort the arranged work schedule, as such distortion could create more work for the interviewers in resolving them, so please try to follow the rules.
A dairy of daily consumption and expenditure will be used to support the interviews. During the first visit a literate person already identified in each household will be trained to record all subsequent expenditures made by the members of the household and to submit the dairy to the interviewer on his next visit for entry into the appropriate sections.  Where a household has no literate member the interviewer will make daily visits to the household to record all expenditures in the dairy meant for the household.  Throughout the period of the survey interviewers will work in separate EAs.

2
Role of the Supervisor
As the leader of the data collection and representative of the Project Directorate on the field, the supervisor plays a key role in the survey.

· He is the channel of communication between the Project Directorate and the data collection team.  He ensures that instructions from the Project Directorate are followed and keeps the Directorate informed of any data collection problems.

· He is responsible for the management of the personnel, equipment, vehicle and funds allocated to the team.

· He is responsible for the on-the-job training of the interviewers, and for advising them on how to work more efficiently.  

· He is responsible for editing   the work of the team to ensure that the data collected are of good quality.

Your role as stipulated above calls for a clear understanding of the work to be done by each member of the team.  In other words, you must be familiar with the content not only of this manual and questionnaires but also of the instruction manuals for the interviewers.
Duties

The most important of the supervisor's responsibilities is to ensure that the quality of the data collected is unquestionable.  To this end, a number of specific tasks have been assigned.

i) Publicity:  You must supervise the delivery of the letters of introduction to the local authorities and chiefs in the rural areas and to the households in the urban areas.  You will introduce the team and explain the purpose of the survey in each selected cluster.

ii) Finding the Selected Household:  You should help the interviewers locate the selected households using the maps and information established during the pre-survey stage.  You should correct the EA maps where necessary.  Also, you should help the interviewers to persuade reluctant households to corporate.
If the selected household has moved from the dwelling, and a new household now lives there, then you should use the new household as the replacement household.   
iii) Preparation of the Questionnaires and Visits:  You should enter onto the tablet, the names and addresses of heads of households as well as cluster number for households belonging to the sample.
iv) Verification of Questionnaires:  At the end of every visit, you will have to check that the questionnaires have been correctly completed before the team leaves the field.  If necessary, let the interviewer to go back to the household to complete the questionnaire. 

v) Observing Interviews: At least thrice every cycle during the survey, you must accompany each interviewer to observe his interview techniques.

vi) Verification of Interview and Spot Check: You must visit at random, one of the households interviewed on the previous day to ascertain whether the interviewer actually visited the house to conduct an interview. You should also conduct spot checks on such visits.

vii) Sending the completed questionnaires to the Central Office: The data will be sent to the head office after data collection. 
In addition, you will be responsible for collecting information on the localities surveyed i.e. (rural community questionnaire) and also supervise or help collect information on prices.  You are also to be sure you check and confirm ALL industry and occupation codes the interviewer has in the questionnaire.  As soon as the interviewer finishes administering a section, you are to do this confirmation of the codes before sending the questionnaires to the central office.  

3.  Preparation for the Survey
Before the arrival of the team in the EA, the supervisor should have performed two tasks: Sending out letters or visiting EAs to inform the community leaders (Opinion leaders) of the team's date of arrival in the cluster, and locating and canvassing of the cluster for the next cycle for the interviewers.

Publicity
Your duties will vary according to the area.

In rural areas, that is in EAs consisting of villages it will be sufficient to send a letter to the chief/regent announcing (to the whole community) the expected arrival dates of the team in the community.

The letter should be sent not less than one week and not more than two weeks before the beginning of the cycle during which the team will move into the community.  The time allowed should depend on the distance between the cluster currently being surveyed and the cluster where the announcement is to be made.

In urban areas, letters announcing the visits should be delivered by the interviewers to each household one week before the start of a cycle.

3.1
Preparation of the Questionnaires
Before the questionnaires are given out to interviewers, you should get them ready by the previous night.  This is to be done in two stages:

(a) Check to ensure that all the sections in the questionnaires on the tablet or CAPI are completed. Do not leave out any section.

(b) From the household sample form provided, ensure that the following (Survey information) are copied out onto the tablet and on the paper questionnaire before you move into the cluster:

· Name and code of the enumeration area.

