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1. [bookmark: _Toc491264059][bookmark: _Toc491436284]Introduction
1.1. [bookmark: _Toc491264060][bookmark: _Toc491436285]Objectives of the Survey
[TO BE ADAPTED BY THE PROJECT TEAM: BACKGROUND AND GENERAL PROJECT DESCRIPTION: NAME OF THE PROJECT, OBJECTIVES, SCOPE, AND TIMEFRAME]
Note that for the purpose of administering the Jobs Data Collection Form among Firms and Farms, the following definition of firm-level beneficiaries is used: 
Firm beneficiaries refer to the entity directly participating in the project intervention. The term “firm” in this toolkit refers to the establishment. This is because an establishment may be part of a larger firm, but data collected under this project must correspond to the specific establishment receiving support/targeted by the intervention.[footnoteRef:1] Therefore, if the firm has only one establishment, there is little practical difference between the establishment and the firm. However, if the firm has multiple establishments (and the sampling frame we use makes it possible to distinguish among them) each of this establishments is a sampling unit (therefore, it is possible to theoretically interview more than one establishment belonging to the same firm). If a project seeks data at the establishment level or many establishments of the same firm, then data must be aggregated for reporting on indicators. [1:  Ideally, project results reporting should be consistent with the Enterprise Survey (ES) methodology. The ES defines ‘firms’ as business organizations composed of one or more establishments that are specified under common ownership or control; and ‘establishments’ as the physical location where business is conducted or where services or operations are performed.] 

[Project teams led by World Bank (WB) Task Team Leaders (TTLs) will provide guidance on how to best adapt the terminology most relevant for the country, legal, and beneficiary specific context of the project…]
1.2. [bookmark: _Toc491264061][bookmark: _Toc491436286]Field Staff
Interview sites[footnoteRef:2] are allocated on a schedule and assigned to various field teams so as to balance workload and travel time across each team. Overall, there will be [XX] teams working throughout the [COUNTRY OR INTERVENTION AREAS]. Each team has been assigned sites in one particular area in the country. All members of a team will work together in one site each [TIME UNIT]. Every interviewer will be allocated the same workload per site. Each team consists of a supervisor, [NN] interviewers. [IF APPLICABLE ADD: A DATA ENTRY OPERATOR]. [2:  Interview sites will include variation in terms of the numbers of establishments/interviews to be conducted. Field teams may note there may also be challenges with regards to logistics and availability of respondents due to regional factors. ] 

1.3. [bookmark: _Toc491264062][bookmark: _Toc491436287]Field Team Composition and its Place in the Survey Structure
While the data collection teams are deployed in the field, they are part of a bigger structure:  the structure is composed by the management team and the field teams. The management team is led by the Survey Manager, who has the overall responsibility of the study. Two collaborators are assisting the Survey Manager: The Field-Operations Manager and the Data Manager.
The Field Operations Manager coordinates the activities of the field teams and ensures that the field teams are equipped with all necessary resources to carry out high-quality data collection in a timely manner. The Data Manager builds up the database. This happens through the close inspection and continuous monitoring of the in-progress database, which is based on the field teams’ work. In this sense, both arms of the survey (field operations and data management) are equally important for the work in the field.

