Jobs M&E Toolkit: Terms of Reference 
Implementation of Jobs Data Collection Forms
[NOTE: These Terms of Reference (TOR) are intended to be adapted by World Bank task teams seeking to collect beneficiary data at the project level. Text may need to be added, amended, or deleted in this TOR template that follows, based on the project and country context. The type of consultant firm to be recruited for data collection in a given project and country may also require additional changes to the template below.]
[bookmark: _Toc491264097][bookmark: _Toc491264230][bookmark: _Toc491436322]Project Background
The objective of implementing the Jobs data collection forms is to collect data necessary to monitor jobs outcomes in the results frameworks of WB projects. Jobs outcomes include outcomes related to Job creation, Job quality, and Job access as well as intermediate outcomes (see Figure 1). The collected data will be used to monitor relevant indicators that are mapped to each of these jobs outcomes (refer to Annex 1 for a full list of indicators). 
Figure 1: Key Outcomes related to Jobs from a view of Job Creation, Job Quality, and Job Access
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[bookmark: _GoBack]The data collection forms will track [ALL / A SAMPLE OF – DECISION WILL NEED TO BE DISCUSSED AND APPROVED BY THE WB CORE TEAM] project beneficiaries. There are two data collection forms for two different types of beneficiaries – Individual beneficiaries and Firm[footnoteRef:1] beneficiaries (see Annex 2 and Annex 3). For examples of interventions targeting various beneficiary types, please refer to Figure 2.  [1:  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.] 
Beneficiaries of Jobs Operations are most often at the level of Individuals and Firms. They may be direct beneficiaries of projects, or indirect (e.g. through infrastructure).
Individuals: Interventions targeting individuals or communities generally include beneficiaries as job seekers or to improve their employability or earnings. This category includes Labor Programs such as public employment services, wage subsidies and public works, as well as interventions promoting sustainable livelihoods and income-generating activities. Many interventions, across sectors, aim at enhancing employability though training and capacity building among individuals to support workers’ ability to meet skills in demand, particularly in the private sector.
Firms: Interventions targeting Firms generally provide Firms or entrepreneurs with productive assets such as access to finance or securing access to land, in addition to direct investments and technical assistance. Many interventions aim at fostering self-employment and small scale entrepreneurship, as well as SME development and upgrading for promoting private sector development and jobs.


Depending on the project context, the WB Project Results Framework, and the data requirements for the monitoring system, and any other data collection efforts planned (e.g. impact evaluation), the forms include select modules. Table 1 provides an overview of all the modules. Note, however, that not all modules may be needed. Figure 2: Beneficiaries of Jobs Operations – Individuals and Firms

Table 1: Modules of the data collection forms for Individuals and Firms
	[bookmark: _Toc491264098][bookmark: _Toc491264231][bookmark: _Toc491436323]Individual beneficiaries
	[bookmark: _Toc491264099][bookmark: _Toc491264232][bookmark: _Toc491436324]Firm beneficiaries

	· [bookmark: _Toc491264100][bookmark: _Toc491264233]Screening information 
· Completion of training program 
· Employment status of beneficiary
· Working conditions [this could cover contract, benefit, earnings, job satisfaction]
	· Screening information 
· Background information of the Firm and the respondent
· Workforce
· Production
· Investment


