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Preface 

Layers is a tool that facilitates the United States Agency for International Development’s (USAID’s) monitoring of the Food for Peace Act Title II Multi-Year Assistance Program (MYAP) food security programs and provides cooperating sponsors (CS) with feedback that can be used to improve program implementation. Layers uses hand-held computers to collect and analyze program information from a small sample of MYAP sites. Once the data are collected, Layers generates a report on the performance of CSs in implementing Title II programs. This manual is intended to support the use of Layers by Food for Peace Officers (FFPOs), Food Monitors, the USAID managers responsible for overseeing Title II programs and/or a contractor selected to carry out Layers on behalf of USAID. 

USAID Missions should work with an experienced Layers technical assistance (TA) provider the first time they use Layers. The Layers TA provider will guide the Mission and/or its contractor through the first year of implementation and build the Mission/contractor’s capacity to carry out Layers independently in subsequent years. This manual may be used in conjunction with the TA during the first year and as an ongoing reference tool in subsequent years. Detailed instructions in the manual guide decision-making, planning and implementation at each step in the process, beginning with the initial preparations for Layers and ending with the use of Layers results for program monitoring and improvement. 

[bookmark: _Toc222638388][bookmark: _Toc222639265][bookmark: _Toc228174973][bookmark: _Toc234231035]Origins of Layers

Layers was initially developed in 2002-2004 to help several USAID Missions respond to audits that found the Missions needed to improve their procedures for monitoring Title II food distribution activities. In response, the Food and Nutrition Technical Assistance Project (FANTA) at the Academy for Educational Development (AED) developed a simple, cost-effective and reliable tool called Layers for monitoring and reporting to CSs on the implementation quality of Title II operations in the field. In 2007, the United States Government Accountability Office (GAO) released a report on the efficiency and effectiveness of United States (US) Food Aid. One conclusion was that USAID needed to “improve [the] monitoring of food aid programs to ensure proper management and implementation.”[footnoteRef:2] As part of its response to the GAO findings, Food for Peace (FFP) is expanding Layers to more Title II non-emergency countries. FANTA-2 will work with its sub-recipient, TANGO to install Layers in Title II countries. [2:  GAO: U.S. Agencies Face Challenges to Improving the Efficiency and Effectiveness of Food Aid. GAO-07-616T. ] 


FANTA (1998-2008) (now the Food and Nutrition Technical Assistance II Project [FANTA-2] 2008-2013) is a USAID-funded cooperative agreement. It works to improve nutrition and food security policy, strategy and programming, and provides technical support to USAID and its partners, including host country governments, international organizations and nongovernmental organization (NGO) implementing partners (IPs). Priority areas for TA include maternal and child health and nutrition (MCHN), HIV and other infectious diseases, community-based nutrition programs and interventions, food security and livelihood strengthening, and emergencies and reconstruction. FANTA-2 develops and adapts approaches to support the design and quality implementation of field programs, while building on field experience to improve and expand the evidence base, methods and global standards for nutrition and food security programming. For more information about FANTA-2, please visit http://www.fanta-2.org.

[bookmark: _Toc222638389][bookmark: _Toc222639266][bookmark: _Toc228174974][bookmark: _Toc234231036]About This Manual

This document serves as a training manual during the first year of Layers implementation when an external TA provider is guiding the Layers process. It will serve as a reference manual in subsequent years. The Mission Manager overseeing Layers, the Layers survey manager and the Layers information technology (IT) specialist will find it helpful to read the entire manual to have an overall understanding of the process. 

This manual is divided into five chapters, described below. Each chapter begins with a Summary for readers who would like to familiarize themselves with the activities covered in the chapter. The table at the beginning of every chapter helps Layers team members know whether the chapter is relevant to them. It also indicates which team members have primary responsibility for the activities described in the chapter and should therefore read the chapter in-depth, and which should read the chapter for background information only. 

	Chapter
	Contents
	Primary Audience

	Understanding Layers
	Layers Q&A
Layers implementation timeline
	Mission Manager 

	Planning for Layers
	Assembling the Layers team
Initial planning discussions
Informing cooperating sponsors
	Mission Manager, Survey Manager, 
IT Specialist

	Layers Implementation
	Sampling
Adapting and pre-testing Layers questionnaires 
Enumerator and supervisor training and field practice
Data collection
	Survey Manager, 
IT Specialist

	IT Support to Layers
	Acquiring, installing and learning hardware and software
Supporting the sampling process
Developing backup and synchronization procedures
Modifying and pre-testing questionnaires
Training enumerators and supervisors 
Supporting data collection
Generating results tables
	IT Specialist

	Using Layers for Program Management
	Interpreting Layers results
Using enumerators comments
Suggested discussion points for USAID analysis of Layers results
Sharing Layers results with CSs
Planning the next round of Layers
	Mission Manager


[bookmark: _Toc222638390][bookmark: _Toc222639267]
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	Rizlandia Examples

	Two imaginary Title II CSs — End Hunger Now (EHN) and Global Development and Emergency Response (GDER) — operating in the fictional country of Rizlandia will be used to illustrate Layers tasks described throughout this manual. The examples from Rizlandia appear in shaded boxes.



[bookmark: _Toc228174976][bookmark: _Toc234231038]About the Supplemental Materials

Supplemental materials that accompany this manual are found in the annexes listed below. Annexes are available on the CD-ROM accompanying this manual. They are also available on the Layers Manual Reference Materials website at http://www.fanta-2.org/layers/reference.  Some of the annexes consist of MS Excel files that are to be used as templates or of computer software, thus they are usable only in electronic format.

