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Preface            
The Devolution Trust Fund (DTF) is providing funds to eight Commercial Utilities (CUs) throughout 

Zambia to improve the water and sanitation situation in peri-/urban areas. A quantitative baseline study 

with additional qualitative focus group discussions in all sites will be conducted by the local CU and 

framework Consultants.  

Objective of the assignment is to collect and analyse data related to provision of sanitation services in 

the selected town area. The Consultant shall identify and document responses and interpretations of 

the parameters/variables from the field that shall inform and influence the sanitation options and 

general project scope for each of the selected town areas. The Consultant shall collect prescribed data 

from the project area based on the tools already developed for collection. 

This manual shall assist CUs and Consultants to plan and implement the survey as well as analyse the 

data. DTF has developed this manual to ensure that all surveys will work with the same quality standard 

and make data comparable, reliable and viable.  

Therefore the CU, consultants and particular trainers and coordinators of the survey implementation are 

asked to follow this manual as much as possible but adjust aspects where necessary to the local 

situation. 

For questions during any of the outlined phases or feedback and comments please contact the team at 

DTF in Lusaka, Zambia or Luise Zagst (esp. for data analysis questions). 

 

Jackson Mulenga  Victor Muyeba      Luise Zagst 

DTF Engineer   DTF Socio-economist    Baseline Consultant 

Tel: 0211 230619  Tel: 0963 747467 or 0977 745009  Tel: 0979 604 602 

jimulenga@dtf.org.zm  vnmuyeba@dtf.org.zm     luisezagst@gmail.com 

 

 

After the workshop and feedback given by CUs and Consultants, this manual and its annex will be 

accessible through the DTF website:  

www.dtfwater.org.zm 
 

 

Training and Manual developed by Luise Zagst  

Lusaka, March 2003   

mailto:jimulenga@dtf.org.zm
mailto:vnmuyeba@dtf.org.zm
http://www.dtfwater.org.zm/
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1.1 Develop Work Plan and Timeline       

At the beginning of every study take the time and put together a comprehensive work plan including the 

timeline, budget, available and required resources.  

1. Note all planned activities – (training, focus groups, hh survey….) 

2. Develop the timeline including every activity (2 days for training, 10 days data collection…) 

3. Note who will be needed to do the activity (trainer, enumerator, focus groups…) 

4. What equipment is necessary 

5. Put all this information in a timeline using a simple table or excel spreadsheet: 

 

EXAMPLE 

Activity When Date WHO Equipment Comments 
Select 

enumerators 

3 days Between 

11 – 14 

March 

Trainer/CU CVs Contact 

enumerators 

from last 

survey 

Train 

enumerators 

2 days 18 & 19
th

 

March 

Trainer Stationary, 

questionnaire, 

guidelines… 

Ask Peter to 

copy 

questionnaires 

Contact 

authorities in 

field 

  Trainer/CU  Inform when 

team will be 

arriving, 

share schedule 
      

Possible timeline 

 

 

 

 

 

 

 

IMPORTANT:  

- Share timeline with CU and work closely with them during planning phase. 

- Inform contacts (local authorities) in the area to be surveyed and share timeline. 

- Make sure to check on holidays, special occasions or celebrations in the area!   
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1.2. Hire Enumerators          

Finding the right enumerators for the right topic is important! Many surveys fail due to lack of training 

but also due to attitudes and lack of experience of their enumerators.  

1. Background  

o Hire men and women, preferably students or graduates with a background in social 

science and/or quantitative research methods, environmental or natural resources.  

o Engineers or sanitation scientists will provide a lot of knowledge about the subject but 

have rather no experience in talking with people on sensitive topics. 

 

2. Experience  

o Hire persons who worked for other organisations or institutions on household surveys. 

o Having worked on a similar topic is definitely an asset. 

 

3. Language 

o Make sure the local languages are spoken by enumerators. As the questionnaire will not 

be translated in each language it is important that enumerators can easily change into 

the local language to translate or explain the questions during the interview.  

 

4. Attitude 

o Enumerators need to be committed to the topic and willing to work (even after hours)! 

o They MUST be available for the whole duration of the survey! 

o You will need to balance the involvement and knowledge of the enumerators and 

her/his professional distance to the topic: Make sure enumerators get a good feel of the 

area while not getting or being to absorbed into the community. Data collected could be 

biased and not objective anymore! 

o In ANNEX A3you see a Guideline for Enumerators. Adjust the guidelines to your specific 

situation and fill in blank parts (size of sample, selection method etc.). Add other 

attitudes or information you perceive important BEFORE handing it out to enumerators. 

 

IMPORTANT 

- If CUs are assisting with selection of enumerators ask to see the CVs or get contact details for 

phone interviews beforehand. Share your requirements for enumerators with CUs in advance. 

- You want to train two additional enumerators as a back-up in case one falls sick, others do not 

perform well and need to be ‘replaced’. 