· The house number.

· The household number.

· The name of the head of household

· Address and instructions on how to find the household.

Fill in the names of Interviewer at the appropriate place on the questionnaire.

3.2
Completing the Questionnaire
The questionnaire will be administered in a piecemeal fashion so as not to overburden the respondents.  This means that the total interviewing workload will be spread over the seven visits to a particular household. With the exception of the consumption/expenditure section for frequently purchased items which must have short recall periods and so will need to be repeated at every visit, all other sections will be administered only once.  You must start administering the questionnaire on frequently purchased items on your second visit to a household and must be repeated at every subsequent visit. 
The whole questionnaire will be completed by the teams as follows:
	VISIT
	
	SECTION                                 VISIT                 SECTION

	
	
	

	1st
	………
	1, 2,5 6A, 7                              5th       ……….      9C, 10, 8H, 9B

	2nd
	………
	3, 8H, 9A,9B                            6th      ……….       11, 8H, 9B

	3rd
	………
	4, 6B, 8H, 9B                           7th       ……....       12, 13, 8H, 9B

	4th
	………
	8A-G, 8H, 9B


PART 2:  FIELD-OPERATIONS

Problems of Finding Households or Respondents
It is extremely important that the households interviewed in each EA should be those listed in the file given to the supervisor.  Problems that arise most frequently in locating households include:

· Vague information supplied at the pre-survey stage.

· The household has moved to another location or their dwelling has been destroyed or demolished.

· The appropriate respondents for certain sections are unavailable.

· The refusal of a household to take part in the survey or to answer questions in some sections of the questionnaire.

Difficulties in Finding the Selected Household
If the interviewer cannot find one of the households, you should go with him to the location and ask neighbours, the chief or district head for information on that household.  On the list of households belonging to the sample, there is a description of the head of household.
In cases where the interviewer finds a dwelling as previously listed but with different head of household and not the one identified in the pre-survey, the interviewer should ascertain whether it is the same household (the former head absent, for instance) or whether the household previously identified at the address has moved house.

· If it is the same household but with a different head, you should indicate so with the appropriate code. 

· If the household identified in the pre-survey has moved out of the house and there is another household in the same dwelling, the interviewer may interview the new household instead. However, before you consent for this interview, he should ascertain by verifying that the dwelling has actually been vacated by the household which was originally identified for the survey.

  For cases where the dwelling has been destroyed or abandoned you should visit the structure and verify to ascertain whether it is true or false.  
Absence of the Appropriate Respondents
Some parts of the questionnaire are directed to specific respondents.  If a person who is supposed to reply to any part of the questionnaire is unavailable at the interviewer's visit, he should inquire when he/she may return to interview that person.

Refusals
Interviewers may encounter two different kinds of refusals; a total refusal to take part in the survey, or a refusal to answer questions after the interview has begun.  To avoid refusals, the interviewer must be very careful in his first contact with the household.  The following are among the most frequent reasons for refusal to co-operate:

1. The respondents fear that any information they may reveal on their incomes will be used for tax purposes.  This fear, which is encountered most commonly among the upper income urban households, can be minimised if interviewers stress the following points:

· Any information provided by the household will be kept strictly confidential.  That the aggregate information collected from households will enable planners to obtain an over view of the position of households in the country, without revealing anything about any specific households.  The secrecy of the data will thus be maintained.

· The survey should enable planners to devise better policies for improving the standard of living of everyone in Ghana. Households will thus benefit from providing accurate information for the purpose.

2. The respondents do not wish to have an interviewer in their home for such a long time as the survey period.  The best way of coping with this situation, which is also encountered most frequently in urban areas, is for the interviewers to:

· Make sure their personal appearance is impeccable (decently dressed); 

· Show their Identity Cards and other identification papers proving that they are staff of the Statistical Service; 

· Be extremely courteous towards members of the household. (It is essential to follow this precept at all times even when interviewers are not well received) and 

· Offer to return at a time or on a day that is more convenient for the household.

If the interviewer cannot persuade the household to co-operate, you must visit the household and try to persuade him/her to accede.  You may ask whether the interviewer has been polite, etc.  
5
Verifying and Coding the Questionnaires
Every morning, in the field, and before leaving the EA, you, the supervisor, should verify that sections of the questionnaires that were worked on during the previous visit were completely filled out.  You should then proceed to code all answers that could not be pre-coded, particularly the industry and occupation codes.