[bookmark: _Toc491264101][bookmark: _Toc491264234][bookmark: _Toc491436325]Scope of Work and Tasks
The Consultant firm will be responsible for tasks related to implementation of the Jobs data collection forms among WB project beneficiaries. These tasks will include but are not limited to: 
· Working with WB task team leader (TTL) and project implementing units (PIUs) to adapt Jobs data collection forms as needed to suit project context, in consultation with WB TTL and PIU 
· Working with WB TTL and PIUs to adapt a list of local context information including project name, project description, local currency, and additional information as required for the data collection form. 
· Training of enumerators and relevant staff overseeing data collection and data processing, including data entry and cleaning (and sampling/weighting if appropriate)
· Implementation of the Jobs Data Collection Form and data entry
[bookmark: _Toc491264102][bookmark: _Toc491264235][bookmark: _Toc491436326]Jobs Data Collection Form Implementation 
· Implementation of the Jobs data collection forms will be carried out by the selected Consultant firm by means of face-to-face interviews 
· Duration of survey: from [X TO XX] minutes for the individual beneficiaries form, and from [X TO XX] minutes for the Firm beneficiaries form [DURATION DEPENDS ON NUMBER OF DATA COLLECTION QUESTIONS]
· Number of interviews required:  _____ [BLANK TO BE FILLED BY TTLs]
· The Survey manager should be available continuously throughout the project in order to handle all problems that arise during its course. The Survey manager must send reports at least weekly to the designated World Bank TTL. The WB task team may contact anyone from the firm involved in the survey at any time, and for quality-control purposes. The WB task team may also elect to participate in all stages of the research including the actual fieldwork and interviewing
· The Survey manager must send reports at least weekly to the designated World Bank TTL. A standard template for reporting must be used through a cloud-based document, such as Google Drive
· Each interview will use a single data collection form. However, for convenience the form is internally divided into several modules to allow saving time by skipping certain questions for respondents that may not be eligible to answer or for whom the questions are not applicable. Note: electronic data collection forms will allow for user-friendly use of skip patterns that are automated; paper-based data collection will require careful training and ongoing supervision among enumerator teams by the Survey manager
Administrative personnel and interviewer turnover. 
It is important that the selected Consultant firm puts in place mechanisms to guarantee low rotation of personnel. Bidding firms are encouraged to demonstrate in their proposals that they will be able to preserve the core team throughout the duration of field work. 
Knowledge transfer. 
In case any person involved in the survey has to be permanently or temporarily replaced during the duration of the assignment, the Consultant firm should inform the TTL no later than 7 business days after the change and furthermore ensure sound knowledge transfer and training. In case of replacement of key personnel, i.e., Survey Manager, team supervisors, IT manager or sub-Consultant the proposed replacement should be approved first by the TTL. If necessary, the TTL may request re-training of the Consultant firm’s staff involved in the project. All staff that have missed the initial training seminar should be trained using materials approved by the TTL, and evidence of such training should be presented to the TTL. 
[bookmark: _Toc491264103][bookmark: _Toc491264236][bookmark: _Toc491436327]Translation of Jobs Data Collection Forms 
The Consultant firm is required to translate all Jobs data collection forms and supporting implementation materials into [INSERT LOCAL LANGUAGE(S)] as required by the TTLs. The final Jobs data collection forms in each language, including its layout as it will be implemented in the field work, must be approved by the TTL.
The Consultant firm will also be responsible for translating into local language(s) the Data Collection Manuals, and other material for the training (if required). The Data Collection Manual is a useful tool for enumerators and supervisors in the implementation of the interviews. The Consultant should hire a third party to back-translate the questionnaires into English; the person performing the back-translation must do so without knowledge of the original English version. The purpose of this exercise is to ensure that the original concepts are preserved and to detect potential variations in the understanding of questions emerging from language problems. The back-translation must be provided to the TTL for verification, and the WB technical staff and TTL will discuss with the Consultant firm any changes required after this verification. The final Jobs data collection forms in each language, including its layout as it will be implemented in the field work, must be approved by the TTL.