Composition of a field team:
[bookmark: _Toc484782283][bookmark: _Toc491264063][bookmark: _Toc491436288]The supervisor is the main link between the management team and the interviewers. S/he will oversee, coordinate, monitor, and -when necessary- correct the work of the interviewers.
The interviewers will be responsible for collecting the data from selected beneficiaries in each site, helping in better understanding the local customs and dialects, as well as administering the data collection form.
[IF DATA ENTRY IN THE FIELD] The data entry operator will be responsible for capturing all paper-based data in electronic format. As the data entry program will flag internal data inconsistencies and errors, the data entry operator will have to report them to the supervisor for correction.
1.4. Survey Plan
The [NN] teams will interview the [XXXX] selected beneficiaries over the course of a [WW-WEEKS] period. As mentioned earlier, each team will visit 1 site per [TIME-UNIT]. During this period, each interviewer will interview [XXXX] beneficiaries, thus covering [YYY] beneficiaries each [TIME-PERIOD].
1.5. [bookmark: _Toc491264064][bookmark: _Toc491436289]Field Team Roles
1.5.1. [bookmark: _Toc491264065][bookmark: _Toc491436290]The Role of the Supervisor
The supervisor is the main link between the teams and the Survey office in [CENTRAL LOCATION], and s/he represents the core management team in the field. The supervisor has the following main tasks:
· The supervisor will provide the field staff with blank data collection forms and other materials (pencil, notebooks etc.), and will every day accompany the team to the interviewing site. 
· [ONLY IN THE CASE OF USING A SAMPLING STRATEGY] In the event that a replacement of a selected beneficiary is necessary, the supervisor will assign the new beneficiary to the interviewer and will record this operation.  
· The supervisor will examine all the data collection forms completed by the field staff. S/he will verify that the data collection forms are complete and properly filled-in. In cases where further work or corrections are needed, the supervisor will accordingly instruct the interviewer.
· The supervisor will, on a regular basis, observe interviews carried out by the interviewers to evaluate their work. S/he will help the interviewers maintain good professional practice over time by providing them with an objective viewpoint on their performance with regards to respect of standard interview practice. Observing interviews in the field regularly will also help keep the supervisor aware of any problems faced by the interviewers.
· The supervisor will keep the management team informed of the performance of the interviewers in the field. S/he will make regular evaluation reports that will cover their behaviour and appearance during interviews, the quality of the interviews, and their working relationship with the supervisor and other team members. At the end of each [TIME UNIT], s/he will send an evaluation report to the management team. It is recommended that this report is sent weekly in the first weeks of fieldwork, when the teams are more in need of all possible support. Later, this report can be produced bi-weekly or monthly.
· The supervisor will help the interviewers to solve any problems they encounter during the course of their work in a manner that is consistent with the rules and procedures set for field work by the management team. The supervisor of each team will hold regular meetings with all team members [IF ONLY INTERVIEWERS, PLACE INTERVIEWERS, IF INCLUDING A DATA ENTRY OPERATOR, WRITE “BOTH, INTERVIEWERS AND DATA ENTRY OPERATOR] about how their work is going. The interviewers [AND DATA ENTRY OPERATOR] must keep their supervisor immediately informed of any difficulties or problems that they encounter.
· [IF DATA ENTRY IN THE FIELD:] The supervisor will be the referee for determining who is responsible for correcting an encountered error or inconsistency. The supervisor will determine whether the inconsistency or error is present on the paper-based form (interviewer error) or if this error is a data-entry typo (entry-error). When an interviewer-error is detected, the interviewer will be prompted to correct it (if needed, by re-interviewing the respondent) and only then the data will be entered by the data entry operator. If it is a data-entry error, the supervisor will instruct the data-entry operator to fix the problem.
· [IN CASE OF PAPER-BASED INTERVIEWS:] The supervisor will create the Site Folder, which contains all data collection forms, both complete and incomplete, ordered by interviewer including the following information: (a) Total number of forms; (b) Total number of complete forms; (c) Total number of incomplete forms; (d) Total number of forms by interviewer.
[bookmark: _Toc491264066][bookmark: _Toc491436291]What happens when one interviewer produces too many mistakes? The supervisor will assist the interviewer to improve his/her work. For instance, the interviewer will need a refreshment on the most frequent errors; the supervisor will probably have to accompany the interviewer for a few interviews and directly supervise his/her job. In any case, the supervisor must include any problems encountered in the reports to the management team so that they may assist the supervisor to take appropriate actions. 
What happens when the data entry operator is producing too many mistakes? The data entry operator will receive an immediate feedback while entering the collected data. The supervisor will assist the data entry operator to improve his/her performance. In any case, the supervisor must include any problems encountered in the reports to the management team so that they may assist the supervisor to take appropriate actions. 
1.5.2. The Role of the Interviewer
The interviewers are the foundation of the quality and usefulness of the collected data. The success of the entire data collection process ultimately depends upon the care the interviewers take in collecting and recording the information. The information they collect will be used to track the achievements of the [NAME OF PROJECT] and inform decision-making in the management of the project. Incomplete or inaccurate data may lead to wrong decisions. For this reason, it is imperative that the interviewers must work carefully and systematically to obtain accurate and complete information from the respondents. It is very important for the interviewers to pay close attention during each interview, watching and listening carefully to detect any problems that may occur so that they can discuss them with their supervisor. The interviewer must also check the integrity of the collected data: in each data collection form, s/he has to make sure that all required information is present. 
It is important that the interviewers keep in mind three general rules during the interview:
· Identify the most suitable respondent at the establishment or farm. The most knowledgeable respondent may vary depending on the information you will be asking for. In small businesses or farms, it is likely that one informant will manage all required information; in bigger and/or more structured businesses, it might be necessary to contact more than one respondent (for instance, the CEO will be able to answer most of the information but will address you to the Human Resources person responsible for detailed information on the workforce).