Verifying the Completed Questionnaires
The purpose of the operation is to ensure that the questionnaires are completely filled out, that is, everyone who was to be interviewed has responded and that every section is completed.  Verification must be done as soon as possible and the tablet returned to the interviewer without delay.  A final verification should be done at the end of the cycle before the questionnaires are sent to the central. .  Problems should be resolved with the interviewer and in only the most extreme cases will you be able to return to the household to resolve edit failures.

Each step of verification is described in the verification (see attached sample) form.  You should complete one of these forms after each cycle.  If one of the items is unsatisfactory, you should return promptly the tablet to the interviewer with instructions to correct it immediately before leaving the area.  You should keep the verification forms for each visit until the end of the cycle.   

Coding
Most of the responses to the household questionnaire have been pre-coded.  There are only a few questions that have to be coded on the field and in the office.  You are responsible for ensuring that all the necessary coding has been rightly carried out, before sending the data to the central office.. 
The codes for the survey are in the CODEBOOK supplied.

You are also responsible for calculating the area of the dwellings sketched in Section 7Xm Housing. The questions to be coded are the following:

Verification of the Questionnaire
	
	
	
	
	
	
	
	
	

	E.A:
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Household:
	 
	 
	 
	 
	 
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Interviewers:
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	


	VISIT
	RESULTS

	Sec-tion
	Question-
naire
	Checks
	Satisfac-
tory
	to be redone

	1
	22-23
	All persons were correctly classified as members of the household
	
	

	1
	23
	All household members and only household members have a cross (x) in column A
	
	

	1
	4-5
	The ages of all household members were correctly copied in column B.           
	
	

	1
	
	A line (row) was filled out for each   household member
	
	

	2A
	1-23
	Filled for every member of the household aged 3 years and over.
	
	

	2B
	1-9
	Educational career from primary, middle JSS/SSS or secondary, Technical/ Vocation, Tertiary levels are correctly filled.
	
	

	2C
	1-15
	Literacy/Apprenticeship/Training correctly filled.
	
	

	3A
	
	For all household members 
	
	

	3B
	
	Health insurance for all household members 
	
	

	3C
	
	Immunization for Children aged under 5 years 
	
	

	3D
	
	For all women aged 12-49 years of child bearing age.
	
	

	3E
	
	For all men and women of child bearing age (12 years and older)
	
	

	3F
	
	For all members of each household
	
	

	4A
	
	Asked of all members aged 5 years and over.  Make the correct coding in Q 6 &7. Respondents should answer for themselves
	
	

	4B
	
	Secondary occupation covered
	
	

	4C
	
	Underemployment in the last 7 days covered
	
	

	4D
	
	Employment search in past 7 days
	
	

	4E
	
	Employment history prior to the last 12 months. Follow all skip patterns.  
	
	

	4F
	
	Secondary occupation in the last 12 months
	
	

	4G
	
	Employment search in past 12 months
	
	

	4H
	
	Housekeeping activities for members Aged 5 years and over
	
	

	4HS
	
	Health and safety issues for members 5 years and older
	
	

	5A
	
	All members aged 7 years or older (Migration)
	
	

	5B
	
	Domestic and Outboard tourism
	
	

	6
	2
	Names of those household members responsible for a farm  
	
	

	6
	3
	Names of those household members responsible for livestock 
	
	

	6
	6
	Household members responsible for processing
	
	

	6
	7
	Household members responsible for     preparing food
	
	

	6
	8
	Household members responsible for household purchases.
	
	

	6
	9
	Names of all businesses/enterprises/ activities and their codes run by members of the household and the names and IDs of those members responsible
	
	

	6
	10
	Names of  2 enterprises/activities which bring in more money in the order of magnitude for each member of the household
	
	

	7C
	1
	A zero means that rent is free 
	
	

	7D
	11
	Skips were correctly followed.
	