- Even if a person is not as experienced in survey methods yet, but shows the motivation and 

commitment to learn and is very enthusiastic, give her or him a chance! The enthusiastic 

personality might be more ambitious and working correctly while a very experienced enumerator 

might tend to rush through ‘just another’ survey!  
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1.3. Identifying Sample         

In the preparation phase the sample size, area in which the survey will be conducted as well as the 

sample selection need to be decided. As each project site is different, in the Annex A10 of this manual 

you will find an overview of population and sample size to be surveyed in your area.  

1. Survey area 

o Make sure you are surveying all areas/zones to capture the overall situation 

(economically less affluent, more affluent, very poor etc.). Ask the CU or local 

authorities to provide you with a map of the area and discuss zones/sub-areas. 

 

2. Sample Selection 

o To receive representative data, households need to be chosen RANDOMLY! We suggest 

a simple random selection: select households randomly until you reach overall sample 

size. 

o Possible ways to select houses depending on the overall population and area size: 

i. Every second, third or fourth household (or further apart) 

ii. Alternating road sides 

iii. Only every second/third road 

o Use central points (intersections of roads, roundabouts, main roads etc.) from where 

enumerators take different streets leading in opposite directions. 

o At what time is it suitable to conduct the survey to capture the variety in the 

population- Evening? Morning? Weekends? 

 

 

EXAMPLE 

 

 

 

 

 

 

 

Left: Map of Chipata Compound, Lusaka showing possible paths of interviewers (red arrows) 
Right: Example of household selection: every 3rd house (grey) (taken from Google Maps, 15.2.2013)   
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1.4 Prepare the Training and all Equipment     

Invite enumerators and CU to the place where the training shall be held. Make sure all equipment 

needed for the training and later in the field is purchased, copied and ready to hand out.  

Equipment Training 

1. For enumerators: 

o Pens and note pads for each enumerator 

o Clipboard for questionnaire 

o Blank Questionnaire 

o Questionnaire with Notes 

o Guidelines for Enumerators (adjust them to local situation) 

 

2. For Trainer: 

o Manual 

o White board or Flip chart 

o Markers 

o Extra paper for name tags/notes 

o Questionnaire with notes 

 

Equipment for the field 

 See Chapter 2.7 
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2. Training Phase     
2.1 Training Set-up 

2.2 Training Schedule 

2.3 Introduction Session 

2.4 Training Session 

2.4.1 Training Methods 

2.4.2 The Household Questionnaire 

2.5 Field Assignment Session 

2.6 Feedback 

2.7 Checklist Field Equipment 
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2.1 Training Set-up           

You want to establish a comfortable, relaxed but structured atmosphere allowing participants to 

concentrate and work effectively.  

1. Timing 

o The training should be held a few days before the actual starting day of the survey to 

ensure the new information is still ‘fresh’.  

o No time needed for testing as the baseline questionnaire has been pretested already. 

o Foresee some time (2-3 days) between training and the start of the field work to allow 

to retrain the enumerators, organise the last missing equipment and print-outs, look for 

another enumerator in case one fell sick/needed to be substitute or other unplanned 

incidents.  

 

2. Location 

o Hold the training in a calm room/office; away from any disturbing noises, colleagues, 

and computers. Less distraction will help everyone to concentrate and go through the 

questionnaire quicker. 

 

3. Training rules 

o It can help to formalize ‘training rules’ which will be written down and displayed in the 

room during the entire training.  

o Participants should commit to these rules and can be reminded about them in case of 

conflicting actions during the training.  

 

 

 

EXAMPLE 

 
Example of important Training Rules   

Training Rules: 

- NO Mobile Phones during training sessions 

- There is no such thing as ‘stupid questions’ 

- Listen to what others have to say and respect their opinion 

- Allow others to finish their sentences before commenting or answering 

- Show up on time to meeting 

- The team ends the day together 

- Commit to participate until the end of the training 

- …. 
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2.2 Training Schedule           

We highly recommend using this proposed schedule as much as possible as it allows a comprehensive 

training and field session which will prepare the enumerators for their field work. 

1. Objective 

o Schedule for at least two days of training on which all enumerators need to be present.  

o Besides learning about the questionnaire, important information and decisions will be 

clarified in this phase with all team members. 

 

2. Training sections 

o On the first day the introduction of the team and the first in-depth training on the 

questionnaire will be on the agenda.  

o On the second day the questionnaire will be tested in the field and feedback discussed 

among the team members.   

 

3. General 

o Invite enumerators early enough for the training! 

o Make sure you schedule for enough breaks and times where enumerators can ask 

questions. 

o Encourage enumerators to always as questions or share ideas with the team! 

