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Part A:   Preparing for the survey

1.  Introduction: survey objectives, methods and organisation

The Bhutan Living Standards Survey 2002 is designed to collect detailed information about the economic and social conditions affecting households in Bhutan.  This information will be extremely valuable to government planning agencies, in helping them to plan the provision of services to the public.  The aim will be to gradually raise the living standards of all sections of the population. On the basis of the information collected in the survey, it will also be possible to decide how best to target resources so as to best help certain types of families (such as the poor) who are most in need of outside assistance.  
The topics covered in the survey are very wide-ranging. They include:  
· the characteristics of the houses in which each selected household lives
· the assets they own
· their views on what are the priorities for their area

· the demographic characteristics of all household members

· the health, education and employment status of all household members

· the immunization and nutrition of young children

· the household’s food consumption and non-food expenditure

· details of items that are home-produced

· information on remittances sent  

· information about the characteristics of each community, and 

· prices paid in local markets for a selection of basic household items.  
The survey will be carried out by means of interviews with a sample of households throughout the country. By selecting a random sample, it will be possible to draw valid conclusions about the characteristics of different sections of the population, and design government policies accordingly. 
In all, about 4,000 households will be interviewed, distributed across all urban and rural areas. 

The survey is being carried out by the Central Statistical Office, which is the government agency with overall responsibility for all national statistics.  The survey is voluntary, but it is essential that a high level of response is achieved, so that valid conclusions can be drawn from the survey results. All the information collected in the survey will be confidential, and no individual information about persons or households will be passed to any other agency. All results published from the survey will be in the form of tables or other statistical output, and it will be impossible to identify the data for any individual.  

2.  Role and responsibilities of supervisor

The supervisors have several general duties:

· Supervising the team’s activities in the local area where they are working.  
· Coordinating and monitoring the activities of the interviewers at the selected households. 
· Monitoring, checking and assessing the quality of the interviewers’ work, and the quality of the data on the completed questionnaires. 

· Safeguarding and managing the team’s equipment.

· Maintaining contact with headquarters, receiving supervisory visits from headquarters staff, and reporting on the performance of their team.
The specific duties of supervisors are as follows:

· Meeting with local officials to explain the purpose of the survey.

· Conducting the interview with community leaders, using the community questionnaire.

· Checking the household listing sheet, and selecting the households to be interviewed. 

· Providing interviewers with questionnaires.

· Assigning tasks to the team, including the timetabling of appointments with households.

· Recruiting an interpreter (if one is required).

· Supervising the fieldwork
· Checking that questionnaires have been completed satisfactorily.

· Re-interviewing a small number of households to ensure maintenance of standards.

· Supervising the collection of price data, using the price questionnaire.

· Preparing progress reports for headquarters, and reports on the performance of the team.

From time to time, the team may receive visits from headquarters or district statistical staff. The purpose of these visits is to assess the progress of the survey and the work of the supervisor and interviewers. These visits will provide an opportunity for the supervisor and interviewers to discuss any technical problems that they may be having. The opportunity will probably be taken to observe one or two interviews, and perhaps re-interview households that have already been visited, so as to get an idea of the quality of the data and the performance of the team.
As work in each area is completed, the supervisor is required to return all completed questionnaires (for households, community, and prices) together with the household listing sheet and any re-interview questionnaires that were completed by the supervisor. The supervisor should also complete the special report form, giving details of the following: the block or gewog covered;  the names of the team members involved;  any problems that were experienced including information about any non-response;  and comments on the quality of the work of each team member. 
3.  Meeting with local authorities
On arrival in each selected area, you should arrange for your team to meet the relevant authorities.   In urban areas this will be the (enter details…….).   In rural areas you should contact the (enter details…gup and/or chupen ??). They should already have received a letter notifying them that the survey is taking place in their area.  You should explain to them the importance of the survey, and enlist their support. You should stress the confidential nature of all data collected in the survey. 
These local officials will be able to give you up-to-date information about the characteristics of the area where you will be interviewing. In particular, they will help you to establish the exact boundaries of the area from which your sample will be drawn. 
You should take advantage of this occasion to conduct the Community Questionnaire interview. Further details on that questionnaire are available in the Interviewer Manual.  
4.  Listing and selection of the sample
For each block or gewog, you and your team must prepare a list of the households in the area, from which the sample will be drawn. In cases where you are supplied with a map prepared from a previous survey, the map will guide you in identifying the boundaries of the area. You will still need to prepare a fresh map of the area, showing the location of all dwellings, and the position of key geographical features in the area, such as roads, paths, and health unit. Remember to include on the map the name of the block/gewog you have mapped, the name of this survey (BLSS 2002), your own name, and the exact date on which the map was prepared. 