Annex 1. Illustrative Budget for One Year of Layers
Annex 2. Checklist for Overseeing the Layers Process Once External TA has Ended
Annex 3. Illustrative SOW for the Layers TA Provider
Annex 4. Presentation Materials on Layers
Annex 5. Checklist of Capacity Requirements for a Local Institution to Implement Layers
Annex 6. Illustrative SOW for Contracting a Local Layers Implementer
Annex 7. Total Universe Spreadsheet (TUS) Template
Annex 8. Sources for More Information about LQAS’s Application to Public Health
Annex 9. LQAS Sample Size Calculator
Annex 10. LQAS Decision Rule Calculator
Annex 11. Sample Sizes Worksheet
Annex 12. Selecting Random Numbers
Annex 13. Sample Sites Spreadsheet (SSS) Template
Annex 14. Overview of Layers Questionnaires
Annex 15. Layers Questionnaires in MS Word and Pocket PC Creations
Annex 16. Introduction to PDAs
Annex 17. Using Layers Questionnaires on PDAs
Annex 18. Field Supervisor and Enumerator Roles and Responsibilities and Interviewing Dos and Don’ts
Annex 19. Layers Comments Templates
Annex 20. Illustrative Layers Report Letter
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For more information about Layers, please use the following contact information.

The Food and Nutrition Technical Assistance II Project (FANTA-2):

Layers Coordinator
FANTA-2
Academy for Educational Development
1825 Connecticut Ave. NW
Washington, DC  20009
(202) 884-8000
fanta2@aed.org
http://www.fanta-2.org/layers/reference.shtml

Technical Assistance to NGOs (TANGO):

Layers Coordinator
TANGO
116 W. Cushing Street
Tucson, AZ 85701
520-617-0977
info@tangointernational.com
http://www.tangointernational.com
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	Team Member
	Primary Responsibility
	Tasks Assigned
	Read for Background

	Mission Manager
	
	
	X

	Survey Manager
	
	
	X

	IT Specialist
	
	
	X

	Technical Sector Specialist(s)
	
	
	

	Field Survey Supervisor
	
	
	

	Enumerators
	
	
	

	Cooperating Sponsors
	
	
	X



[bookmark: _Toc222638393][bookmark: _Toc222639270][bookmark: _Toc228174979][bookmark: _Toc234231041]1.1. Summary 

This chapter provides a broad overview of what Layers is and how it works. USAID Managers will find this information useful for planning for Layers implementation. Survey Managers and Information Technology (IT) Specialists will gain an understanding of how their individual tasks fit into the overall Layers implementation. The following questions and answers (Q&A) can be shared with cooperating sponsors (CSs) as part of their introduction to Layers.

[bookmark: _Toc222638394][bookmark: _Toc222639271][bookmark: _Toc228174980][bookmark: _Toc234231042]1.2. Layers Q&A  

[bookmark: _Toc222638395][bookmark: _Toc222639272][bookmark: _Toc228174981][bookmark: _Toc234231043]1.2.1. What is Layers?

[bookmark: OLE_LINK1]Layers is a tool designed to facilitate the monitoring of Title II programs by Mission Managers — namely Food for Peace Officers (FFPOs) or other USAID staff responsible for Title II oversight — and the improvement of Title II programs by CSs. Thus Layers responds to USAID’s needs to meet its oversight responsibilities mandated by the United States Government (USG) and provides CSs with feedback they can use to strengthen implementation.

[bookmark: _Toc222638396][bookmark: _Toc222639273][bookmark: _Toc228174982][bookmark: _Toc234231044]1.2.2. What does Layers do? 

The purpose of Layers is to assess the implementation quality of CS operations in the field. A wide variety of issues can be assessed, ranging from the conditions of storage in commodity warehouses and record keeping for commodity losses to the quality of services delivered by the CSs in their maternal and child health and nutrition (MCHN) or agriculture training, Food for Work (FFW), food distribution and other interventions. Layers helps assess whether CSs have put the necessary inputs and systems into place to successfully implement Title II activities. For each activity type, Layers determines whether the CS’s inputs/systems comply with performance benchmarks agreed upon between USAID and the CS.

During the Layers survey, enumerators visit a representative sample of a CS’s activity sites so that statistically reliable generalizations can be made about the CS’s implementation at all of its activity sites without having to visit every site and without drawing a conclusion which is biased or unsystematic because it was based on visits to sites that were not chosen randomly.

[bookmark: _Toc234231045]1.2.3. Does Layers measure program outcomes and impact on beneficiaries?

Layers is currently not intended to measure program “outcomes” or “impacts;” it is designed to assess indicators that are primarily at the “output” level. Layers can be thought of as a method for systematizing the site visits that a USAID food monitor is responsible for carrying out. It looks at the types of things USAID can determine by making observations or interviewing CS staff during a site visit. Layers assesses a sample of a CS’s activity sites and draws conclusions about the quality of implementation for each type of activity. Thus the sampling universe is the activity site. Layers does not sample households, mothers, farmers or other types of beneficiaries, and thus it cannot not draw conclusions about program outcomes or impact on beneficiaries. Interviewing a representative sample of beneficiaries or households would entail a different type of survey, much broader in scope and cost than Layers. USAID food monitors may want to conduct informal conversations with beneficiaries while implementing the Layers survey. However, these beneficiaries will most likely be selected haphazardly, not randomly from a statistical point of view, and speaking with one or two beneficiaries would not constitute a large enough sample size to be representative. Thus the findings from those conversations would not be generalizable to all beneficiaries in the same way that Layers findings about activity implementation are generalizable to all activity sites.