 

 

 

 

 

 

 

 

 

Example  

 DAY 1 DAY 2 

Morning Introduction  

 

Training on Questionnaire 

Field testing the Questionnaire 

LUNCH   

Afternoon Training on Questionnaire 

 

Training on Survey 

methods/Sample 

Feedback on morning activities 

 

Settle further issues 

Possible Training Schedule  
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2.3 Introduction Session         

This session is important to establish the right frame for the coming days. Make sure everyone is present 

and on time. You can use this time as well to develop the training rules with the team together. 

1. General information 

o Introduce yourself to the team. 

o Each participant shall share her/his name and talk a bit about their previous experience 

with conducting surveys or working on sanitation. 

 

2. Survey objective/background 

o Inform enumerators about the survey objectives:     

 ‘Survey the current sanitation situation in peri-urban areas’. 

o Explain to them; 

 The Devolution Trust Fund (DTF) assists Commercial Utilities (CUs) to provide  

sustainable water supply and sanitation service provision to the urban poor’. 

 DTF is supported by the German government.  

 There has been a call for proposals and CUs are able to get funding from DTF 

to improve the sanitation situation in parts of their towns/cities. As a first step 

a baseline study is undertaken to collect data of the current situation. Based 

upon findings, the exact interventions can be planed. 

 

o Present your survey design to enumerators (Where? When? What?), focusing on the 

methods being used (HH Questionnaire, Focus Group Discussions, Expert-Interviews) 

and what sampling you suggest (see chapter 1.3, ANNEX A10) 

 

3. Logistics 

o Decide on mode of payments of enumerators (Per day? Week? At the end of the 

assignment? Inclusive of transportation, food and drinks? What if they are sick?), 

working hours, meeting points/transportation. 

o Compile a list of contact details to be shared with all team members. 

 

4. Roles and responsibilities 

o Discuss with enumerators (either ask or tell them) what the roles of enumerators are, 

what the team and the CUs expect from them (see IMPORTANT box below). 

o Emphasize their key role in gathering reliable data, possible biases, interviewer effects 

as well as their overall presentation and attitude towards interviewees and the team. 

o Inform enumerators that they will receive Guidelines for Enumerators (ANNEX A3) which 

give a brief summary of the study objective, methodology, data quality but also on their 

role and presentation. Either hand out the guidelines as a last thing during the training 

or as a refresher on the first day of the study.  
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IMPORTANT:  

 

 

2.4 Training Session          

Make sure that all questions regarding logistics, background and survey sampling have been discussed. 

In this section the focus is on the household questionnaire itself (ANNEX A1).  

1. Objective of training session 

o Enumerators understand each question and know how to ask the question in the field, 

how to fill in the answer. 

o Each question has been reviewed and discussed with enumerators and they feel 

comfortable to conduct the survey in the field. 

o Enumerators also feel comfortable to know their limits and know when to ask their 

trainer or team members for guidance. 

o Enumerators learned and understood the survey design as well as their role as 

enumerators. 

 

2. Training steps 

o First you decide on a training method. 

o You will explain the method you are going to use to enumerators. 

o Follow the instructions below for the chosen method. 

o For comments and further details on specific questions see the Questionnaire with 

Notes (ANNEX A2). 

  

Anticipated performance, attitudes and responsibilities of enumerators: 

1. Always be polite and respectful towards interview partners and team colleagues 

2. Ensure to be available for the entire duration of the training AND survey  

3. Ensure respondents participate voluntarily in the interview!  

4. Stick to random selection process  

5. Remember: you represent the Consultancy, the CU, DTF!!!  

6. Do not raise expectations – do not promise toilets, incentives or the like! Be honest 

with interviewee but do not make any promises 

7. Remember to say: We are here to survey the current sanitation situation. Upon this 

information the CU with help from DTF will make decision what kind of Sanitation 

infrastructure might be suitable! 

8. ….. 
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2.4.1 Training Methods         

Chose one of the proposed training methods below. The decision will depend on time, budget and 

experience of the team. Two approaches are being outlined here; we are strongly recommending to use 

the participatory approach. Enumerators who are actively involved and challenged will understand the 

questions and possible problems quicker and will be able to conduct the study more self-confidently in 

the field. 

1. Participatory learning Approach:  

o After introduction all participants receive a copy of the questionnaire and are asked to 

read EACH question in the questionnaire on their own (silently). Allow them to note 

comments or questions. 

o In a second step ask the enumerators to form small groups (size depending on the 

overall group size; minimum of 2 in each group, maximum of 4). Each group will be 

assigned one section of the questionnaire which it will review again.  

o The following aspects should be looked at and later presented to the rest of the group: 

 Objective of question 

 Possible misunderstandings/misinterpretations 

 Ways to ask this question 

 Ways to fill in the answer 

o The trainer should write those guiding questions visible to all on a white board/flip chart 

so enumerators will not forget them.  

o You can alternate this step also by asking them to interview each other or make role 

plays on the questions in the respective sector.  

o After about half an hour, one or two persons from each group shall present the sections 

they have worked on. All other participants shall ask questions or give feedback.  

o Hand out the Questionnaires with Notes while discussing each question with the team. 