· Read the questions exactly as they appear in the data collection form. The interviewers should not shorten or change the wording of the questions, and should avoid interpreting a question for the respondent unless s/he is unable to understand the question as stated. If interpretation is needed, this should happen in a neutral way, without suggesting an answer. 
· Ensure confidentiality. All information collected is confidential, and must not be divulged. If the respondent knows this, they are more likely to give fruitful answers. As far as possible, the interviewer should try to interview all respondents privately.
It is very likely that the field staff will have to work long and sometimes unusual hours during the field work, and will have to adapt themselves to the schedule of their respondents. In rural areas, they will have to adjust to the daily and seasonal agricultural cycle. During certain times of the year farmers have reasonable amounts of free time, while during other parts of the year they are very busy, and interviewers will have to perform their job after their work is done or between tasks. 
To carry out the interview, the field staff will need the following materials: (a) Data Collection Manual; (b) Data collection form (one per establishment or farm); (c) Writing pad; (d) Identification Card; (e) Lead Pencils; (f) Eraser; (g) [IF NEEDED:] Laptop or Tablet. The material will be provided to the interviewers by the supervisor. It is the responsibility of the interviewers to make sure that they have the material with them at all times during the field work.
1.5.3. [bookmark: _Toc491264067][bookmark: _Toc491436292]The Role of the Data Entry Operator
The main role of the Data Entry Operator is to capture in an electronic format all the information present in the data collection forms completed by the interviewers. This job is to be performed on a daily basis. The Data Entry Operator is joining the team during the field work, as data entry is an integral part of the data quality-chain.
The Data Entry Operator has to enter the data as it is on the complete form. No editing or changing data is allowed. The Data Entry Program will issue warning messages when an error or an inconsistency is found as the Data Entry Operator captures the data. The Data Entry Operator is not allowed to modify the data; data must be recorded as stated in the data collection forms. 
Some questions may have left blank by the interviewer in the data collection form. This may be the case for three reasons:
· It is a skipped question, in which case, no data is expected;
· No information was provided by the respondent;
· The interviewer made a mistake and the data collection form is not complete. 
If data is missing because it is a skipped question, then data entry in the system will not be a problem. However, if the data entry program does not skip the question and the Data Entry Operator is prompted to enter data, it means, either:
· [bookmark: _Toc484782290][bookmark: _Toc491264068][bookmark: _Toc491436293]The Data Entry Operator has entered a wrong code in a previous question; meaning the program is expecting data. In this case, the Data Entry Operator needs to check the previous questions and check the codes entered; 
· If no information was provided by the respondent, the Data Entry Operator should expect to see a comment from the interviewer explaining why. The Data Entry Operator has to inform the supervisor, for him/her to decide on how to proceed.
· If the interviewer made a mistake, i.e. it is not a skipped question, the prior codes are correct, but the interviewer did not record any information; the Data Entry Operator must leave the question blank, as it is on the data collection form. The Data Entry Operator has to inform the supervisor, for him/her to decide on how to proceed.
Another important source of errors is when no data is expected for a question, but the question does have data. This may be the case when the interviewer did not respect the skip instructions. The Data Entry Operator must nevertheless enter the data, as recorded in the data collection form. In this case, the Data Entry Operator will receive a message that “Information in question XX has been found, yet this is a skipped question”. In this case, capturing the data is important, so that the supervisor may follow up with the interviewer and ensure a high quality of the data collection. 
Once the Data Entry Operator has entered all the data of the data collection form, the program will issue a report detailing the entered cases and the errors or inconsistencies found. If errors or inconsistencies were found, the supervisor has to be informed immediately to check whether the encountered errors or inconsistencies are related to the data entry (a typo), or whether they are present in the data collection form.
If the errors or inconsistencies are related to the data entry, they must be corrected. If they are present in the data collection form, the supervisor will instruct the interviewer to correct the mistake(s). Only once the interviewer has corrected the errors, or provided a comment explaining why the inconsistency is the actual fact, or the respondent does not have the information, data entry may be completed. 
It is important that the Data Entry Operator does never guess what the information might be. Also, the Data Entry Operator must never correct any information present in the data collection form. 
1.6. Interacting with the Local Project Staff and Respondents
Arrival at the site. By the time the interviewers arrive at the new site for the first time, the supervisor will already have contacted the local person responsible for [PROJECT] and officials to explain the purpose of the data collection. When the interviewers arrive, the supervisor will introduce them to these key individuals.
When contacting the respondents. On arrival at a new site, after having been introduced to officials, the interviewers must contact the respondents who are to participate in the study, according to a planning predefined by the supervisor and communicated to the interviewers. The supervisor will accompany the interviewers for the introductory part of the interview. The interviewer will introduce him/herself, explain the purpose of the interview, the confidentiality of the data gathered, and confirm that the respondent is willing to be interviewed. 
In order to obtain or maintain trust and cooperation, the interviewer should explain to or remind the respondents that the confidentiality of the information collected will be maintained at all times, that both their personal identity as the establishment/farm’s name will not be divulged to others, that data will never be used for taxation or other purposes, and will only be presented in aggregate forms, thus no particular establishment can be identified.
Any difficulties that the interviewers may experience during the preparation of the interview should be brought to the immediate attention of their supervisor who will take necessary action.
2. [bookmark: _Toc491264069][bookmark: _Toc491436294]The Interview
Listed below are some general rules for interviewers to follow when they conduct the interviews:
· Maintain good conduct. Interviewers should always be courteous toward everyone. They should treat other team members and all respondents and their communities with respect. The interviewers’ behaviour can have an enormous influence on the opinions of the people in areas where they work, and whether respondents view the data collection as worthwhile depends heavily on it.