[bookmark: _Toc234231046]1.2.4. What is Layers’ relationship to CSs’ monitoring and evaluation (M&E)?

Layers is not meant to replace or duplicate a CSs own M&E system, which is responsible for capturing program outcomes and impact through monitoring indicators and baseline and evaluation studies. The output-level monitoring data collected by CSs will be different from the output indicators collected by Layers. For instance, most CSs will monitor the training sessions that have been given and the number of people who have been trained in order to track and demonstrate their activities. On the other hand, Layers asks, for example, whether the community health volunteers working at MCHN sites have received all of the trainings they were supposed to receive at the time of the Layers survey. Thus, the Layers outputs tend to look at implementation from a different point of view than the CS outputs do. CSs keep systematic records of their activities while Layers looks at a cross section, i.e. the degree of implementation of specific programmatic elements at a single point in time.     

[bookmark: _Toc222638397][bookmark: _Toc222639274][bookmark: _Toc228174983][bookmark: _Toc234231047]1.2.5. Why should my Mission use Layers?

Layers is useful for Missions that need a systematic, rigorous and statistically reliable method for assessing CSs’ delivery of goods and services in Title II activities. This need may be driven by the results of an audit or the realization that monitoring techniques relying on anecdote, geographic convenience or other methodologies do not meet the Mission’s needs. 

As part of the management of Title II programs, Layers will help FFPOs to: 

Collect and analyze monitoring data quickly and cost-effectively
Make program management decisions based on objective data 
Create a feedback mechanism for CSs and other stakeholders
Comply with the monitoring expectations of the USAID Office of Food for Peace (FFP), the USAID Regional Inspector General (IG) and other Federal agencies

[bookmark: _Toc222638398][bookmark: _Toc222639275][bookmark: _Toc228174984][bookmark: _Toc234231048]1.2.6. How does Layers work? 

Layers bundles several methods and technologies into a single package. One of the key methods used in Layers is Lot Quality Assurance Sampling (LQAS), a sampling approach originally developed to test the quality of manufactured goods. With LQAS, statistically valid conclusions can be drawn with a relatively small sample size. Layers starts with the assumption that programs are performing adequately; the LQAS sample – which is drawn from a complete list of all the CS activity sites – then allows Layers to identify indicators for which program performance is particularly low. More information about LQAS can be found in the section entitled What is LQAS?

Currently existing Layers questionnaires have been developed to assess a range of Title II activity types (e.g., FFW, Food for Education [FFE], Warehouse Management [WM]). Questionnaires examine specific criteria/indicators that have been identified as critical to successful implementation of that activity. The indicators are the criterion measured by the Layers questions. For instance, two indicators that are commonly specified for food warehouse operations are that food stacks shall not exceed a certain height and that the passage between food stacks be of 1 meter or more. Most of the time, indicators are represented by a single question in the Layers questionnaire. Often, these indicators reflect conventions, requirements, norms or best practices associated with an activity. In other cases the indicators are based on what the CS said it would do in its proposal. In some cases these indicators are established jointly by USAID and CSs during discussions prior to Layers. The content of the questionnaires is always agreed upon between the CSs and USAID prior to the survey.

The questionnaires are administered using personal digital assistants (PDAs), also known as handheld computers, by enumerators (data collectors) who travel to the randomly selected sample sites to conduct interviews and/or make observations. The data are then uploaded from the PDAs to a desktop or laptop computer for analysis. Data collection can be done by Mission food monitors or by an external contractor hired for this purpose.

Once the survey data are uploaded, Microsoft (MS) Excel is used to generate a results table for each CS activity included in the survey. The results indicate whether (Yes or No) a CS is performing adequately (reaches or meets a performance benchmark) on each indicator. The important final step in the Layers process is sharing the survey results with each CS in a report letter that acknowledges successful performance and identifies problem areas. The Mission and CS may then identify mutually acceptable corrective actions. The Layers manual includes a model report letter and recommendations for managing this step.

[bookmark: _Toc222638399][bookmark: _Toc222639276][bookmark: _Toc228174985][bookmark: _Toc234231049]1.2.7. Why is external technical assistance (TA) necessary?

This manual alone is not sufficient for implementing Layers. TA from a competent provider experienced in using Layers is required for the first year of implementation. TA will consist of close guidance and training through all the steps of the Layers process described below and in the subsequent chapters. The close TA provided in the first year of implementation and less intensive, virtual TA provided in the second year should enable a Mission to implement Layers independently in subsequent years. However, additional TA may be required if, for example, the Mission decides to add new questionnaires or brings on new staff who need to be trained.  

[bookmark: _Toc222638400][bookmark: _Toc222639277][bookmark: _Toc228174986][bookmark: _Toc234231050]1.2.8. How long does it take to implement Layers?