This questionnaire entails additional comments per question for help, reference and 

guidance during interviews.  

 

2. Lecturing Approach: 

o After introduction hand out one questionnaire to each participant.  

o You will take enumerators through each question while looking at the following items:  

 Objective of question 

 Possible misunderstandings/misinterpretations 

 Ways to ask this question 

 Ways to fill in the answer 

o Write those guiding questions visible to all on a white board/flip chart so enumerators 

will not forget them.  

o Enumerators can ask questions and give feedback at all times. 
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o Hand out the Questionnaires with Notes while discussing each question with the team. 

This questionnaire entails additional comments per question for help, reference and 

guidance during interviews.  

 

IMPORTANT 

- The lecturing process will be quicker BUT does not integrate enumerators into the learning process. 

- The interactive, participatory approach will take more time but will be more exciting for 

enumerators and will contribute to the team building early on! 

 

2.4.2 The Household Questionnaire       

The Questionnaire with Notes shows comments which should give enough support to remember how to 

enter certain questions, their background and objectives. Please review this document before you 

conduct the training and add comments where you find them necessary. General comments: 

- Questions 

o Every question needs to be asked and an answer noted. Even if it is a yes/no question and 

it will continue afterwards, this yes/no needs to be ticked!  

o Tick (x) the value in front of the label clearly (write an x/cross/circle the 1 in front of yes). 

o Use the back of the page for additional information or corrections.  

o Never forget DK and RA (they are coded 88/99 in the entire questionnaire) 

o Whenever ‘Other’ is given as a possible answer, specify by writing on ________________. 

o [Italic comments in brackets] give further information for enumerators or show them with 

which question to continue next. 

 

- Tables 

o Go by either line or column to ask a question (whatever applicable and/or convenient) and 

write the answer (x) in the respective cell. 

o Where applicable, it is easier to ask the question as an open question (e.g. What water 

resource do you have?) and then look for the answer in the table while the interviewee 

speaks instead of reading the whole list (Do you have a hand-pump, yes or no? Do you have 

a hh connection – yes or no?) 

 

- How to ask/fill in 

o Expenditures and incomes are always Kwacha per MONTH. Enumerators need to assist to 

calculate the monthly figures in case an annual or weekly figure is given. 

o Open questions need to be answered precise, not using too many words but still to the 

point! As a team, possible clusters could be thought of after a few days in the field. 

o Remind interviewees that data will be treated anonymously, especially on sensitive 

questions (income, expenditures, HIV/AIDS).   
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2.5 Field Assignment Session        

While training to conduct the questionnaire in the field on the second day, there are tasks the 

enumerators and tasks you as a trainer have to do:  

1. Enumerators 

o Meet the whole team in the morning and divide into new groups. Each group (min. 2, max. 

4 people) will use the questionnaire to conduct interviews. Depending on the time 

available for training and the team size, 

i. either EACH of the enumerator will conduct ONE whole questionnaire with one 

interviewee (while the other team colleagues will be listening and sitting close 

by)  

ii. or EACH team member will ask a specific sector of the same questionnaire and 

only ONE QUESTIONNAIRE is being conducted together.  

o The team should follow the planned random selection process (e.g.: every third house, 

alternating street sides) 

 

2. Trainer 

o You should try and be with each team for at least a few questions to assess how they ask 

the questions, where possible problems are and how their overall performance is with the 

interviewees. 

o Document the time enumerators need for the first questionnaires and other important 

observations which you will need to share with the team later. 

 

3. General 

o Inform local authorities that you are conducting interviews in the area for training 

purpose. 

o In case the training is held at another location than the actual survey area, ensure that 

enumerators could still find normal households to interview. A office building is not a 

good location to conduct this type of field training. 

o Ask enumerators to be back at a specific time. 

 

 

 

 

IMPORTANT: 

- To conduct the questionnaire for the first time will take more than likely 1 to 2 hours! Please ask 

enumerators to inform the interviewee about this to avoid any frustration (on both sides)!   
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2.6 Feedback            

Please schedule enough time for this phase AFTER the lunch break as it is crucial to identify possible 

difficulties and where additional training might be required.  

 

1. Review of questionnaire 

o Try and get hold of the questionnaires that have been filled in during the field 

assignment. Identify questions which have been easy/correct for most of the team and 

find problems which occurred in several questionnaires, e.g. did enumerators 

understood the questions correctly? Did they fill in answers correctly?  

 

2. Feedback 

o Meet with team after the lunch break, return their questionnaires. Ask enumerators to 

give you a quick feedback about the field assignment (everyone gets 1-2 minutes). Ask 

about perceived/experienced problems. 

o Take enumerators through each question again and ask them about their experience 

with asking the respective question. Make sure you give them your feedback based on 

the findings in the conducted questionnaires. 

o After this in-depth field assignment and feedback round, everyone should have 

understood the questions and feel comfortable to start the ‘real’ survey. 