	

	7E
	1-3
	Information/Communication and Technology (ICT)
	
	

	8A
	
	Check that answer to Q21 is supported by the answer to Q26
	
	

	8B
	
	Make sure Q6 and Q7 have a link 
	
	

	8C (1)
	
	Make sure that Q4+Q7+Q10+Q14+Q15+16=Q3 
	
	

	8C (2)
	
	Check that Q23+Q25+Q27+Q28 = Q21 
	
	

	8H
	
	If answer to question 2 is 12 months then you must have a QUANTITY in Q3 
	
	

	9A
	
	Non-Food Expenditures only. For Less frequently bought items in particular
	
	

	9B
	
	Food Expenditure only. For frequently purchased items in particular
	
	

	10A
	1&2
	Make sure for every Non-Farm Enterprise listed in Q1, there is a person ID correspondingly marked in Qs 3 and 4
	
	

	11A
	3
	Check that instructions are followed. 
	
	

	11B
	2
	Instructions should be followed       through
	
	

	12
	
	Check respondents ID for agreement with either head of household or main respondent
	
	


	Supervisor:
	 
	
	Date:
	 
	
	
	 Code
	 
	 
	 


Area of Dwelling
In section 7 of the questionnaire, you have to calculate the area of the dwelling occupied by the household from the sketch made by the interviewer.  This is to be done in three steps:

· Identify the buildings/rooms to be taken into account: the houses, huts and other buildings in which the household members live. (Terraces, balconies, kitchens and WCs and shower-rooms should not be included.)

· Calculate the living area of each building according to the instructions below;
· Add together all measurements and write the total  

Method of calculating the living area
1.  For a square house, the area is the length of one side multiplied by itself.

                                  3m        


 Area = A x A = A2
                               


    Example: If each side is 3m long 

                    3m    



       then area is (3X3) m = 9

                                  




 square metres.

2.  For a rectangular house, the area is the length multiplied by the width.

                                        5m


Area = A x B 

                                        


Example: If the length is 5m and

                   2m                


   the width is 2m, then

                                     



  the area is 5m x 2m =

                                              


 10 sq. metres.

3.  For a round house, there are two ways of calculating the area.  We prefer that you
     use the second ("diameter" or "radius") method:



(a)  If you know the circumference, the area is the circumference squared and divided by 13.

                                 I.e. Area = C2/13 



Example:  If the circumference is 10m the area is 

                                           (10 x 10m) /13 = 7.7 sq. metres.

                                           (Not very precise though).
(b)  If you only know the radius or diameter, the area is the radius
                                squared multiplied by pie. (3.14)

                                   Radius = Diameter divided by 2  (i.e. r = d/2)

                                      Area = 3.14 x r2 or 3.14 x (d/2)2 

            Example:  If the diameter is 4m then radius is 4/2m = 2m

                              Therefore, Area is 2m x 2m x 3.14 = 12.57 sq. metres.

                              i.e. approximately 13 sq. metres.

Please use method (b) as it is more exact.

4.  Sometimes, you will come across dwellings that are neither square nor 

    rectangular nor round.  In that case the supervisor must do his best 

    to find the area by dividing the dwelling into rectangles.



Example:  The house on the left can be divided into 2 parts.

                    

    7m

                               




            * Part A is a rectangle 6m

                             


      4m

            wide and 7m long.

       

   6m                  

         4m            * Part B is a square of side

              The area of Part A is (7x6) m =

                                    42 sq. metres and that of Part B

                                    is 16sq. metres i.e. 4m x 4m.

                                    Total Area is therefore (42 + 16) sq.

                                    metres = 58sq. metres. 

6
MONITORING INTERVIEWS
You will have to carry out two types of checks on the quality of the interviews:

· You will visit some of the households already surveyed to ascertain whether interviews were conducted.

· You will attend at least three interviews conducted by each interviewer in a cycle.

Verification of Interviews
The first type of check is to be made after all the questionnaires for the previous day have been verified.  One of the households interviewed should be selected randomly and revisited to find out whether an interview was actually conducted.

On arriving at the household, you should introduce yourself politely and explain that you are participating in the survey and wish to find out whether an interviewer came to the household on the previous day, and also to ask some questions.  You should ask whether the interviewer was polite and what the household thought of the interviewer.

Observation of Interviews
In every cycle, you must attend at least three interviews conducted by each interviewer in order to observe the way he/she asks the questions and to give advice.  You should remain with the interviewer throughout the whole interview; you should not arrive or leave in the middle.