Interviewers should always behave in culturally appropriate ways. They should avoid behaviour that people find disturbing or upsetting. They should always be properly dressed. Respondents are more likely to trust interviewers if they do so. They should always strive to be on time, and never keep the respondent waiting. They should exercise patience and tact, and avoid angering the respondent at any time.
· Explain the guidelines for answering questions. The interviewers should suggest the following guidelines before the start of the interview, and tell the respondent that observing them will keep the interview flowing smoothly:
a) “It is important that you answer as accurately as you can”
b) “When a question asks for information over a period of time, like the last four weeks, take you time to think about it before answering. Accuracy is more important than speed”
c) “If you become tired during the interview, or you have other things to do, please let me know. We can stop and continue later”
· Ask questions just as they are written. The interviewer should ask questions and give instructions exactly as they are written in the data collection form with no variation or change in wording:
a) After having read the question clearly and carefully, the interviewer should wait for a response. If the respondent does not give an answer, there are several possibilities: the respondent has not heard the question; s/he does not know the answer; s/he does not wish to answer; or s/he does not understand the question. The interviewer may repeat the question and/or emphasize that no answer will be revealed to others. S/he may ask the respondent if the question was understood.
b) Maintain a neutral attitude. It is extremely important that the interviewer keeps a neutral attitude about the questions s/he asks and the answers the respondent gives. Most people want to show their best, so they will be watching interviewers carefully from any hints about how to respond a question. If the interviewer shows surprise, approval or disapproval, this will affect the responses. No matter what a respondent says, the interviewer must not reveal what s/he thinks about the answer. If the respondent asks them what they think of a particular subject or response s/he has given, interviewers should reply that they would be happy to talk about it after the interview is finished. Chances are that the respondent will forget to ask them.
c) Probe and help the respondents recall. If a respondent gives an incomplete or unsatisfactory answer, the interviewer must probe by asking a follow-up question such as “What exactly do you mean by that?”, “Anything else?”, “Tell me more about…”, or simply repeating the question can be a way to probe. 
d) Thank the respondent for their time and cooperation. The interviewer should be sure to thank all respondents for taking part in the interview when they are finished. 
When the interviewer has finished an interview, s/he should immediately go through the completed data collection form and check that all sections have been filled out correctly and legibly. If the interviewer discovers that any section or question was not completed, s/he must contact the respondent again; this should happen before the interviewer tells the respondent that the interview is finished.
3. [bookmark: _Toc491264070][bookmark: _Toc491436295]The Data Collection Form: General Instructions
A few important features and procedures related to the data collection form are listed below:
3.1. [bookmark: _Toc491264071][bookmark: _Toc491436296]Complete the Data Collection Form during the Interview
All relevant information should be recorded in the data collection form during the interview. The interviewer should not record the answer on scraps of paper and transfer them to the data collection form later, or rely on memory for filling in the answers into the data collection form after the interview. 
Further, one data collection form should be used per respondent. The interviewer should use one data collection form for every respondent to avoid that data will be mixed up. 
3.2. [bookmark: _Toc491264072][bookmark: _Toc491436297]Question Numbers
The question numbers in the data collection form have two parts. The first part indicates the section, and the second part is the number of the question within the section. For example, Section 1. SCREENING INFORMATION has 10 questions. The question numbers will then be 1.01, 1.02, etc. to 1.10. Hence, the first question of section 2 will be 2.01. This is very useful for understanding the skip pattern instructions (later in this manual).
[image: ]
3.3. [bookmark: _Toc491264073][bookmark: _Toc491436298]Asking Questions
The formatting and layout of the data collection form are designed to make the question-and-answer process as easy as possible, both for the interviewer and the respondent. Several typographical conventions will help the interviewer ask the questions in the correct way.
Not all text is a question. The data collection form guides and helps the interviewer in introducing the questions, and transitioning to the next section. The interviewer should read aloud the text that follows a section break.  
[image: ]
Text that is written in capital letters (LIKE THIS) is an instruction to the interviewer. It should not be read aloud to the respondent. For example:
[image: ]
[INSERT DATE] is an instruction to the interviewer and should not be read aloud. 
Further, never read aloud the option “OTHER, SPECIFY”:
[image: ]
If the respondent tells the interviewer that the answer s/he is looking for is not on the list, the interviewer then asks the respondent to specify. 
Coding as OTHER an answer that has a code is an indicator of a poorly performed interview.
Text that is written in a normal typeface (like this) should be read aloud to the respondent. These are the questions the interviewer must ask. Using the example above, “Please indicate your main activity” is the question which should be read aloud to the respondent. 
Do not read aloud the numbers. The respondent does not need to know that the interviewer is asking question number 3.08.
The same way, code numbers, for instance, code 1 (Yes) or code 2 (No) are not relevant to the respondent. If it helps the respondent to provide an answer, the interviewer might need to read aloud the text of the possible answers. In this case, the interviewer does only read aloud the text, not the code number. 
3.4. [bookmark: _Toc491264074][bookmark: _Toc491436299]Coding Answers
Most of the answers in the data collection form are pre-coded, that is, a list of possible answers follows the question, and the interviewer has to write down the corresponding code in the Answer Box. In a few cases, the interviewer must write the answer as it is given.
When the answer is a name, or a number, the interviewer should write this as the respondent tells it. However, most questions have codes that are presented likely answers. In the question below, the interviewer should write either 1 (Yes) or 2 (No), depending on the answer given by the respondent.
[image: ]
If the respondent answers “Yes, two professionals”, recording “2” will be interpreted as “NO”, hence the interviewer would report a wrong answer!
3.5. [bookmark: _Toc491264075][bookmark: _Toc491436300]Skip Pattern
When a question does not apply to a particular respondent, it must be skipped. The data collection form provides this information to tell the interviewer where to go next when some questions have to be skipped. [image: ]For example:


Question 3.02. An answer of “Zero” or “None” to question 3.02 skips to question 3.04, without asking questions 3.03, 3.03A and 3.03B.  An answer of “Yes, currently we have full time employees” has no skip instruction, so this means the interviewer should continue with the next question, question 3.03.
Questions 3.03, 3.03A and 3.03B. Imagine the interviewer forgets to skip these three questions after having an answer of “No” in question 3.02. The interviewer just got the information that there are no full-time employees currently working in the establishment or farm. Yet, because the interviewer did not skip this question, s/he would be asking “Based on the ZERO permanent full-time employees the establishment is currently employing, how many of them are women and how many are under the age of 25?”
The interviewer should follow the instructions carefully. Respondents are very annoyed by this particular type of interviewing mistakes, and it may even lead to the termination of the interview; in which case, data will not be useable. 
3.6. [bookmark: _Toc491264076][bookmark: _Toc491436301]Data Entry Considerations
All data written on the data collection form later have to be entered in a data entry system. To minimise mistakes, the interviewer should:
· Clearly write the names of persons, places, etc.;
· Write answers to questions only in the boxes or columns of the data collection form. Avoid writing notes or comments, or writing units;
· Avoid going beyond the space allotted for the answer to a question. Avoid doing so, even if the next space is not used. If the space provided is not enough, the interviewer should make a note of it separately and inform the supervisor about the problem;
· Use a pen to complete the data collection form. If the interviewer makes a writing error, s/he should cross it out clearly and write the correct entry.
Following these instructions are important to avoid recording incorrect data in the data entry system. 
3.7. [bookmark: _Toc491264077][bookmark: _Toc491436302]Conventions for Number and Quantities
To reduce errors during data entry, the interviewer should strive, as far as possible, to take into account the following rules and conventions:
· Write numbers in western script. Pay special attention to clearly differentiate numbers 1 from 7, 3 from 8, and 4 from 9.
	