 

3. Wrap up discussions and logistics  

o The last hour of the second day of training should address logistics and remaining 

questions apart from questionnaire. 

o As a final activity and to summarize the two days, you could discuss the Guidelines for 

Enumerators to summarize the main aspects of the training. (Make sure you make extra 

copies to hand out on the first day of the survey!) 

 

 

 

 

IMPORTANT 

- As the enumerators will be tired of training and field assignment, they might downplaying their 

difficulties or questions they still have. Rushing through enumerator’s feedback and the 

questionnaire again will not be conducive to the overall objective of the exercise.  

- Remind the team to take the time NOW and clarify all outstanding issues rather than having to sit 

after hours of interviewing and trying to rectify misunderstandings or mistakes retrospectively.  
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2.7 Checklist Field Equipment        

Even though you would want to hand out all equipment the first day of the survey, make sure all 

equipment is finalised and has been presented to the enumerators during the training.  

 

For referencing: (See ANNEX) 

o Questionnaire with Notes and own comments (A2) 

o Guidelines for Enumerators (A3) 

o Pictures of current toilets (A7) 

o Picture of possible future toilets (A8) 

o Contact details of team members 

 

2. Identification Card/Letter from CU (only if needed, to be organised by CU) 

 

3. Stationary: 

o Pens/Pencils for each enumerator 

o Clip board to attach questionnaire while writing 

o Folders or bags to keep new or used questionnaires 

 

4. Airtime: Only if perceived necessary, for whole team or few enumerators who help to 

coordinate the team on the ground. Airtime might be needed to communicate with team 

members or trainer. 

 

Equipment for trainer (See ANNEX): 

1. Questionnaire with Notes  (A2) 

2. Guidelines for Enumerators (A3) 

3. Questions for Focus Groups  (A4) 

4. Questions for Focus Groups with Notes (A5) 

5. Additional stationary 

6. Contact details (phone numbers) of enumerators, key informants 

 

IMPORTANT: 

- Make sure to always have some extra stationary and spare HH questionnaires with you in case 

enumerators have forgotten or lost theirs! 

- Always have some questionnaires for focus groups with you as possible opportunities present 

themselves spontaneously and unplanned!   
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3. Collection Phase    
3.1 Typical Day in the Field 

3.2 Guidance in the Field 

3.3 Quality Control of Questionnaires  

3.4 Focus Group Discussions 

3.5 Key Informants Interviews 
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3.1 Typical Day in the Field        

Every survey and especially every field set-up is different. However, a typical day in the field of 

conducting a survey can be described for all sites and adjusted for the respective circumstances. 

1. Before Data collection 

o In case the team stays and meets outside of survey site mutual transportation to the 

survey site should be organised. 

o In case the team meets at the survey site, make sure to communicate the exact location 

every evening clearly to everyone. Make sure everybody is on time! 

o Schedule every day 30 minutes before data collections starts to clarify the following: 

i. Give feedback on questionnaire: Noticed any mistakes/problems/unclear 

marking in the questionnaires from the day before? 

ii. Return questionnaires to enumerator when mistakes need to be corrected. 

iii. Ask enumerators if they had any comments or observations of the day before 

regarding logistics, the questionnaire, the population?  

iv. Explain the logistics of the day to them: where, when and how many 

questionnaires will be conducted, what type of area will be visited.  

o Agree on working time (when should they conduct interviews, when is a good time to make 

a break?) and the meeting point once they have finalised their questionnaires 

 

2. Sending off enumerators 

o Hand out blank questionnaires; repeat the sampling and selection methodology again. 

o Look for landmarks from where you send off the enumerators. 

o STICK TO ONE SAMPLE SELECTION PROCESS AT ALL TIMES! 

 

3. During data Collection 

o While enumerators are off to visit households, meet local authorities and other key 

players to inform them what is taking place in the area. This will build trust and 

commitment among all stakeholders. 

o Plan and conduct at least two focus group discussions (See chapter 3.4). 

o Communicate with supervisors, team members or data processors and keep them 

updated on observations and decisions being made in the field. 

 

4. After Data collection 

o Meet enumerators after finishing the questionnaire. 

o Have there been any important observations from their side during the day? Problems? 

o Take the filled in questionnaires off them and check for easily visible mistakes. 

o Remind them about the meeting point for the next day, thank them for the day and 

release them.   
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3.2 Guidance in the Field         

Even though enumerators might be experienced in conducting household surveys it is important 

(especially in the first days) to monitor their work closely to ensure cohesive and reliable data. 

1. Meeting or communicating during the day 

o Whenever possible, try to visit enumerators conducting an interview (in the household). 

o Even after a few days of data collection unbeneficial attitudes and ways of asking 

questions might have evolved. 

o Also ‘unexpected’ visits might make enumerators work more attentively and dutifully. 