You will need to visit each dwelling to establish how many households live at that location, and the name of the household head. You should then put the names of these household heads on your listing form, and number them consecutively. These same numbers can be placed on your new map as well, to identify where the households are located. 

Once your team has completed the listing of all households in the block/gewog, it is your task to draw a sample of households for the survey. In urban blocks 10 households will be selected systematically from the list for interview, while in rural gewogs 20 households will be selected. In order to give every household on the list an equal chance of being selected for the survey, we proceed as follows. First calculate the required sampling interval needed. In urban areas this will be (N / 10) and in rural areas it will be (N / 20), where N represents the number of households on the list. It would be unfair if we always selected the first household on the list, and proceeded systematically with the sampling interval from there, so we must select the first household at random.  Our first selection will be somewhere between 1 and the sampling interval (N/10 or N/20). You will be provided with a random number table (see Annex 1).
Suppose you are in a rural gewog and have listed 468 households. The sampling interval will then be 468/20 which is 23.4.  The whole number part of this sampling interval is a 2-digit number (23), so you will need to locate a starting point between 01 and 23.   Take any row of the random number table at random, and use it to identify the first selected household.  Suppose your selected row is:
93 10 05 72 18 26 36 67 68 48 31 69 68 58 93 etc. 

The first number is too large, and should be ignored. You would then identify 10 as your first selected household. The rest of the households are then identified, using the sampling interval. The second selected household will be 10 + 23.4, i.e. 33.4 (household number 33).  The third selected household is 33.4 + 23.4, i.e. 56.8, which (when rounded to the nearest whole number) gives household number 57.  The fourth selected household is 56.8 + 23.4, i.e. 80.2 (household number 80), and so on right through the list.  By the time you get to the end of the list you will find that you have selected 20 households systematically throughout the list. If you had carried on and tried to select a 21st household, you would have gone past the end of the listing.  (If you consider the listing as being circular, it would have brought you round to the first selection again.) 
In urban areas, you want to select only 10 households for interview, so you should divide the number of households on the list by 10, not 20, in order to work out the sampling interval.  If the whole number part of the sampling interval is a single digit (less than 10), you should work with single digits from the random number table.  Thus, considering the same row from the random number table shown above, we would treat the row as a string of single digits:

9 3 1 0 0 5 7 2 1 8 etc.

For instance, if there were only 24 households in an urban block, and we wanted to select 10 households for interview, the sampling interval would be 2.4.  Looking at this series of random digits, the first two digits are too large. We would therefore select the third digit (1) as our starting point (i.e. household number 1). The next selected household will be 1 + 2.4, which is 3.4 (household number 3). The third selected household will be 3.4 + 2.4, which is 5.8 (rounded to give household number 6), and so on through the list.  

Once you have selected the households, you should mark these clearly on the original list of households. This can be done by striking through the original numbers on the appropriate lines in the household listing, and writing alongside, with a coloured pen (circled), the new ID numbers for those households that have been selected for the sample: 1, 2, etc. This list should be retained by the supervisor, for later return to HQ.
5.  Assigning work duties to the interviewers
Based on the identified households that have been selected for interview, the supervisor can proceed to allocate work to the interviewing team. The allocation of work should be based on an appreciation of the location of the various households, which can be obtained by study of the map. This is particularly important for more remote rural areas, where one interviewer may be required to travel long distances on foot, and may therefore only be given a very small quota of households to cover. The other interviewer may not have to travel so far, and can be expected to cover more households in the same time period. 
Part B:  The interviews

1.  Dealing with non-response: absentee households, refusals

Usually households are very willing to cooperate in this type of survey, but occasionally you will come across a household where it is very difficult or impossible to gain cooperation. You should provide support and encouragement to your team, so that they do not become despondent if they have difficulty with a particular household. The following situations might arise. 
· Absent households.  Wherever possible, the interviewer should try to interview the head of household or other person who is most knowledgeable about the living conditions of the household. In some cases, even after repeat visits to the household, it may not be possible to find the person you want.  In cases where no household members can be found, even after calling at different times of the day, the household will have to be recorded as a non-response, but the interviewer should record full details of the circumstances on the cover of the household questionnaire. 
· Proxy interviews. If the interviewer does manage to find some adult household members, but not the head of household, then it is permitted to collect information from these people.  Children should not be allowed to act as respondents, unless they have been asked to do so by their parents or guardians.