During the interview, you should not talk to either the interviewer or the respondent.  You should tell the interviewer before the interview that he/she should not ask for advice during the interview and that he/she should act as though he were alone.  You should always make notes on any questions or concepts that the interviewer has difficulty in asking or understanding and also on all the things he/she does well.  Everything must be written down on the spot so that it is not forgotten.

All these comments are to be written on a form provided by the Project Directorate, the main points of which are as follows:

· Comportment of the interviewer.  Did she/he greet everyone before beginning the interview?  Did he/she introduce him/herself by explaining that he/she is working for the Statistical Service?  Did he/she explain the objectives of the survey properly, i.e. how the household was chosen and that the interview would be completely confidential?  What personal impression did he/she make?  Was he/she polite and patient with the respondents during the interview?  Did he/she thank everyone at the end?

· How did he/she ask the questions?  Did he/she ask the questions as they appear in the questionnaire?  Did he/she try to help the respondent think through the answer when he/she had trouble estimating the land area, for instance?  Did he/she accept "I don't know" as an answer without probing? And were the questions interpreted correctly?

· Time spent on the interview.  Did he/she avoid gossiping with people while still being very polite?  Did he/she ask the questions quickly, without hesitating?  It may be worth noting the time at which he/she began each section.

· Impartiality.  Did he/she maintain a neutral attitude toward the questions and answers during the interview?  Did he/she volunteer an opinion?  Did he/she appear surprised or shocked or disapproving about any of the answers?  Did he/she suggest answers when asking the question?

Immediately after the interview, you should have a meeting with the interviewer.  First you should ask him/her what he/she thought about the interview, where you felt he/she had done well and whether you thought he/she could do something better.  After, you should discuss with him/her the things he/she did not mention (the good as well as the bad things).

The notes made by you on all the interviews observed must be kept in the team's files.  Remember that you will need all the details to write your field report at the end of each cycle and the end of the survey.

7: How to Mark Errors
All messages, that you want the interviewer to respond to must be written in red on a paper.  You should circle all incorrect answers so that the interviewer will have to clarify his previous answer.  Messages for the data entry operator should be written in red on the "printout".  You are to circle the data to be re-entered or indicate lines that should be deleted or added.

Summary of Survey Results
In the column marked SUPERVISION OF THE INTERVIEWER, check 1 (satisfactory) if there are no answers that the interviewer must clarify or code 2 or 3 if there are answers to be clarified.

Verification of the Pen drive/ Memory card /CDs/external hard disk
You will verify the contents of all diskettes/CDs submitted to you by the data entry operator and in particular contents of the batches copied.  The backup diskettes/CDs should contain all sections of all questionnaires entered.  You should find on the diskettes/CD the number of households in the E.A. otherwise, either the operator has submitted the wrong diskettes/CD or the data were lost.  Find the correct diskette/CD or have the lost data re-entered.

Management of Tablets
You will have to ensure that the tablets;
· have been adequately charged;

· are protected by the covers designed for them; 

· are kept impeccably clean; and 

· are not mishandled.

· are used by the interviewers only

· are used sorely for its intended purposes

In general, the tablets and its accessories should be protected from dust and heat.  
Sending data the central office in Accra
Whenever a interviews in a cluster is completed and edited you are to send the data to the server in the central office before leaving the cluster.
PART 3:  LOGISTICS AND MANAGEMENT

MANAGING THE EQUIPMENT, MONEY AND PERSONNEL ORGANIZING THE OFFICE

 That is, everything must be kept in the proper place. For instance,

- tablets;

- completed questionnaires that have been entered in the tablet;


- half-entered questionnaires;


- blank questionnaires (paper); 
             - other office supplies given to you for the survey.

Equipment and Supplies for the Use of the Team
All equipment supplied to the team should be used only for the purposes of the project.  These include:

A vehicle.  While the vehicle will be maintained by the driver, its continued good condition will depend, to a large part, on the vigilance of you, the supervisor.  As the success of the project is closely bound up with the smooth running of the vehicle, you must ensure that it is regularly maintained and used only in connection with the project.  Every day, ensure that the driver does the usual routine checks on  the vehicle.ie he must check the tyre pressure, the oil level in the engine, the amount of water in the radiator supply tank and the battery level.  He should ensure that the vehicle is running well and that both the jack and the spare tyre are in good shape.