 

2. Regular feedback meetings 

o Especially at the end of the first two days, meet the whole team and ask them about 

their problems/observations in the field: 

i. With the Questionnaire? 

ii. In the team? 

iii. With the population? 

o Share with the team in case you have recognised reoccurring mistakes. BE VERY 

PRECISE!  

o Give them positive feedback and thank them as often as possible for their work. 

Administering questionnaires (esp. bigger samples) can be very tiring and boring. A 

positive feedback can be a god motivator.  

 

 

 

 

 

 

IMPORTANT: 

- Especially experienced enumerators will think they make no mistakes – have a close look on 

their questionnaires and also their performance! 

- If you have very good enumerators whom you  ‘promote’ to help you with other tasks 

(coordinating the team in the field, taking pictures, taking notes in Focus Group Discussions, 

noting observations, finding other information on your behalf), share these decisions with the 

other team members to be transparent and to avoid tension!  
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3.3 Quality Control of Questionnaires       

It is crucial that quality control is done from the first day onwards. It is better to identify problems as 

soon as they happen as in most cases you can NOT rectify them retrospectively! 

1. When 

o Every time you collect the questionnaires (best: at the end of each survey day), go 

through each questionnaire for a first check. 

o When returning home or the office, go through each question (especially on the first 

days) and MARK the questions which are incorrect/unclear. 

o You want to return the questionnaire to the respective enumerator the next morning 

and ask them to correct or explain the highlighted issues. 

 

2. What to look for 

o Typical mistakes entail not filling in filter questions (yes/no) but continuing with the 

question which builds upon it. This is very confusing for the data entry process and 

shows that enumerators are rushing through the questionnaire. 

o Make sure all questions are filled in!!! 

o Looking at the content: e.g. if a household has apparently no cases of diarrhoea in the 

family in the last three months, but answers the question ‘what were the reasons for 

diarrhoea’-  this does not make sense! Look for this logical and inter-dependent 

questions and answers as it is not clear how to interpret the given information. 

o Have enumerators started to develop ‘answering trends’, meaning answering questions 

more and more the same way. E.g. Open questions: has an enumerator noted more or 

less the same problems regarding the toilet or same barriers to practice hygienically 

behaviour in all her/his questionnaires? If so, the question arise does the enumerator 

really ASK the question as an open question or does she/he actually GIVE an answer and 

the interviewee just agrees to the proposed possible answer? 

o Make sure the content of the question has been understood correctly! Look at the 

given answer and see if it makes sense in this particular case. 

o Are missing values like DK/RA written down? 

 

 

IMPORTANT: 

- Be very picky in the beginning! Hand back the questionnaires even if they ‘only’ forget to note 

dates and name of interviewer or the like! Enumerators need to work very precisely and 

neatly! 

- Enumerators might get frustrated with you as the coordinator but remind them about the 

required work attitude and that once the mistakes disappear there will be less review needed!   



23 

3.4 Focus Group Discussions        

In addition to the quantitative household questionnaire at least two Focus Group Discussions should be 

conducted per project site. Use ANNEX A4 for questions and ANNEX A5 for further explanations. 

1. Why 

o It is important to get more information on current hygiene behaviour and what are 

possible barriers which will need to be addressed by the project (during participatory 

planning phase or sanitation and hygiene awareness training). 

o With a standardised tool like the household questionnaire it is difficult to go deeper into 

a subject, ask about believes and practices which could be sensitive topics. Focus 

Groups can do that – given the right atmosphere has been created to be able to ask.  

 

2. How 

o Organise a group at least a day ahead. Find a calm but easily accessible location.  

o Invite them ‘to talk about the sanitation situation in the area’. It is not necessary to go 

more into details as this might raise expectations or scare persons away. 

o During the discussion your role is to ask questions, take up interesting tracks – even into 

an area you had not planned but one that could be beneficial to the survey. 

o Read in between the lines, note not just the ‘answers’, you are interested in underlying 

believes and habits. Everyone should be able to share her/his ideas.  

o Do not educate or try and rectify believes and habits! There is no right or wrong answer! 

 

3. Whom: 

o A group should entail ONLY 8 to 10 people. One group could be men and women 

separated, or mixed. We recommend having at least one female group.  

o The mixed group will allow that both sides regarding sanitation are heard. Women often 

have a much better understanding of sanitary problems and the need to invest in 

sanitation. Both might have differing barriers regarding using toilets which they would 

not share if the other sex is present. 

o Make sure both groups are mixed in terms of age, economic situation, knowledge.  

IMPORTANT: 

- See what type of group will work best in your area: men and women separated or mixed? 

- You will find some participants being more outspoken/active than others. To avoid that the 

discussion becomes a monologue of single persons, you could agree on discussion rules. Like: 

everyone is only allowed to say something for the second time until everyone had said 

something. 