[bookmark: _Toc457904361][bookmark: _Toc491264104][bookmark: _Toc491264237][bookmark: _Toc491436328]Format of Data Collection Forms 
The TTL will deliver all data collection forms to the Consultant firm. It is intended that before beginning the work, all parties, including the Consultant firm, should be confident that the forms will achieve the objectives and be feasible within the budget provided for the data collection forms. The final formatted forms will be delivered by the TTL to the Consultant firm ready for translation, with all required formatting, coding scheme, and appropriate skip logic/patterns. The final format of the forms as they will be used in the actual interviews will have to be authorized by the TTL.
[bookmark: _Toc491264105][bookmark: _Toc491264238][bookmark: _Toc491436329]Supervisor and Enumerator Selection and Training
The Team Supervisors should have previous survey experience and should be available throughout the entire duration of the field work.  Supervisors must have a minimum of a university degree. In case data collection form is implemented electronically, electronic literacy is required for the enumerators. 
Enumerators should have at least high school education. In case data collection form is implemented electronically, electronic literacy is required for the enumerators. 
The Consultant firm should train at least 20 percent more interviewers than will be required, so that the best interviewers can be retained after training as well as to replace interviewers who drop out during the actual fieldwork and interviewing. In case the training has finished more than one week before interviewers that replace other interviewers who dropped out, a refresher training needs to be conducted. 
The Consultant firm must have a well-developed plan to thoroughly train their team supervisors, enumerators and the data entry staff on the forms and the survey procedures. All team supervisors and enumerators are expected to read, study, and understand the Data Collection Manual for the forms they will work on.
The Consultant firm should conduct the training of the interviewers. The training should last a minimum of [TWO DAYS] and should include explanations of all questions, role-playing of enumerator and actor-respondents, at least two interviews with real participants, and a test at the end.  
Fieldwork should start within four days from the completion of supervisor/ enumerator training.
The Consultant firm is expected to use the Data Collection Manual as a guide to preparing presentations to be used during training. The WBG will provide a standard template for training slides that may be adapted as needed to specific contexts based on project requirements. 
All enumerators and supervisors will be paid for participating in the training. Interviewers not chosen from training but who have achieved a minimum level can be considered on a reserve list in case of interviewers dropping out during the fieldwork time. The WB task team may also choose to exclude any enumerators or supervisor from further participation at any time without specifying the reasons.
The list of enumerators and supervisors, including name, mobile phone numbers, and email address, will be provided to the WB at the end of the training and the WB may contact them at any time.
[bookmark: _Toc491264106][bookmark: _Toc491264239]Piloting
Immediately after the Training of Trainers training and before the surveys are launched, the Consultant firm must pilot the questionnaires on a selection of [10-15] beneficiaries (in case both individual and firm beneficiaries are surveyed, at least 5 beneficiaries of each beneficiary type need to be included). The head trainer and the survey manager have to be part of the pilot. The pilot will also be used to test the data entry system. The Consultant firm must immediately report any issues that arise as a result of piloting to the TTL. 
The piloting procedures may include but are not limited to the following: 
· Drafting and adapting the data collection form;
· Enumerator training on the pilot version of the data collection form and pilot testing protocols with sample beneficiaries;
· Revising the draft data collection form to develop the final version for field use and related field manual;
· Enumerators’ training led by the pilot testing core team.
The pilots (or pretests) are essential for examining the following sets of issues: 
· the translation is appropriately phrased for the local environment;
· indications that some questions are misunderstood, answered incorrectly because of ambiguities, or not answered at all because of lack of information or resentment;
· how well the data entry system works, including range checking and consistency checking
