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A- Fieldwork Procedure 
 
 

 
 z Briefing/Training of interviewers: 
 
  The Questionnaire Designed for the survey is briefed to the 

interviewers at Regional Centers across the Centre. The 
interviewers are instructed on measures such as: 

 
 1. Following Sampling/Quota Instructions Properly 
 
 2. Ethical Code of Conduct towards interviewers 
 
 3. Following skipping Instructions and other interview instructions 

on the Questionnaire 
 
 4. Maintaining Neutrality in asking Question 
 
  
  z Mock Calls: 
 
  After the briefing is completed all the field workers do the mock 

calls under the direct supervision of an executive or a fieldwork 
supervisor. This ensures that the field workers properly understand 
the instructions and they can handle various interviewing 
problems during the interview (in the field). After completion of 
mock calls, a debriefing session is arranged in which the problems 
faced by the interviewers during the mock interviews are 
discussed and solutions are suggested. 

 
 
 z Initial Checking: 
 
  After the training, the interviewers go into the field for actual 

interviewing. The first ten filled in questionnaires of every 
interviewer are thoroughly checked by their supervisor to ensure 
that the interviewer is performing well. In case the work of an 
interviewer is not acceptable he/she is disengaged from the 
survey. 
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 z Field Editor or Intake Edit: 
 
  In normal routine at least 30-40 interviews of each interviewer are 

visually checked by the supervisor before passing them to Data 
Coding/Entry department. The problems or missing information 
identified during field edit are explained to the relevant 
interviewer and he/she is instructed to rectify them either through 
telephone and/or revisit the respondent for clarification and re-
asking the missing questions.  

 
 
 z Supervision & Back Checking: 
 
  It is essential that the interviewers are properly supervised on the 

job and the work done by them is back checked. At least 20% 
back checking is done on work completed by each interviewer to 
ensure authenticity of data. 

 
 
 z Data Coding/Editing: 
 
  About 20% work of each coder is rechecked and verified by the 

concerned DC Supervisor/In-charge. 
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D- Data Entry and Verification 
 

 
 GP’s Quality Manual contains a detailed check-list on the handling 

control, entry and other steps involved in the management of data. 
 
 
 Once the questionnaires are received from the field, they are 

checked and the responses of open-ended questions are coded 
with the help of a code list. A coding scheme/book/guide is 
prepared on the basis of these questionnaires. 

 
 
 After the coding of open-ended responses, data is entered into 

computers. GP uses the SPSS data entry program that has flexibility to 
implement validity checks and skipping rules etc. The SPSS data entry 
software also has flexibility to verify the entered data by using the 
double punch options. Gallup normally double punches for 20% of its 
entered data. 

 
 
 After completion of data entries and double punch, all data is 

cleaned by using a data-cleaning program written in SPSS which is 
customized for every project according to the survey/questionnaire 
needs. Data is thoroughly checked for an omission, displacements 
and other error resulting in inconsistencies with the coding scheme. 

 5