	
	
	
	
	
	
	
	
	


· In writing amounts and figures, always separate each group of three figures with a comma, starting from the right. For instance, “one hundred thousand” must be written as “100,000”, not as “100000”, or “10,00,00”.
· For questions to which the reply is a quantity or amount, the interviewer should write only the numeral in the appropriate box, without the unit of measure. If for example the answer to a question is “fifty US dollars”, the interviewer should record this as “50”, not $50.
· Zeroes and blanks. The interviewer should understand the difference between zero (“0”) and blank (empty answer). S/he should write “0” when the answer to a question asking for an amount or a quantity is “zero” or “nothing” or “none”. For instance: 
[image: ]
Let’s suppose that there are no permanent full-time individuals currently working. In this event, the interviewer should write “0” in the Answer Box.
A question is left blank (without answer) when there is a skip in a previous question and the interviewer is not supposed to read the question to the respondent, or when the respondent does not provide an answer (respondent refuses to answer; s/he does not remember; or s/he does not know). In other words, a question left blank means there is no answer to that question.
3.8. [bookmark: _Toc491264078][bookmark: _Toc491436303]Time Reference Periods
Some questions in the data collection form ask respondents to recall whether they have done a particular action within a given time period. This given period of time is called the “reference period” or “recall period”:
Last fiscal or agricultural year: preceding the current fiscal or agricultural year of the interview. This time period is also referred as financial year.
[image: ]
The past calendar year: the year preceding the current year of the interview.
[image: ]
Past year: if the interview takes place on May 10, 2017 the reference period covers the days May 10 2016 to May 9 2017 (the day before the interview, which is “yesterday”).
4. [bookmark: _Toc491264079][bookmark: _Toc491436304]Definition of Key Concepts
4.1. [bookmark: _Toc491264080][bookmark: _Toc491436305]Beneficiary Establishments
Firm beneficiaries refer to the entity directly participating in the project intervention. The term “firm” in this toolkit refers to the establishment. This is because an establishment may be part of a larger firm, but the data collection at the project level must be supplying numbers about the specific establishment receiving support. If a project seeks data at the establishment level or many establishments of the same firm, then data must be aggregated for reporting on indicators. Ideally, project results reporting should be consistent with the Enterprise Survey (ES) methodology. The ES defines ‘firms’ as business organizations composed of one or more establishments that are specified under common ownership or control; and ‘establishments’ as the physical location where business is conducted or where services or operations are performed. TTLs may need to adapt the terminology most relevant for the country, legal, and beneficiary specific context of the project. Further guidance for the PIU and data collection firm is provided in the Jobs M&E Toolkit: Data Collection Manual for Firm Beneficiaries. 
4.2. [bookmark: _Toc491264081][bookmark: _Toc491436306]Entrepreneurs
An entrepreneur may be defined as the owner or manager of an enterprise, its executive director, or a member of its managing board. Self-employed people are also commonly considered to be entrepreneurs. Definitions used by countries to collect and or disseminate data on women’s and men’s entrepreneurship include concepts such as owners, managers, self-employed, and employers.
4.3. [bookmark: _Toc491264082][bookmark: _Toc491436307]Employment
Person with employment: person of working-age who during a specified period of time, such as one week or one day, either: (a) performed work for wage or salary in cash or in kind; or (b) performed work for profit or family gain in cash or in kind; or (c) performs work on a regular basis, but was temporarily absent from work during the reference period. The definition thus includes both, self- and wage employed beneficiaries
4.4. [bookmark: _Toc491264083][bookmark: _Toc491436308]Full-Time Equivalent (FTE) jobs
FTE jobs may follow local definitions. If not clear/unavailable, use: 
· 7 or more hours a day (or 35 hours a week)
· 48 weeks in a year 
4.5. [bookmark: _Toc491264084][bookmark: _Toc491436309]Part-Time Employment / Work
A definition proposed by the ILO defined part-time work as “regular employment in which working time is substantially less than normal”. This definition encompasses all forms of part-time work (half-day work, work for one, two or three days a week, etc.) and is the definition used for administrative purposes in some countries. The OECD has decided to define part-time working in terms of the usual working hours being under 30 hours per week. However, the respondent of the establishment or farm is who ultimately will tell you what is the local definition of part-time worker, as the number of hours or days considered as part-time can be established at the national, regional, industrial or unit level.
4.6. [bookmark: _Toc491264085][bookmark: _Toc491436310]Permanent Employment
Employees are all those workers who hold the type of job defined as paid employment jobs. Employees with stable contacts are those employees who have had, and continue to have, an explicit (written or oral) or implicit contract of employment, or a succession of such contracts, with the same employer on a continuous basis. On a continuous basis implies a period of employment which is longer than a specified minimum determined according to national circumstances.
4.7. [bookmark: _Toc491264086][bookmark: _Toc491436311]Temporary employment
Temporary employment comprises work under a fixed-term contract, in contrast to permanent work where there is no end-date.
4.8. [bookmark: _Toc491264087][bookmark: _Toc491436312]Workers in Seasonal Employment
Workers in seasonal employment are workers who hold implicit or explicit contracts of employment where the timing and duration of the contract is influenced by seasonal factors such as the climatic cycle, public holidays and/or agricultural harvests.
4.9. [bookmark: _Toc491264088][bookmark: _Toc491436313]Hours Worked
Actual hours worked include regular work hours of full-time, part-time and part-year workers, paid and unpaid overtime, hours worked in additional jobs, and excludes time not worked because of public holidays, annual paid leave, own illness, injury and temporary disability, maternity leave, parental leave, schooling or training, slack work for technical or economic reasons, strike or labor dispute, bad weather, compensation leave and other reasons.
4.10. [bookmark: _Toc491264089][bookmark: _Toc491436314]Earnings of Employees
The concept of earnings typically relates to the pay that employers provide directly to their employees on a regular basis during a specified reference period. It includes basic pay for time worked or for work done, as well as for time not worked, such as vacation, holidays and sickness time. In addition, it also includes other payments granted by the employer for various reasons such as: overtime work, irregular hours or schedules, difficult work, regular bonuses and fringe benefits such as family allowances. However, it will exclude all irregular bonuses even if provided by the employer. Earnings should be reported as gross earnings, before deductions for social security contributions or tax deductions, etc.
4.11. [bookmark: _Toc491264090][bookmark: _Toc491436315]Time to get to the Closest Market where Products can be Sold or Traded
Is the average number of hours it takes for establishments, SMEs or smallholders in the targeted region to get to the market.
5. [bookmark: _Toc491264091][bookmark: _Toc491436316]Sections of the Data Collection Form
The data collection form is organised into the following sections:
5.1. [bookmark: _Toc491264092][bookmark: _Toc491436317]Screening Information
The information collected in the first section is essential so the establishment or farm can be individualised as a unique case. The interviewer should write down the required information using CAPITAL LETTERS. 
Note that questions 1.02 to 1.09 ask information related to the establishment or farm, and is NOT the respondent’s information as an individual. 
For recording the date of interview, the interviewer should follow the instructions present in the data collection form: two digits for day and month, and four digits for the year. For example, the interview takes place on May 4th 2018, the way to record this is:
[image: ]
5.2. [bookmark: _Toc491264093][bookmark: _Toc491436318]Establishment Characteristics
This section asks for information that will help to characterise the establishment. For example, questions about the legal status of the establishment, whether it is an agricultural, service or manufactured products business, the business operations’ starting year etc.
All previous instructions apply to the questions in this section. However, the following require special attention:
Question 2.05: What percentage of this [establishment/farm] is effectively owned by women? (where effective ownership means having the power to take decisions on the overall management of the establishment). 
The interviewer needs to record the percentage (%). This is a proportion, and in general terms it can vary from 0% to 100%. However, this question will only be asked if the answer to Question 2.04 “Does this [establishment/farm] have any owners who are women?” is “Yes”. Thus, it makes no sense if the recorded information is 0%. In other words, if there is any information, it should vary between 1% and 100%. IMPORTANT TO TRAIN THIS DURING THE TRAINING.
To record the information, the interviewer writes down a number only (the “%” is already printed in the form). The following example shows the proper recording for the answer: “Yes, a woman is owner of the half of this establishment”.
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Question 2.06. In the last financial year [insert fiscal or agricultural year], what products or activities are the main sources of revenue for this establishment?
This question requires the interviewer to pay special attention to the skip pattern. If the answer is “Agriculture, forestry, and fishing”, then s/he will need to ask Question 2.07. If the answer is “Manufacturing, mining and quarrying, and other industrial activities”, then s/he will skip Question 2.07 and ask Question 2.08 instead. Any other code leads you to question 3.01.
5.3. [bookmark: _Toc491264094][bookmark: _Toc491436319]Workforce
This section asks questions about the workforce at the establishment or farm, including all the employees currently working at the time of the interview. All the staff include full-time, part-time, and temporary or seasonal workers. Employees not formally employed, including independent contractors and unpaid employees are included as well.
The workers that are not included are those employed by another enterprise who are assigned to work at the workplace (outsourced from another firm).