The duration of Layers implementation varies significantly depending on local circumstances. Determining factors include:

The number of CSs operating in-country and the number of activities being assessed
Time and resources available to a Mission, including the number of enumerators used to collect the data
Whether Mission staff or an outside contractor carries out the data collection
The Mission’s level of experience with Layers
Whether the Mission uses existing Layers questionnaire exclusively or wishes to develop new questionnaires

For example, a Mission that implements Layers with its own staff may spread the site visits out over an entire year while a Mission that hires an outside contractor may commission the work to be completed within three months. Figure 1 illustrates a timeline for the first year of establishing Layers in a country and conducting the first survey. Implementation in subsequent years would be expected to take considerably less time. This illustration identifies the sequence of tasks involved in implementation and when the different Layers team members are involved, and provides a plausible timeline for the first year of Layers with external TA, using the existing Layers questionnaires and assuming an external contractor is used. 



 (
Figure 1.
 Illustrative Timeline for Establishing Layers and Conducting the First Survey
)
[bookmark: _Toc222638402][bookmark: _Toc222639279][bookmark: _Toc228174988][bookmark: _Toc234231051]1.2.9. How much does it cost to implement Layers?

The cost of using Layers depends on the scope of the survey and associated staffing needs, as well as the extent of TA required for implementation. Scope and level of effort (LOE) are based on many of the same factors listed in Section 1.2.8 which determine how long it takes to implement Layers. Mission Managers should also take the following factors into account when budgeting for Layers:
 
Intensive TA from an experienced Layers provider in the first year of implementation; moderate TA in the second year; TA in subsequent years only if significant changes are made

Hardware and software, as specified in Section 1.2.11 and in Chapter 4 

Mission staff LOE spent planning and managing the survey and using Layers results

If the Mission is carrying out data collection: Mission staff LOE and field work expenses, including per diem, travel, communications and related materials

If the Mission is not carrying out data collection itself: the costs associated with hiring a contractor to conduct the field work, including LOE, per diem, travel, communications and related materials

TA for some questionnaires by technical sector specialists is required to collect data or to train enumerators

An illustrative budget for implementing one year of Layers is included as Annex 1.

[bookmark: _Toc222638403][bookmark: _Toc222639280][bookmark: _Toc228174989][bookmark: _Toc234231052]1.2.10. What personnel are required to implement Layers?

It takes a team to implement Layers successfully. Layers team members should have skills in four distinct areas: Title II programming, survey management, supervision and implementation, and use of computers. While one person may perform multiple functions, a Layers team typically consists of several people. In addition to the team members listed below who actually implement Layers, CSs make important contributions at different phases of the Layers process. Furthermore, the FFP/Washington, DC,-based country backstop officer (CBO) and the Regional FFP office should be kept aware of the Layers activities in your country and can participate remotely or in person at various stages.

Table 1 outlines the roles and functions that should be represented within the Layers team. Detailed information about the responsibilities and tasks associated with each of these roles may be found in the chapters indicated.

	[bookmark: _Toc222225713][bookmark: _Toc222640485][bookmark: _Toc222741729]Table 1. Roles and Functions of the Layers Team 

	Role (skill set)
	Functions
	Chapter(s)

	Mission Manager 

(Familiar with Title II programs)
	Decision-making about the use of Layers and composition of the Layers team 
Integrating Layers results into Title II monitoring
Communicating with CSs and negotiating performance indicators and benchmark
Interpreting and using Layers results
Overseeing Layers contractor (if Mission hires a contractor)
	2, 5

	Survey Manager

(Has experience managing field surveys)
	Managing all aspects of Layers implementation (i.e. sampling, questionnaire adaptation and testing, hiring and/or training enumerators and field survey supervisors, field manual, data collection, results)
Overall survey quality control 
Coordinating logistics
Communicating with CSs and all team members 
	3

	IT Specialist

(Comfortable with computers and playing a role in other aspects of the survey  process such as training and supervision of enumerators)

	Hardware and software acquisition, preparation and utilization, including MS Excel, MS Word, Pocket PC Creations (PPCC), MS ActiveSync and Java Virtual Machine (JVM)
Training enumerators and supervisors to use PDAs
Assist with adapting questionnaires, sampling, data management and data safeguarding, and generating Layers results tables
Programming questionnaires and file and data management
Providing other technical support to Layers team as needed
	3, 4

	Field Survey Supervisors

(Have experience supervising enumerators during surveys)
	Supervising and supporting enumerators in the field

	3

	Technical Sector Specialists 

(Subject matter experts in e.g., MCHN, agriculture, road construction)
	Training enumerators in how to evaluate sector-specific technical criteria in the questionnaire 
Collecting data in cases where technical skills cannot be transferred to enumerators
	3

	Enumerators

(Have experience conducting surveys)
	Data collection in the field  

	3



Several factors may influence the composition of the Layers team:

One person may play multiple roles, as long as all the required functions are performed. 

Depending on staff availability and expertise, the Mission may engage a third party contractor to collect data. Some or all of the Layers roles and tasks, with the exception of the Mission Manager function, may be contracted out. Technical sector specialists may be needed to train enumerators or conduct interviews themselves in cases where questionnaires require specialized knowledge or skills. For example, if a survey requires assessing the construction of a road, observing practices for weighing an infant or child, or assessing tree seedlings, expertise may be required in civil engineering, child health or agriculture/natural resource management.

[bookmark: _Toc222638404][bookmark: _Toc222639281][bookmark: _Toc228174990][bookmark: _Toc234231053]1.2.11. What technology is required to implement Layers?

Layers requires the hardware and software listed below. Please see Chapter 4 for detailed technical specifications.

Layers central computer: A central desktop or laptop is needed. However, the software required for Layers — Pocket PC Creations (PPCC) and MS ActiveSync — are usually not allowed on USAID Mission networks, so the Layers central computer may need to be a stand-alone computer, preferably with Internet access. If an external contractor is used, the central computer can be at their office. 