The pilot will provide useful feedback on length of interview, strategies for approaching beneficiaries, and will inform the content of the interviewer-training program. It is expected that the Consultant firm will work in close collaboration with the WB team in identifying areas that may require fine-tuning (translation, adapting questions to country context while ensuring comparability with other countries, etc.).
Associated adjustments to the implementation manual and training program for interviewers and field operators will be made upon completion of the adjustments to the instruments. The Consultant firm will be expected to update the training accordingly using the adjusted questionnaire and implementation materials. 
All modifications to the Jobs data collection forms, instructions [AND SAMPLING STRUCTURE] that may be suggested from the piloting results must be approved by the TTL before the data collection forms are implemented. Data collection may not be launched until the Jobs data collection forms are finalized and approved by the TTL. Any changes to the format or ordering of the data collection forms to facilitate implementation must be cleared with the TTL and fully documented. 
[bookmark: _Toc491264107][bookmark: _Toc491264240][bookmark: _Toc491436330]Interviewing
The Jobs data collection forms may be implemented after piloting and enumerator training are completed and after the final data collection forms have been approved by the TTL. Data collection will be administered through face-to-face interviews.
Fieldwork and interview completion is determined by the TTL by taking into consideration the number of completed interviews and the quality and comprehensiveness of the data gathered from these interviews. For a survey to be complete, the large majority of the relevant information must be obtained and entered into the data base. No questions should be left blank except the ones skipped due to correctly applied skip patterns. The integrity and accuracy of the data are vital. The Consultant firm will establish procedures to check the quality of the interviews. 
The duties of the enumerator will be: to visit beneficiaries and ensure their participation; to conduct face-to-face interviews with the selected respondents; to accurately record respondents’ answers; to code the questionnaires accordingly; to ensure completeness and accuracy of answers; to perform accuracy checks on the questionnaires; to ensure security and confidentiality of the collected information and the completed questionnaires; to deliver completed questionnaires to supervisors; to respond to other needs related to the field work as assigned from time to time.
The duties of the supervisors will be: to supervise all activities of their assigned enumerators and to monitor their activities during the data collection process; to assess the quality of the work of the enumerators and the quality of the data from the completed questionnaire; to approve questionnaires for data entry ensuring that the assigned enumerators did not overlook inconsistencies and skip patterns; to provide all logistical support and material to enumerators; to provide feedback to enumerators on quality assurance and methodology requirements.
A survey manager will oversee the fieldwork. The duties of the survey manager will be: to supervise all activities of supervisors and enumerators; to assign beneficiaries to be surveyed to supervisors and enumerators; to assist the team to ensure maximum participation and minimize non response; to coordinate with supervisors the quality control of the data collection process; and to ensure that the data entry is carried out efficiently and in an environment that minimizes human error. Further, the survey manager is in charge of organizing a meeting with all supervisors and interviewers after the first day of data collection in order to discuss eventual problems that were encountered during data collection and to ensure consistency. 
[bookmark: _Toc491264108][bookmark: _Toc491264241][bookmark: _Toc491436331]Sub-contracting
Bidders intending to sub-contract to local firms must present the names and references of all the proposed sub-Consultants. The [WBG] reserves the right of approving each sub-Consultant. Any change of the sub-Consultants must be confirmed by the TTL in advance. Bidders are encouraged to include sufficient information on the sub-Consultants for the selection committee to decide on their ability to carry out the survey in each country. Bidders must be able to accommodate alternative sub-Consultants whenever the TTL and the conditions of the country determine it to be necessary.
[bookmark: _Toc491264109][bookmark: _Toc491264242][bookmark: _Toc491436332]Data entry
