Annex 18. Field Supervisor and Enumerator Roles and Responsibilities and Interviewing Dos and Don’ts

FIELD SUPERVISORS’ ROLES AND RESPONSIBILITIES
· Helps enumerators understand their responsibilities and master the necessary knowledge and skills to carry out the survey

· Observes enumerators during the field portion of the enumerator training to identify areas of weakness

· Has a good understanding of the questionnaires
· Fosters team spirit and mutual respect among team members

· Ensures that team members have all the necessary equipment, including an introduction letter and identification (ID) badges 

· Coordinates the team’s transportation and lodging 

· Manages the vehicle and other resources (e.g., gas money, petty cash)

· Obtains and keep receipts for all expenditures

· Informs local officials of the Layers team’s work, if necessary

· Keeps the team, the data and the equipment (e.g., laptop, universal serial bus [USB] flash drive) safe and secure

· Leads the team to conduct surveys at the correct selected sites

· Makes every effort to avoid the use of replacement sites

· Authorizes the use of replacement sites only with the Survey Manager’s consent and documents use of replacement sites in field notes

· Is fair in handing out assignments
· Ensures that team members have sufficient breaks for meals

· Observes enumerator interviews during data collection to ensure consistency and quality throughout the survey

· Documents any refusal by a respondent to be interviewed

· Helps enumerators who are having difficulties

· Meets with enumerators at the end of each day to resolve any questions or problems

· Reviews completed surveys at the end of each day

· Back-checks about 5 percent of the completed surveys

· Syncs the data from personal digital assistants (PDAs) to a laptop daily*
ENUMERATORS’ ROLES AND RESPONSIBILITIES
· Respects the authority of the field supervisor

· Displays collegiality

· Projects a professional image

· Uses the PDA computer correctly

· Ensures that the PDA battery never runs out completely

· Does not lose or damage the PDA or the secure digital (SD) card

· Conducts the survey only at the selected sites

· Does not use replacement sites without permission from the field supervisor

· Has a thorough understanding of the questionnaires

· Consults the field manual as needed 

· Conducts interviews and observations according to survey procedures

· Ensures that the assigned number and type of interviews are completed each day

· Makes every effort to avoid refusals

· Informs the field supervisor whenever a question or problem arises

· Reviews the questionnaires on the PDA before submitting them to the field supervisor

· Meets each evening with the field supervisor to review the day’s work

ENUMERATOR DOS AND DON’TS FOR INTERVIEWING
Although most of the Layers questionnaires consist primarily of observations, there are times when enumerators will be interviewing respondents. The following are some guidelines for interviewing behavior. These can be adapted and reviewed with enumerators during the training.

· DO introduce yourself and show your ID badge.
· DO explain the purpose of the survey and ask for the respondent’s consent to carry out the interview. 

· DO tell the respondent how much time the interview will take.

· DON’T offer or accept gifts.

· DO find a quiet place to conduct the interview.

· DO focus your attention on the respondent as opposed to the PDA.

· DO use a conversational tone – avoid having the interview sounding like an interrogation.

· DO speak slowly and clearly.

· DON’T get angry. Stay polite and friendly.

· DON’T change the wording or the order of the questions. DON’T skip questions. Ask them exactly as they appear.

· DO wait patiently for a response. Probe politely if the question was not answered.

· DON’T push a respondent to answer more quickly.

· If the respondent doesn’t understand a question or his/her answer is not clear, DO ask the question again. Avoid changing the wording of the question too much.

· DON’T guide/direct the respondent’s answer:

· DON’T suggest a response by your voice, facial expression or attitude.

· DON’T imply that a response is correct or incorrect.

· DON’T show approval or disapproval.

· DO stay neutral when you probe.

· If an answer given contradicts something the respondent said earlier, DO try to clarify the confusion.

· DON’T invent an answer to a question.

· DO thank the respondent at the end of the interview.

· DO verify that you have done a back-up after completing a questionnaire.

· DO check off the completed interview on your list of sites to visit.

· DO submit the PDA to the field supervisor at the end of the day.

· DO charge the battery of your PDA.

* You have a choice of having the field supervisors do the syncing or letting the Information Technology (IT) Specialist do the syncing. If there are enough laptops for each field supervisor to have one, then the field supervisors should do the syncing to minimize the risk of lost data. However, it also works to have the IT Specialist visit each field team periodically and sync their data.
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