· Refusals. Very rarely, a household may refuse to cooperate with the survey, or may refuse to answer certain questions. To avoid the risk of getting refusals, the interviewer must give a good explanation at the outset about the purpose of the survey, and must offer reassurance to the household about the confidentiality of the data collected. It is important to emphasize that all data collected in the survey is handled only by the CSO, and the raw data is not passed to any other government department such as the tax office. Any publication of survey data will be in the form of tables or statistical analysis, and it will be impossible to identify any individual household.  A partial refusal might also come about because the household is finding that the interview is going on too long, and they have other things to attend to.  In this case, the interviewer should terminate the interview at this stage, and to try to find a more convenient time to come and complete the interview. 

2.  Monitoring and assisting the interviewer
The supervisor should sit in on at least two of the interviews carried out by each interviewer in each urban and rural quota. The purpose of being present during the interview is to evaluate the methods used by the interviewer, with a view to suggesting ways to improve the performance.  Great care is required in how this is done, so as not to upset the balance between interviewer and respondent.  

You should introduce yourself to the household at the beginning, so that they realise what your role is. You should not intervene at all during the interview, but should have a quiet word with the interviewer once you have left the household. Besides pointing out any errors that the interviewer might have made, you should not hesitate to offer praise for aspects of the interviewer’s work that were especially good.  Special attention should be paid to how the interviewer coped with the more complicated questions.  A special evaluation form should be completed, to indicate how the interviewer performed.
3.  Observing respondents

During the interview, the supervisor should pay attention not just to the interviewer, but also to the respondent.  The supervisor will thus be able to assess how the interview has gone, and what effect the interview has had on the respondent. The lessons learned may be helpful for the future.  Special attention should be paid to whether the questions worked well, whether the questions were understood without difficulty, whether the concepts appeared to be clear to the respondents, and whether there were any sensitive questions that the respondent was unwilling to answer. 

4.  Checking questionnaires
The interviewer will already have checked the questionnaire for completeness before leaving the household, and will have carried out further checks at the end of the day, before passing the questionnaire to you.  You should go through the questionnaire carefully, and make sure that there are no errors.  Be on a particular lookout for possible situations where the interviewer might have misunderstood what information was being requested for a particular question. If the interviewer has this sort of misunderstanding, the same error is likely to occur on all the questionnaires that that interviewer works on. 

5.  Re-interviewing selected households
In each area where interviewers are working, you should select two households for re-interview. You do not need to check the whole of the interview, but you need to ensure that the interview was carried out with the correct household, and that key questions have been answered satisfactorily. Advice will be given on this during your training. You must not do the anthropometric work again, but you should get some feedback from the household about how this part of the interview went. 

If you find a discrepancy between the response you get from the household for a particular question and what the interviewer has recorded, you should not immediately interpret as being an error on the part of the interviewer.  There may be valid reasons why the response is different. For instance, you will be collecting the information on a different day, and possibly from a different household member. Try to reconcile the differences.  If you cannot, discuss the matter with the interviewer to try to determine why the responses are different. 
6.  Supervision of anthropometry

This is a very important part of the questionnaire, and detailed training will be given to interviewers and supervisors on how the work should be done. In some surveys a special trained anthropometrist carries out the work, but in this present survey the team does not include such a person. It is therefore essential that all field staff become familiar with how to collect anthropometric data. 
The supervisor plays a key role in this exercise. When accompanying an interviewer, you may need to act as an assistant to the interviewer, in helping to weigh and measure the children. You also play a vital role in checking the calculations that have been recorded on the questionnaire. You should also take advantage of your household visits to make sure that the weighing and measuring equipment is in good working order and is not giving false readings. Any problems with the equipment should be reported to headquarters immediately, so that replacement equipment can be provided. 

When you observe an interviewer doing the weighing and measuring, be alert to the points shown in the box on the next page. Failure to observe some of these points may result in poor quality data. 
To carry out the weighing and measuring, you must supply the interviewer with the following equipment: a measuring board (with a strap); a cloth to put under the knee when measuring; a special weighing scale (from UNICEF); a cloth to clean the equipment; a pencil, eraser, pencil sharpener, and ball-point pen; a bag for the scale and other equipment; a pencil case; and two laminated instruction papers (one for length and one for height). 
7.  Supervision of price data collection
The interviewer is responsible for collecting data on prices at the locality, but you may need to provide advice and support. For each item, data should be collected in three different places, such as shops (urban), or three different stalls in a rural market. You will need to check the completed questionnaire carefully, to ensure that all prices shown are reasonable. If you see a suspicious figure, circle it with a red pen and request the interviewer to check the figures again in the market, or else explain the reason for the big difference. It is essential that this work is done carefully, so that errors do not creep in. 