One or more laptops are desirable for synchronizing data from PDAs in the field, especially if an external contractor is used. 

PDAs: The PDAs must use the MS Windows operating system (OS). PDAs using the Palm OS and other platforms are not compatible with the software currently used for Layers questionnaires, PPCC.

PDA peripherals are needed, including secure digital (SD) memory cards and charging devices.

PPCC is the proprietary software used to create the Layers questionnaires, and is available for purchase at www.pocketpccreations.com.

ActiveSync is used for transferring data between the PDAs and the central computer, Java Virtual Machine (JVM) for using the Layers calculators, Resco Backup for backing up data, and Handy Switcher for managing files on the PDA. These may be downloaded/purchased from the internet. 

MS Word and MS Excel are also needed.

[bookmark: _Toc222638405][bookmark: _Toc222639282][bookmark: _Toc228174991][bookmark: _Toc234231054]1.2.12. How often should Layers surveys be conducted?

This decision should be made by the Mission in accordance with its needs and any applicable FFP guidance. In the initial years of a multi-year assistance program (MYAP), a minimum of one survey per year is recommended to establish a baseline, determine the scope of issues to address and establish priorities. If after several years the Mission feels that a CS is managing commodities in accordance with Regulation 11 and the USAID/FFP Commodities Reference Guide (CRG), and implementing activities as expected, then it may reduce the frequency of Layers monitoring or decrease the number of indicators assessed in each survey. However, if the first few Layers assessments reveal problems with systems or implementation, the schedule of one Layers survey per year should be maintained until the key problems have been addressed. If the Mission has the resources and the situation warrants it, more than one survey may be undertaken per year. A regular schedule of Layers monitoring may also be maintained if the Mission finds it useful for meeting audit or other monitoring requirements.   

[bookmark: _Toc222638406][bookmark: _Toc222639283][bookmark: _Toc228174992][bookmark: _Toc234231055]1.2.13. When should Layers data collection take place?

Site visits should be planned in accordance with:

Program cycles (e.g., during the school year for FFE, when infrastructure construction is finished for FFW)
The Mission’s need for data during a set timeframe, for instance to inform management decisions
Seasonal travel conditions
The political and security environment
Other program management priorities

[bookmark: _Toc222638407][bookmark: _Toc222639284][bookmark: _Toc228174993][bookmark: _Toc234231056]1.2.14. What is the role of CSs in Layers?

CS participation is important at key stages in the Layers process and CS buy-in is essential in order for Layers results to be used effectively for making program improvements. CSs should have substantive input into decisions about which activities will be assessed, what indicators will be used and what performance benchmark will be used to assess their performance. At the beginning of the Layers process, the Mission should give CSs an overview and explanation of the purpose of Layers. Initial decisions about the scope of Layers should be made jointly during a USAID and CS meeting. CSs will also be asked to provide a comprehensive list of their activity sites and they will participate in workshops to adapt the Layers questionnaires. Finally, after Layers results have been shared, the Mission should work closely with CSs to share Layers results and request CSs to develop corrective actions and monitor their implementation. 
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1.2.15. Can a Mission create its own questionnaires instead of or in addition to using existing Layers questionnaires? 

The existing Layers questionnaires are as follows:

Warehouse Management (WM) 
Food Distribution (FD)
Maternal and Child Health and Nutrition (MCHN)
Agriculture (AG)
Food for Work - Road (and path) Construction and Rehabilitation (FFW-RC)
Food for Work - Road (and path) Maintenance (FFW-RM)
Food for Work - Dams and Canals for Agriculture (FFW-DC)
Food for Work - Wells (FFW-W)
Food for Education (FFE)
Tree Nurseries (TN)

Creating new questionnaires is one of the more complex aspects of using Layers. It requires understanding the types of questions Layers is best suited to address and the skills to formulate questions that yield meaningful results. From the IT perspective, creating new questionnaires requires a high degree of proficiency in PPCC. Training local personnel to make modest adaptations to existing questionnaires is part of the TA provided in year one. If a Mission anticipates making extensive adaptations to the existing questionnaires or needs to create new questionnaires, it should plan for more extensive TA and a longer planning period. 
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Chapter 2. Planning for Layers 

	Team Member
	Primary Responsibility
	Tasks Assigned
	Read for Background

	Mission Manager
	X
	
	X

	Survey Manager
	
	X
	X

	IT Specialist
	
	X
	X

	Technical Sector Specialist(s)
	
	X
	

	Field Survey Supervisor(s)
	
	
	

	Enumerators
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The first step in planning for Layers is to secure Layers technical assistance (TA), which may involve working through Food for Peace (FFP)/Washington or procuring services directly. A sample scope of work (SOW) for this TA is available in Annex 3. Next, with the help of the TA provider, assemble the Layers team and hold initial planning discussions on the budget, the hiring of an outside implementer versus doing Layers in-house, the equipment that needs to be acquired and the scope of the assessment. Finally, introduce Layers to cooperating sponsors (CSs), getting their buy-in on the scope of the assessment, requesting their activity site lists and preparing them for upcoming Layers meetings.