Data entry will take place concurrently with the data collection. This allows the Survey Manager to identify any inconsistencies in how questions are being asked and interpreted or other errors before the survey is completed. Data will be entered into a database using a data entry program, approved by the TTL that automatically checks for logical consistency and skip patterns and non-eligible or out-of-range variables. The Consultant firm must check for the presence of outliers according to procedures supplied by the TTL. The Consultant firm will flag the outliers and re-check the information with the appropriate beneficiaries. All values in the survey that are 0 will be entered as 0 and not left blank. If the interviewee responds “don’t know” the answer will be coded as -9 and not left blank. Refusals to respond will be coded as -8, and not applicable will be coded as -7. Other special codes for specific questions will be authorized by the TTL. Acceptable values for each question of the questionnaire are specified in the Data Collection Manual and will be made available to the Consultant firm. The only acceptable blanks in the final data set are those generated by skip patterns. 
The Consultant firm will provide the collected data at any time following a request by the TTL and at three predefined stages during the data gathering/entry process for consistency check and quality control. The first set will be delivered after ten percent (10%) of the total number of interviews have been completed and entered into a data base. The second set will be delivered after fifty percent (50%) of the total number of interviews has been completed. The final set will be delivered after completion of one hundred percent (100%) of the interviews. Each delivery should include translated and verified values for string variables to enable [WBG] review.
The TTL may request more frequent data updates in addition to the three main deliveries. The [WBG] will check the data and provide feedback to the Consultant on any errors or inconsistencies. 
[bookmark: _Toc491264110][bookmark: _Toc491264243][bookmark: _Toc491436333]Deliverables 
The Consultant firm:
a.) Will translate from English into the local language/context: the data collection forms and all related survey materials. The Consultant firm will provide the TTL with a copy of each translated document. 
b.) Will have the translated data collection forms back-translated into English by someone who has not seen and has no knowledge of the wording in the English forms. 
c.) Will seek approval for the final translated data collection forms from the TTL prior to launching the surveys.
d.) Will provide both English and local language versions of the data collection forms with the variable names used for data entry written down next to the appropriate question prior to launching the surveys. 
e.) Will participate in the Training of Trainers by the implementing agency and train the enumerators using supplied training materials and referencing appropriate portions of the Questionnaire Manual. 
f.) Will pilot the data collection form on 10-15 beneficiaries prior to launching the surveys.
g.) Will confirm with the TTL any necessary or suggested changes in the data collection forms based on the results of piloting the surveys.
h.) Will complete the surveys in face-to-face interviews. 
i.) Will provide weekly Progress Reports that include response rates in a format approved by the TTL, for each country. 
j.) Will provide regular Staffing Reports noting any changes in staffing including survey manager, supervisors and enumerators.
k.) Will enter the data into an electronic database using a method that automatically restricts out of range variables, checks for inconsistencies, does not allow missing fields where they are not appropriate, and ensures the accuracy of the entered data. 
l.) Will translate any text response to English (to be made available at the time of each data delivery) and recode them as per instructions provided by the TTL.
m.) Will clean the data if needed after data entry, only after verification of the process with the TTL.
n.) Will provide the [WBG] with a clean labelled database comprised of a total of all completed interviews in separate database files. The database will be in the STATA or SPSS electronic database format. The database will contain all variables included in the questionnaires, following the codes included in them. 
o.) Will provide the [WBG] with a second database including the location information of each interviewed beneficiary: name, address, GPS coordinates, phone number, fax number, email/web address, name of the person interviewed [for Firms: position title of the interviewee in the firm]. 
[bookmark: _Toc491264111][bookmark: _Toc491264244][bookmark: _Toc491436334]Confidentiality and data ownership 
All data is confidential and the property of the [WBG]. Its sole purpose is to support the tracking of project performance and is not for commercial use. No data or other information from this survey will be released to third parties without the written approval of the [WBG]. The Consultant firm will turn over all data, data collection forms and other material to the [WBG] and will not retain any information or material after the survey data collection has ended. 
[bookmark: _Toc491264112][bookmark: _Toc491264245][bookmark: _Toc491436335]Timetable 
The tentative timeline of the assignment is as follows: (subject to change based on contract start date)
		Task
	Estimated Date