[image: image1]
Part C:  Reporting procedures

1.  Return of questionnaires
When your team has completed all the work in a particular area, you should collect together all the questionnaires, ensuring that there is the correct number of household questionnaires, together with a price questionnaire (and a community questionnaire for rural areas).  You should complete the supervisor report form, which provides a summary of the outcome of interviewing in each area. The questionnaires should be fastened together with a string wrapped around them, placed in an envelope and returned by a secure method to the headquarters of CSO.  

2.  Maintaining contact with headquarters
It is important that you maintain good contact with the survey staff in headquarters. This can be achieved by reporting in by telephone once a week, and by sending back the completed questionnaires on a regular basis as soon as an area has been completed. This will also provide the opportunity for the headquarters to advise you of the timing of any field visits by HQ staff. 

3.  Evaluation reports
An important part of your work as a supervisor is to evaluate the quality of work of the interviewers in your team. When you return the questionnaires to headquarters, you should also return any evaluation reports you have completed through observation of an interviewer during an interview. 

At the end of the fieldwork, you will be asked to provide a more detailed assessment of the quality of work of each member of your team, using a questionnaire that will be supplied to you. 

Annex A
Random number tables
(please insert some random number tables) 



Heights and weights:  Points to look for when observing the anthropometric measurements





Preparation


Did the interviewer check the instruments before going to the household ?


Did the interviewer assess the age of the child before doing his/her work ?


Setting up the equipment 


Did the interviewer put the board on the ground or floor to ensure stability and space to work ?


Did the interviewer take off the strap and put it in the bag ?


Did the interviewer put the sliding bar in the appropriate place before measuring the length 


        and put it down on the floor before measuring the height ?


Was the interviewer careful in setting up the measuring board ? 


General procedures


When measuring each child, did the interviewer measure the length or height before weighing them ?


Did the interviewer complete one person before moving on to others?


Did the interviewer put his/her pen in the appropriate place when he/she was not using it ?


Did the interviewer promise to return (that is to revisit the household ) to finish those who were absent


        on the first visit ?


Measuring length in the lying position


Were children’s lengths measured (that is in lying position) because they are under 2 years of age or


        they can't stand up straight ?


Before measuring did the interviewer have the child take off his/her sandals or socks ?


Who (mother, supervisor, another interviewer, etc.) acted as the assistant ?


Did the assistant hold the head of the child ?


Did the interviewer push down to make the child's knee a straight line lying in the middle of the board ?


Were the feet of the child in the right place (that is two feet lying straight, two heels placed against the 


         sliding bar) ?


Did the interviewer stand in the right place (that is, standing just before the sliding bar at the base) ?


Did the interviewer and assistant follow the reading and data recording system (that is read aloud the 


         measured figures and record to the questionnaire at once) ?


Measuring height in a standing position


Were those over 2 years of age allowed to measure height in standing position ?


Were sandals, shoes, socks taken off before measuring ?


Who was the assistant ?


When measuring the child, did the assistant hold the child’s feet and knees appropriately (that is,


          two feet straight, two heels and two knees put against the board) ?


When measuring children, did the interviewer hold the child’s head in an appropriate position?


Did the interviewer bring the sliding bar to the top of the head and push the hair down ?


Did the interviewer stand in the right position (that is, on the child’s left) ? 


Was the back part of the measured child against the board?


Were the shoulders and head of the measured child lying straight?


Were knees and feet of the child touching ?


Was the measured child standing at a right angle with the floor of the board ?


Was the child looking ahead parallel with the ground ?


Did the interviewer and assistant follow the reading and data recording system (that is, read aloud the 


           measured figures and record to the questionnaire at once) ?


Weighing children 


Did the interviewer put the scale on the ground or floor to ensure steadiness ?


Did the interviewer propose the measured person take off all heavy clothes ?


Did the interviewer help the measured child up onto the scale if necessary?


Did the interviewer follow the reading and data recording system (that is, read aloud the measured 


          figures and record them on the questionnaire at once) ?


Completion of measurement


Did the interviewer check the recorded figures on the questionnaire before leaving the household ?


Did the interviewer thank the household members for their cooperation?