[bookmark: _Toc222638412][bookmark: _Toc222639289][bookmark: _Toc228174997][bookmark: _Toc234231060]2.2. Securing Layers TA

Acquiring the capacity to implement Layers requires intensive TA from an experienced organization for the first year with reduced TA in the second year. After the second year, the Mission and/or its contractor should be able to carry out Layers independently. (See Annex 2 for a checklist for overseeing the Layers process once external TA has ended.) When multi-year assistance programs (MYAPs) close and new MYAPs begin in a particular country, additional Layers TA may be required because questionnaires will have to be adapted to the new programs. 

Intensive TA in the first year of Layers will consist of up to three or four visits by the TA provider during key stages in the Layers process. The TA provider will introduce the Mission and CSs to Layers; help the Mission procure hardware, software and an external contractor if necessary; and lead the Mission/contractor through the processes of adapting and pre-testing questionnaires, drawing a sample from the comprehensive list of MYAP program sites compiled by CSs, training enumerators, putting the hardware and software systems into place, data collection, data analysis, report writing and making use of Layers results. A sample SOW for this TA is available in Annex 3.

[bookmark: _Toc222638413][bookmark: _Toc222639290][bookmark: _Toc228174998][bookmark: _Toc234231061]2.3. Holding Initial Planning Discussions

Several decisions need to be made early in the first year of the Layers process. Some of these decisions are for USAID to make while others should be discussed in partnership with the CSs. After the first year of Layers implementation, most of these initial planning discussions do not need to occur unless changes have been made to the MYAPs or to the way Layers is to be implemented. However, every year the Mission will still need to plan its Layers budget and to collect an updated Total Universe Spreadsheet (TUS; see Section 2.3.2) from CSs.

[bookmark: _Toc234231062]2.3.1. Hold an Internal USAID Planning Meeting

In addition to the FFP staff, there may be other interested stakeholders within the Mission, the Regional office or FFP/Washington who need or want to participate in Layers discussions. An internal kickoff meeting may be helpful to officially “launch” Layers and it gives USAID a chance to discuss initial Layers planning issues internally prior to meeting with CSs.  

Introduce Staff to Layers 

The first order of business should be to introduce staff to Layers and identify the Layers team members. Presentation materials about Layers are available in Annex 4, on the CD-ROM, and at the Layers website (http://www.fanta-2.org/layers/reference). 

[bookmark: _Toc222638415][bookmark: _Toc222639292]Consider In-House vs. External Implementation

Layers may be conducted ”in-house” if the Mission has the staff time, skills and preference to perform Layers itself, or may be contracted out if there are local providers with the capacity to conduct Layers. You may contract out certain elements of Layers (i.e. only the enumerators) or all of it. The role of the Mission Manager always stays in-house, however. Mission resources regarding the scope of the Layers survey (number of CSs and activities) and the availability of capable in-country firms are issues to consider when deciding whether or not to contract out. Annex 5 contains a checklist to help Missions determine if local institutions have the capacity required to implement Layers. Additional considerations include the need for sector technical experts (e.g., does the Mission have on staff someone who can assess road construction?) and the technology constraints (e.g., a computer that is not on the USAID network is needed).

If Layers is going to be contracted out, the procurement process needs to begin well in advance. A model SOW for such a contract is included in Annex 6. There are many areas in the SOW that need to be adapted to the Title II context in your country. For instance, estimates have to be made about the number of activity sites being operated by CSs prior to having complete information from the CSs about this. If you think you will be assessing an activity that requires technical sector expertise, such as civil engineering, you may want to specify that the local contractor hire sector experts.

Discuss the Budget and Procurement of Hardware and Software

What resources are available for conducting Layers and how much will it cost? The illustrative Layers budget in Annex 1 may help with your planning.

You should begin the procurement process for acquiring the necessary hardware and software. The hardware and software requirements and specifications for Layers are described in Chapter 4. Even if Layers is contracted out to an external implementer, you will want the hardware and the software licenses to belong to USAID, so USAID rather than the external implementer should acquire these.  

Identify the Layers Team Members

The Layers team must be able to perform all of the functions outlined in Chapter 1. It may include Mission personnel only or a locally-based external contractor (in addition to the Layers TA provider). Some tasks must be performed by Mission personnel, such as communicating results to CSs. Others can be contracted out. Identify who will fill the various Layers roles and functions listed in Section 1.2.10. Layers team members should then begin reading the Layers manual.

Discuss the Scope of the Layers Survey

The Mission will need to discuss which CSs and CS activities it wants to assess through Layers. It is recommended that all CSs be assessed at the same time, but a Mission may have specific reasons for doing otherwise. Deciding which activities to assess should be done early because it has implications for the entire Layers process.

This topic should be discussed internally by USAID and again with the CSs. See Section 2.3.2 for more details.
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2.3.2. Meet with CSs 

Engaging CSs proactively is an important part of Layers. There are key steps when CS participation is especially important, most notably in discussing  the performance benchmark, providing a complete list of activity sites for sampling, contributing to the adaptation of questionnaires, and working with the Mission to define and then implement the corrective actions indicated by Layers results. The Mission should therefore introduce Layers to the CSs early in the planning process.  

Present Layers to CSs

Use this manual and/or the Layers presentation in Annex 4 to explain Layers. Present Layers and emphasize its role in improving MYAP implementation as well as helping USAID meet its oversight responsibilities. CSs should understand that Layers results make it possible to identify specific areas in which their MYAPs are or are not meeting assessment indicators so that corrective actions may be taken. Assure CSs that they will be engaged in decisions about the scope and content of Layers, in a discussion of Layers results and in the development of corrective actions that are mutually acceptable to them and to the Mission. Give CSs a general sense of how and when implementation will unfold.