- If possible, ask one enumerator to take notes while you make the focus group. This will allow 

you to concentrate on what is said rather than slowing down the discussion.   
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3.5 Key Informants Interviews         

Additional short interviews can be conducted with key informants in the project sites.  

 

1. Who and why 

o ‘Key informants’ are people who have a good overview of the situation in the area, are 

involved in the community due to their position (local authority), their job (teachers, 

priests) or are very active regarding water, sanitation and hygiene (NGO, clinic 

personnel).  

o Those types of interviews are very valuable to obtain additional information to back-up 

or counter-check findings  from the quantitative questionnaire or focus groups.   

 

2. What 

o Depending on the site, but key informants could give additional information on where 

problems lie regarding the toilets, the use of it, hand washing, practicalities etc. 

o Informants should try and share with you their observations regarding sanitation and 

hygiene behaviour in the area – they are talking to you as a representative of their 

professional rather their personal role.  

o You could also focus the questions on specific topics depending on their expertise – in 

clinics it makes sense to discuss diseases due to sanitation situation (Who suffers the 

most? Are people aware of the linkage of disease and hygienic behaviour?). Whereas 

when talking with a headmaster you would want to find out more about practices and 

knowledge among pupils and students. 

 

3. When 

o Often the opportunity to interview someone comes up spontaneously. It could be very 

knowledgeable people you meet while in the field, you get referred to by other persons 

in the field, representatives of institutions you will visit and the like. 

o You could note some questions in advance but this type of interviews require good 

interviewing skills and live from spontaneous questions in the given context.  

 

 

 

IMPORTANT: 

- Instead of seeing this type of interviews as an addition burden on you, see it as a chance to get 

more information, counter-check your findings and also getting to know more people and 

therefore get a better picture of the area. This will help you immensely when interpreting and 

analysing the household questionnaire data!   
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4. Data Entry Phase    
4.1 Statistical Software (SPSS/EXCEL) 

4.2 Entering Data  
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4.1. Statistical Software (SPSS/EXCEL)      

A SPSS and an Excel file will be provided to enter the data to ensure all sites work with the same matrix. 

The CU and/or Consultant will need to decide with which program they would prefer to work (see A9). 

1. SPSS/Excel 

o SPSS is a common statistical software that is being used to analyse quantitative 

household surveys. Even though it is not anticipated to produce complicated 

multivariate statistical data analysis, SPSS is very convenient and easy to use software 

and we therefore highly recommend using this program for data entry and analysis. 

o We have also provided an Excel file in which you can enter all questionnaires. In SPSS 

each variable label is coded with a value (entering ‘1’, meaning ‘yes’) and you would 

only need to enter the value (‘1’). In the attached Excel file this is not possible and you 

would need to enter the whole variable label (‘yes’).  

o In both cases, each column is a variable (question) and each line is a case/questionnaire. 

 

2. Transfer SPSS and Excel 

o When saving SPSS as an Excel file: SAVE AS, scroll down to .xls, Excel 97 to 2003, tick 

BOTH boxes in the dialogue window ( x Write variable names on Spread sheet AND x 

Save the value label where defined instead of data value). Only then you will see the 

value labels written in Excel. 

o If you tick only the first box, all answers in Excel will appear in values (1, and not ‘yes’) – 

this will be difficult to track the definitions of the value. If you only tick the second box 

you will lose the name of the variables. 

 

3. Entering data with SPSS (Open a SPSS file and follow as below) 

o There is a Data View and Variable View (see left bottom corner), by clicking on it you 

switch between the two layers. 

o In the Variable View (go from left to right) you define each variable (more or less each 

question); you decide if it is a numeric or a string variable, how many decimals you 

need, how many characters do you need for the string variables. You define Labels (this 

will be your header in the table), define Values were applicable (1 = yes, 2 = no, 88 = DK, 

99 = RA) and Missing Values (mainly 88, 99, sometimes 0). Cases with missing values will 

be excluded when analysing/calculating with this specific variable. Further columns 

define the statistical value of the variable. 

o In the Data View the very first column on the left is the first variable (Date). You will 

now enter for each of the variables the given answer from the questionnaire. The name 

of the Variable, in the top of the column, shows the Section (I, A, B, C…) and one word 

describing the content. You will need to enter the variable values (1) only and not the 

defined label names in words (yes) – unless it is a string variable which will require 

writing words.  
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4.2 Entering Data           

Entering the data is an important step in the overall survey but often training for it is not foreseen. 

Ideally the data collection phase and data entry phase would go in parallel (time wise). More detailed 

information on entering data is given in ANNEX A9 Guidelinefor Data Entry. 