Question 3.10 requires special consideration:
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The interviewer is asking about the average number of weeks a seasonal or temporary employees worked during the last fiscal or agricultural year.
The first concept the interviewer needs to make sure respondents understand is AVERAGE. It is not unusual that some seasonal or temporary employees will work different numbers of weeks. For instance, a small gift-shop may hire a temporary shop manager for three weeks prior Christmas, but an extra vendor is needed only during the week preceding Christmas. Then, one temporary employee will have been working for three weeks, and the vendor just one. The average number of weeks will be the (sum of the weeks) / (number of temporary employees). In this example: (3 + 1) / (2) = 4/2 = 2.
In real life, the respondents may not be as clear as the prior example, yet the better the interviewer understands what information s/he is asking for, the better s/he will be able to support the respondents in providing quality information. IMPORTANT TO TRAIN THIS DURING THE TRAINING.
Also, it is important to pay attention to the number of weeks. One year is 52 weeks long. By definition, a seasonal or temporary employee will work only a fraction of the year. Three months will be about 12 to 14 weeks; one month will only be 4 to 5 weeks; six months will be around 26 weeks. The reason for the small variation in the number of weeks is because some people think of a month as 4 weeks long, and others count a month as a bit more.
Question 3.02 requires a number (how many permanent full-time employees currently working in this establishment or farm). If the answer is “None” or “Zero”, the interviewer skips the questions 3.03, 3.03A and 3.03B. If there is at least one permanent full-time employee working, then no question should be skipped.
For example, the establishment employs six permanent full-time workers. Out of these, two are female, one aged 22 and the other aged 40. The other permanent full-time workers are male. The youngest is 18, and all the others are aged 25 or more. 
[image: ]
5.4. [bookmark: _Toc491264095][bookmark: _Toc491436320]Establishment Performance
The final section collects information about production and investment in the establishment or farm, including the total annual sales for the last complete fiscal or agricultural year, the time to get to the closest market where products can be sold or traded, investments and source of these investments, etc. 
For most of the establishments or farms, this is a particularly sensitive information, so it is highly recommended that the interviewer reassures the respondent about the confidentiality of the information, that identification data will be removed so that the information cannot be linked to it, that the information will be accessed by the program managers only, and that the information will never be used for any other purpose than the improvement of the program.
The following questions require a closer look: 
Question 4.01:
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All the investment figures are to be recorded in Local Currency Units. If the answer is provided in US dollars, Euros, or any other currency which is not the currency used in the country where the interview takes place, the interviewer will have to convert the answer into the local currency. IMPORTANT TO TRAIN THIS DURING THE TRAINING.
Question 4.02: This question asks about the total volume produced by the establishment or farm in the last fiscal or agricultural year. The interviewer first records the Volume Unit and then the amount. For instance, coding the answer “Ten tons of maize grain”:
[image: ]
Question 4.04: This question requires to record one information in two parts. For example, the answer to the question may be “About six hours”. Record first the Time Unit (in this case, “hours”). Secondly, record the amount of (in this example) hours.
[image: ]
Question 4.06: Over the last three fiscal years, how much on average was invested in this establishment/farm from the following investment sources? The amount should be recorded in the local currency unit. The reference period covers the last three fiscal years. 
The second relevant information will require the interviewer to make sure the respondent is referring to the according source: domestic, international, and establishment or farm’s own revenues or profits. INSERT EXAMPLES OF DOMESTIC AND INTERNATIONAL POSSIBLE SOURCES.
Question 4.05 requires the interviewer to read aloud the sentences, then wait for the respondent to tell her/him which of the alternatives best represent the practices used at the establishment or farm. It is possible that the interviewer will have to read aloud the sentences more than once before the respondent makes his/her mind.
The following sections of the data collection form may or may not be included, and will depend on the implementing firm’s own procedures.
6. [bookmark: _Toc484863402][bookmark: _Toc491264096][bookmark: _Toc491436321]Further Aspects to Consider for Paper Based Data Collection
In case of paper based data collection, the supervisor and Data Entry Team should further take into consideration the following aspects: 
· The supervisor makes sure the interviewer is providing all the expected complete data collection forms – one per respondent.
· The supervisor will review the integrity of the data collection forms. Are all expected data recorded? Is there missing information (empty questions where information is expected)? Is there unexpected information (information present when question is skipped)?
· In case of missing information, the interviewer must either complete the form, or provide a satisfactory explanation in the form of a comment. For instance, it is possible that the respondent does not have a particular information and the interviewer decided not to fill the field by the time of the interview. This information has to be validated by the supervisor after re-contacting the respondent. If the situation persists, there is no alternative but leaving the question empty. It is important for the Management Team to have a sense of how often such a situation occurs for a team or a particular interviewer. If after a while, the trends are systematic, the Management Team has to instruct the supervisor on how to proceed.
· Once the forms are checked, the supervisor will put all the complete and incomplete data collection forms in a box, ordered by interviewer.
· The box has to be labelled with the information of the site, the visit date to the site, team number and code, supervisor name and code.
· Inside the box, an information sheet with information on the box contents’ is included:
· Total number of data collection forms;
· Total number of complete data collection forms;
· Total number of incomplete data collection forms;
· Total data collection forms per interviewer;
· Total complete data collection forms per interviewer;
· Total incomplete data collection forms per interviewer.
This information is important to keep track of all the contents coming from the field. 
· The box will be sent to the site where the Data Entry Team is recording data. The Data Entry Team receives the box by confirming that the content of the box and the information on the information sheet correspond.
· Every box is assigned to one data entry operator, who is responsible to correctly record the data from all the data collection forms in the box. After data entry is complete, all the data collection forms go back in the box. Entered data must match the number of forms present in the box.
· All boxes must be stored in a safe, private and dry room, ready for inspection. It is expected that when an external team visits the local project, they can produce in no-time a box, so the databases can be checked against the data collection forms. Nothing can be lost in translation!
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(1.00) What is your job title (main responsibility)?