The tablets and power bands.  The tablets and power bands must be maintained in accordance with the instructions set out.  They must be kept out of reach of visitors and other unauthorized persons.

Items such as:
· the manuals, code book , paper questionnaires and other forms given to each interviewer  to make data collection easier;

· the raincoat, boots and beddings given to each member of the team ;

· the spade, matchet (cutlass) and flashlight intended as emergency equipment for use in the bush.

Finally, there are the supervision map and identity cards of each member as well as the introductory letters of the team showing that they work with the Statistical Service and are undertaking a living standard survey with an agricultural module.
Computer Breakdown
If, despite all the precautions described above, the computer breaks down, you should immediately contact the project Coordinator in Accra for help.  You should never try to repair the tablets yourself.  You are strictly forbidden to dismantle the tablet.

Naturally, before contacting Accra, you should be certain that you really do have a computer breakdown and not a defect in the electrical supply (incorrect plugging, power failure, short circuit, etc) or faulty procedures to prevent unnecessary travel by the D.P. team.

If you are in the field when the breakdown occurs, you should immediately call the  D.P. team in Accra.  The appropriate person to call is the project's Data Processing Coordinator.
Funds Entrusted to the Supervisor
You will be entrusted with a sum of money to enable you pay for minor repairs on the vehicle and fuel.

All expenditure must be properly receipted and recorded.  Any receipt that is scribbled and/or unstamped and all payments without receipts as well as any outlay that is not in line with the stated repair will be refused and the cost debited to you.

The funds should never be used for making loans to members of the team or for helping them to get out of personal difficulties.  You should use the funds in the most conservative manner possible and you must seek at all times to keep costs to the minimum.
Absence of a Member of the Team
Absence from the field
By an interviewer:  You must ensure that the data collection should not come to a halt.  Where the interviewer leaves the field, you the supervisor must inform the directorate in Accra through the Regional Statistician, for any arrangements for a possible replacement to be made.

2) By a supervisor:  Work in the field must continue in the absence of the supervisor.  This means that the interviewers should visit the selected households.  The headquarters staff must be informed in advance of any absence by the supervisor so that it may take the necessary action if the absence should last for more than two days.

Absence for more than two days
If an interviewer, data entry operator or the supervisor is likely to be absent for more than one week, the Project Directorate must be informed immediately for a temporary replacement to be made.  It should be clearly understood that any leave of absence can only be sanctioned by Accra.  Any infringement of this rule will be severely dealt with.

RELATIONSHIP WITH THE SURVEY DIRECTORATE

Technical Responsibility and Monitoring
Technical responsibility for the survey rests entirely with the Project Directorate.  The Directorate will therefore lay down the general directions of the work and issue instructions for action at the technical level.  You will take orders from the Project Directorate and from no other person(s).

During each cycle, a monitor will visit the team in the field from the Directorate who will assure him/herself that procedures are being properly followed.  He/she will monitor every aspect of the team's activities, by visiting some of the households that have already been interviewed to go over some parts of the questionnaire and thus check both the quality of the work of the interviewer and of the supervisor.

Supervisor's Report
At the end of each cycle, you are to submit a report on the EA surveyed.  This report must contain;

· a name and number of the E.A.; 

· household numbers and the date of the data collection of the cycle,

· a description of any difficulties and how they were overcome;  

· numbers of any households that were replaced, if any; 

· a note on the quality of the work of each interviewer, his  behaviour during the interviews, and his relationship with other team members and his supervisor; and

This report should also contain details of the team's expenditure. This is intended to keep the Secretariat informed on the use of the funds made available, the amount of gasoline or petrol consumed, and the total distance covered by the team. This must be confirmed by entries in the vehicle log book
Relationship with the Regional Statistician
While you should take instructions only from the Project Directorate in so far as technical matters are concerned, you will be under the authority of the Regional Statistical (RS), who is the representative of the Government Statistician.

The RS will therefore be responsible for sorting out any administrative difficulties of the team.  He will, however, not be permitted to send a team member on leave without consulting the Project Directorate.  He will again, not have the right to use any of the team's equipment (vehicle and other items) for any purpose that is not directly related to the project.
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