1. When 

o It is recommended to start entering data on the very first day of the survey. Once you 

enter the data possible difficulties could come to the surface: confusing wording, 

misunderstanding of questions, differing answers, skipping questions… 

o The person who enters the data would be another layer of quality control in the overall 

process. She/he will need to mark the mistakes in the questionnaire and return to 

enumerator as soon as possible.  

o If the data entry process would be scheduled AFTER the data collection phase this 

valuable stage of data control is missed; certain questionnaires could not be analysed 

due to many mistakes. In a small sample size like in this survey this is NOT an option! 

 

2. Who 

o In case you hire someone who enters the data, she/he should have experience in 

conducting questionnaires or entering data with the software being used. Having only 

an ICT background might not be advisable as you want someone who understands the 

topic you are working on as well. 

o Ideally, the data entry person receives the same training as the enumerator team and 

also conducts some questionnaires in the beginning to familiarize with the instrument. 

She/he would enter the data during the day while enumerators are conducting the 

questionnaires.  

 

3. What to do and look for 

o Every question is presented in a column (variable), every case (questionnaire) is a line. 

o Make sure all Identification data is present and entered as this can be good filters when 

analysing the data (comparing areas, women headed households, single women etc.) 

o Any questionnaire where answers do not make sense or do not add up with the rest of 

the questionnaire, need to be returned to the respective enumerator for corrections. 

o If another variable needs to be added just insert a new column/variable and define it. 

 

IMPORTANT 

- In the beginning it might take longer to enter a questionnaire than conducting the 

questionnaire. Schedule for this. It will speed up, once the questions as well as possible answer 

are familiar.  

- Make sure you frequently safe your files (send them to yourself by email or on a USB)!   
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5. Data Analysis & 

Report Writing     
5.1 Essential Indicators 

5.2 Outline of Report 
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5.1 Essential Indicators         

The aspects of concern to DTF are all embedded in the questionnaires. These form the “core-sieve” for 

what DTF needs to make decisions for possible interventions and the way forward. Data analysis is the 

preserve of the framework consultants and shall constitute their major input in the scope of work. 

The Indicator to look at revolves around the following; 

1. Demographic statistics 

o Population densities,  

o Migration patterns,  

o Nature of household breadwinners  

o Trends in land tenure systems. 

 

2. Sanitation Needs 

o Common defecation methods,  

o Availability, type and useful toilets,  

o Care and maintenance of toilets and  

o Willingness to contribute to capital costs. 

 

3. Socio-Economic activities 

o Major preoccupation,  

o Assessed income levels and expenditure patterns,  

o Determination of capacity to pay/contribute to investment cost. 

 

4. Health and Hygiene 

o Major practice and  

o KAP-Knowledge Attitudes and Practices. 

 

5. NGOs 

o An assessment of additional capacities through NGOs/ CBOs on sanitation and/or 

HIV/AIDS. 

 

 

 

IMPORTANT 

- If you consider any other information as important as the above mentioned, please analyse and 

present those. Also see ANNEX A11 for further information on data analysis 

- These are guiding indicators, but please interpret the data and see where correlations and 

linkages exist between indicators and what possible reason could be underlying.  



30 

5.2 Outline of Report          

The CUs and data experts are asked to use the Report Outline below. This will allow DTF to find the 

necessary information quickly and make all reports easy to assess. 

1. Report Outline:  

 

 

 

2.  Data interpretation 

o Use the indicators to guide you through the data analysis process. 

o Do not just produce frequency tables per indicator or question. Present inter-linkages 

and correlations of items and questions. Therefore cross tables, regressions or 

correlations could be used. Also split or filter the data set by certain criteria where 

applicable e.g. by the following variables:  

 

 Gender 

 Socio-economic situation 

 Household head 

 House owners/landlords 

 Toilet owners / open defecation practitioners 

 [Add other criteria which could have an impact on other variables] 

 

o This can give valuable insight regarding willingness to pay, problems regarding 

sanitation or hygienic awareness and practices.   

o Brief background of the assignment  

o Description of the project area with an illustrative map (preferably Google Map) 

o Objective of the Assignment being  

o Methodology Consultant had used to undertaken survey/study 

o Survey finding both qualitative and quantitative (All clear illustration diagrams/bar 

charts/pies etc. for the results to form annex to report) 

o In-depth analysis of findings and implications on the objectives vis-à-vis each of the 

indicators outlined above in Chapter 5.1.  

o Constraints, limitations and recommendations 

 

Deliverables: 

1. Hard and soft copy report plus an inception report 

2. Raw data to be submitted together with draft report on separate CD ROM. 
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Annex 
- A1 Household Questionnaire 

- A2 Household Questionnaire with Notes  

- A3 Guidelines for Enumerators 

- A4 Focus Group Discussion 

- A5 Focus Group Discussion with Notes 

- A6 Checklist Equipment 

- A7 Pictures current toilet 

- A8 Pictures future toilet 

- A9 Guidelines for Data Entry 

- A10 Population and Sample size 

- A11 Guideline Data Analysis 

- A12 Guidelines on SPSS 

 

 