[bookmark: _Toc228175000][bookmark: _Toc222638419][bookmark: _Toc222639296]Discuss the Scope of the Layers Survey 

With CSs’ help, make a list on a flipchart of the different types of activities each CS is carrying out in the country. Discuss whether all activities should be assessed or only a subset of activities; if a subset, identify which activities. Consider whether the same activities will be assessed each year or if this year will be different from subsequent years.

Identify the “Lots,” I.E. the Activity Types for Each CS

Layers can be used to assess many different types of Title II activities. In a straightforward case, the activity types to be assessed through Layers correspond to all the activity types of each CS in the country. For instance, in the fictional country of Rizlandia where two CSs (Global Development and Emergency Relief [GDER] and End Hunger Now [EHN]) each operate their own MYAP, the activity types to be assessed by Layers may consist of:

EHN’s general warehouses
EHN’s maternal and child health and nutrition (MCHN) activity sites
EHN’s agriculture sites
EHN’s Food for Work (FFW) road construction/rehabilitation sites
GDER’s general warehouses
GDER’s safety net sites
GDER’s MCHN sites
GDER’s Food for Education (FFE) sites

The activity types by CS, displayed in the bullets above, correspond to the strata or “lots” from which the Lot Quality Assurance Sampling (LQAS) sample will be taken. In other words, each activity type for each CS will be sampled; then the Layers findings will be generalized to each activity type for each CS. For instance, in Rizlandia, Layers can assess a sample of 24 of GDER’s 150 MCHN sites and conclude from this sample that at its MCHN sites GDER is not meeting the expected benchmark in terms of, for example, community health volunteers having an adequate supply of mosquito nets to sell to mothers.

Not all countries are as straightforward as Rizlandia. CSs often work a) either as equal partners in a consortium that shares a single MYAP agreement or b) as a prime recipient with sub-recipients all under a single MYAP agreement, or a combination of both. In these cases, the Mission and the CSs together will have to decide whether to assess each CS separately or to treat the CSs as a group. The recommendation is that in situation a, each CS be treated separately because here CSs are equal partners and they usually want to see their own Layers results; thus the activity types of each CS would be sampled for Layers. In situation b, the different implementers should be treated as one single program because here there is a prime recipient who is responsible for the overall performance of the MYAP; thus the activities of each implementer would be sampled as a group. In all cases, local nongovernmental organization (NGO) sub-partners should not be treated as their own implementer; they should be grouped with the primary CS. Avoid sub-dividing CSs and activities into too many separate lots. Adding more lots increases Layers’ cost and level of effort (LOE) significantly.

When discussing which activities to assess using Layers, also consider the Mission’s and FFP’s monitoring priorities, any external conditions (e.g., the political or security environment that could impact the choice of which activities to include) and whether activities are ready to be assessed at this point in time. For instance, road building may need to be advanced before it makes sense to assess the road. 

Finally, it’s important to get an idea of the general approach being used by each CS for its activities in order to help develop questionnaires. For instance, both GDER and EHN are carrying out MCHN activities. If they are using very similar approaches, the same questionnaire could be used for both programs. However, it is more likely that they are implementing their MCHN activities differently and that each CS will need its own MCHN questionnaire. Read Section 3.3.1 before the initial meeting with CSs in order to understand why it is important to gather information about the CS activities during this meeting.

[bookmark: _Toc222638421][bookmark: _Toc222639298]Ask CSs to Submit a Completed TUS in Three-to-Four Weeks

 (
Text Box 1.
 
Customize the TUS 
T
emplate
 
to 
Y
our 
C
ontext
Before distributing the TUS template to CS
s
, customize the column headings for your situation. Adjust the headings of “region
,
” “province
,
” “department” and “community/village” to match the administrative divisions that exist in your country.   
These headings will eventually be imported into fields that are already programmed in the questionnaires in Pocket PC Creations
 (PPCC)
. Therefore
,
 it is strongly recommend that you use the template provided 
in 
Annex 
7 
and limit your modifications to adapting the column headings only. Avoid changing the number or order of the columns as this will complicate the programming. You may leave an unused column blank, but do not delete it.
CS
s are asked to provide information on the activities for which there are existing Layers questionnaires. If 
CS
s are implementing activities not covered by the list of Layers questionnaires, 
still
 add a code for that activity type to the TUS so that you can collect information on the sites for that activity
 for future reference
.  
 
Fill in your country name in the spreadsheet heading. 
If the need for new activity types/questionnaires was identified, create short codes (e.g.
,
 GW=general warehouses; AG=agriculture) for each new activity type and add this to the key on the instructions tab of the TUS template so that CSs can use those codes when they fill in the TUS.
)Explain the Total Universe Spreadsheet (TUS) (Figure 2) to the CSs. The Layers sampling process requires that every CS being covered in the survey provide an accurate and complete list of all the sites where it is conducting each of the activity types identified for Layers. A template is provided for creating the list of CS activity sites in a Microsoft (MS) Excel spreadsheet named “Total Universe.xls” in Annex 7, which can be found on the accompanying CD-ROM or the Layers website (http://www.fanta-2.org/layers/reference). 

Following the meeting, send an electronic copy of the customized TUS template (see Text Box 1) to each CS and ask them to fill in their activity and site information following the instructions and examples given in the spreadsheet. Give a deadline for submitting the completed form; CSs should return the completed spreadsheet to USAID within one month.