	1. Translation of all survey materials
	TBD

	2. Technical Training
	TBD

	3. Questionnaire pilot and finalization
	TBD

	4. Enumerator Training
	TBD

	5. 10% data collected
	TBD

	6. 50% data collected
	TBD

	7. 100% data collected
	TBD

	8. Data cleaning and verification
	TBD

	9. Final dataset
	TBD





*note: more frequent batches may be requested by the TTL
If due to problems encountered during data collection fieldwork these deadlines cannot be observed, a revision of this time schedule and of the following compensation plan will take place between the [WBG] and the Consultant firm. Any delay in this schedule caused by the [WBG] will result in an equal delay of all dates described above.
[bookmark: _Toc491264113][bookmark: _Toc491264246][bookmark: _Toc491436336]Payment Schedule
· An initial payment of ten percent (10%) of the total contract value will be made upon signing of the contract and the outset of the work.
· A second payment of twenty percent of the value of the contract (30%) will be paid upon receipt and approval of the first ten percent (10%) of data. (cumulative 40%)
· A third payment of thirty percent of the value of the contract (30%) will be paid upon receipt and approval of the first fifty percent (50%) of data. (cumulative 70%)
· A fourth and final payment of thirty percent of the value of the contract (30%) will be made upon receipt and approval of the final dataset, the Implementing Consultant firm’s final report, and final deliverables. (cumulative 100%)
[bookmark: _Toc491264114][bookmark: _Toc491264247][bookmark: _Toc491436337]Budget and Resources Required 
[TBD]
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Annex 1. List of indicators 
	
	Job Outcomes
	Job Indicators
	Individuals
	Firms

	WBG Corporate Scorecard
	Number of project beneficiaries reached by jobs-focused WBG interventions
	X
	X

	Job Creation
	Job creation 
	· Number of (self- and/or wage) employed project beneficiaries (*)[footnoteRef:2] –  [2:  All indicators marked with (*) can be disaggregated by gender and/or age in order to capture their ‘Jobs Access’ dimension (see outcome ‘Access and opportunities to jobs’).] 

*disaggregate by self- and wage-employed project beneficiaries 
	X
	

	
	
	· Number of full-time equivalent (FTE) jobs in beneficiary firms (*)
	
	X 

	
	New enterprises
	· Number of newly established firms with more than one paid employee (**)[footnoteRef:3] [3:  All indicators marked with (**) can be disaggregated by gender of the firm owner in order to capture their ‘Jobs Access’ dimension (see outcome ‘Access and opportunities to jobs’). ] 

	
	X 

	
	Entrepreneurs/Self-employed
	· Number of self-employed project beneficiaries (*)
	X 
	

	Job Quality
	Worker productivity
	· Average output per worker among beneficiary firms (**)
	
	X 

	
	Working conditions and benefits
	· Number of project beneficiaries covered by social security insurance (*)
	X 
	

	
	
	· Share of project beneficiaries reporting satisfaction with their job (*)
	X
	

	
	
	· Average number of hours worked per project beneficiary per week (*)
	X 
	

	
	Earnings/ Livelihoods
	· Average annual earnings of project beneficiaries (*)
	X 
	

	Job Access
	Labor force participation
	· Labor force participation rate among project beneficiaries (*)
	X 
	

	
	Working of labor market
	· Number of project beneficiaries using (public or private) employment services (*)
	X
	

	
	
	· Average length of time for beneficiary firms to fill a vacancy
	
	X

	
	Access and Opportunity for Jobs 
	· Disaggregation by gender and/or age for indicators marked with (*)
· Disaggregation by gender of firm owner for indicators market with (**)
	X
	X

	Intermediate
	Access to/ working of product markets
	· Number of project beneficiaries who are member of a cooperative or producer group (*) / (**)
· Number of beneficiaries with new commercial relationships (**)
	X
	X

	
	
	· Average time to get to market where output can be sold or traded
	X
	X

	
	Firm performance/ Investment
	· Additional (annual) sales revenue for beneficiary firms (US$) (**)
	
	X 

	
	
	· Investment generated (US$) (**)
	
	X

	
	
	· Share of newly established beneficiary firms still operational after X months (**)
	
	X

	
	Human Capital 
	· Share of project beneficiaries completing training
	X
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Annex 2. Data collection form for individual beneficiaries 
[ADD EXCEL VERSION OF DATA COLLECTION FORM]











Annex 3. Data collection form for firm beneficiaries 
[ADD EXCEL VERSION OF DATA COLLECTION FORM]
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