Owner / Proprietor

General Manager

OTHER, SPECIFY

President / Vice President / Chief Executive Officer (CEO)

Partner

Director

First Name

Last Name

1. SCREENING INFORMATION

(1.01) Name of respondent
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3

4
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2. ESTABLISHMENT CHARACTERISTICS

Partnership

Family Association

Limited Liability Corporation (Privately Held)

I would like to begin by asking a few background questions.

(2.01) What is the 

legal status of 

this 

establishment?

Sole Proprietorship

Corporation Listed on Stock Exchange
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(3.08) How many seasonal or temporary employees did this [establishment/farm] 

employ during the most recently completed [fiscal/agricultural] year [INSERT 

DATE]?
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(2.07) Please indicate your main 

activity:

Crop and animal production, hunting and related 

service activities

1

Forestry and logging

Fishing and aquaculture

OTHER, SPECIFY
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NO 2 ►

(3.13) Over the past year, has the [establishment/farm] hired 

any new managers or other high skilled employees? 

Examples include:Managers, Professionals, 

Technicians and Associate Professionals

(3.15)

YES 1
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(3.02)

(3.03) Based on the [INSERT NUMBER OF PERMANENT employees FROM Q3.02] permanent 

full-time employees the [establishment/farm] is currently employing, how many are women 

and how many are under the age of 25?

(3.03)A

TOTAL

How many permanent full-time employees currently work in this 

[establishment/farm]? 

Note: Permanent, full-time employees are defined as all employees that are 

employed for a term of one or more fiscal years and/or have a guaranteed 

renewal of their employment and that work a full shift; Please include all 

employees and managers



IF 0 ► 

Q3.04

Of this total, how many are… Women

(3.03)B Of this total, how many are… under age 25

(3.04) How many permanent part-time employees currently work in this 

[establishment/farm]? If 0 ► Q3.07
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(3.02) How many permanent full-time employees currently work in this 

[establishment/farm]? 

Note: Permanent, full-time employees are defined as all employees that are 

employed for a term of one or more fiscal years and/or have a guaranteed 

renewal of their employment and that work a full shift; Please include all 

employees and managers



IF 0 ► 

Q3.04
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In the last financial year [INSERT FISCAL OR AGRICULTURAL YEAR], 

how many employees have worked in this [establishment/farm]?

(3.01)


image9.emf
NO 2 ►

(3.13) Over the past year, has the [establishment/farm] hired 

any new managers or other high skilled employees? 

Examples include:Managers, Professionals, 

Technicians and Associate Professionals

(3.15)

YES 1
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Date of interview (1.10) dd mm yyyy
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1

NO  2 ► 2.06

(2.04) Does this [establishment/farm] have any owners who are 

women?

YES

(2.05) What percentage of this [establishment/farm] is effectively owned by women? 

(where effective ownership means having the power to take decisions on the 

overall management of the establishment)

%
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(3.10) On average, how long did a seasonal or temporary employee who was 

employed in the last [fiscal/agricultural] year work in the 

[establishment/farm]?

WEEKS
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(3.02)

(3.03) Based on the [INSERT NUMBER OF PERMANENT employees FROM Q3.02] permanent 

full-time employees the [establishment/farm] is currently employing, how many are women 

and how many are under the age of 25?

(3.03)A

(3.02)

How many permanent full-time employees currently work in this 

[establishment/farm]? 

Note: Permanent, full-time employees are defined as all employees that are 

employed for a term of one or more fiscal years and/or have a guaranteed 

renewal of their employment and that work a full shift; Please include all 

employees and managers



IF 0 ► 

Q3.04

Of this total, how many are… Women

(3.03)B Of this total, how many are… under age 25
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LOCAL CURRENCY UNIT (4.01) In [fiscal/agricultural] year [INSERT LAST COMPLETE 

FISCAL/AGRICULTURAL YEAR], what were this 

[establishment’s/farm’s] total annual sales?
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96 OTHER, SPECIFY

In [fiscal/agricultural] year [INSERT LAST COMPLETE 

FISCAL/AGRICULTURAL YEAR], what was this 

[establishment’s/farm’s] total volume produced?

KGS

TONS

USD

VOL. UNIT

AMOUNT



(4.02)
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1

2

3

DAYS

HOURS

(4.04) How much time does it take your [establishment/farm] 

to get to the closest market where products can be 

sold or traded? [SPECIFY IF DAYS, HOURS OR 

MINUTES]

MINUTE

TIME UNIT

TIME
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