CSs should fill in the spreadsheet for all their activity sites grouping activities according to the activity types that were agreed upon during the meeting. If CSs operate in hard-to-reach locations, ask them to fill in the “optional” columns on the TUS which record information useful for survey logistics (e.g., how far the site is from the CS’s closest sub-office, how long it takes to get to the site, what means of transportation is necessary to reach the site). It usually takes some time for CSs to compile this detailed information. There will also be a need for reminders and revisions, so ask for this list early in the Layers process so that there is enough time to follow up with CSs. 
See Chapter 3 for more information on the correct completion of the TUS. If it is not filled in correctly, the survey may be delayed.

[bookmark: _Toc222225656][bookmark: _Toc228175702]Figure 2. TUS Template



[bookmark: _Toc222638422][bookmark: _Toc222639299]Prepare CSs for Upcoming Layers Meetings

Explain to CSs the points in the Layers process when they will again be asked to participate. At the beginning of Layers implementation, CSs will be asked to participate in further meetings with the Mission, the external Layers implementer (if used) and the Layers TA provider. They will:

Review Layers questionnaires to discuss the indicators against which CSs will be assessed and how questions should be asked (more information about reviewing and adapting the questionnaires is in Chapter 3)

Discuss the LQAS performance benchmark that will be used to determine how many of a CS’s sites have to pass an indicator in order for the CS to be judged as performing adequately on that indicator (more information about the performance benchmark is in Chapter 3)


	
What is LQAS? 

While Lot Quality Assurance Sampling (LQAS) may seem intimidating to non-statisticians, the basic idea behind this sampling and analysis approach is fairly simple. The key to using LQAS successfully in Layers is learning to use the LQAS calculators to determine the Layers sample size and decision rules (DRs), and understanding the correct interpretation of the Layers results. You do not need to master the statistical concepts behind LQAS – you simply need to know a few facts about the multi-year assistance program (MYAP) activities in your country and the decisions made by the Mission and cooperating sponsors (CSs) about the performance benchmark for MYAP activities each year, and then follow the instructions in this manual.

LQAS is a stratified sampling approach originally developed in the 1920s to test the quality of mass-produced manufactured goods. In its industrial application, LQAS is used to draw statistically reliable conclusions about the quality of a lot (strata) of products by testing the quality (pass or fail) of a relatively small, randomly selected sample of products from each lot produced by a machine. If a certain number of products fail the test, the entire lot is rejected. The LQAS approach has since been adapted for other purposes, including monitoring international health programs, in which a program’s management system and staff is considered the machine and the effect on beneficiaries (e.g., immunization rates) is the product. In Layers, LQAS makes it possible to assess whether a CS meets a pre-determined performance benchmark (yes or no) by conducting interviews and observations at a small number of CS sites randomly selected from the Total Universe Spreadsheet (TUS). The CS activity types are the “lots.” Sources for more information about LQAS’s application to public health are listed in Annex 8. 

LQAS uses a hypothesis test. In Layers, the null hypothesis is designed to give the CS the benefit of the doubt. We assume that the CS is performing at or above a certain threshold (performance benchmark) on a given indicator. Strong evidence is required in order to reject the null hypothesis and conclude that the CS is not performing as expected. If the null hypothesis cannot be rejected, it means that we maintain our assumption that the CS is performing adequately. 

To facilitate the use of LQAS, Layers provides web-based calculators, described in Annexes 9 and 10, to determine how many of a CS’s sites need to be included in the sample and how many of those sampled sites must pass in order for the CS to meet the performance benchmark that has been agreed upon with the Mission. 

Table 2 explains the LQAS concepts used in Layers.

Some Limitations of LQAS in Layers

LQAS only tells us whether a CS has met or not met the benchmark on a given indicator; it does not provide point estimates such as the “% of warehouses that are clean.”

If the planned sample sizes are not met, the error rates, especially alpha error (concluding “No - it does not meet the benchmark” when it actually does), increase substantially.

LQAS is good at accurately identifying a CS that is performing above the upper benchmark or below the lower benchmark. It is more likely to make errors when a CS’s performance falls between the two benchmarks.
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Table 2. LQAS Concepts 

	LQAS Concept
	Explanation 

	Sampling
	Using LQAS, you only have to visit a representative small number (sample) of a CS’s sites to assess its overall performance on an indicator. Sampling is more efficient than visiting all of a CS’s sites and much more reliable than visiting sites opportunistically.

	Population or Universe
	This is the total number of sites where a CS is operating a particular activity. All the sites in the population must have an equal chance of being included in the Layers sample.

	Sample Size
	This is the number of sites that must be assessed in order to make a statistically valid determination about the CS’s overall performance on a given indicator. The LQAS Sample Size Calculator will calculate this number for you.

	Performance Indicators
	When you visit sites in the sample, you will be assessing specific criteria about each activity. The criteria are the indicators measured by the Layers questions. For instance, two indicators that are commonly specified for food warehouse operations are that food stacks shall not exceed a certain height and that the passage between food stacks be 1 meter or more. For every indicator, the site either passes or fails to meets expectations. The Mission and CSs should agree on performance indicators during the questionnaire adaptation step of Layers.

	Performance Benchmark 

(known as the Upper Threshold Level on the LQAS calculator)
	This is the percentage of a CS’s activity sites that are expected to achieve (pass) the performance indicators assessed in the survey. Based on the performance of the sampled sites, LQAS detects if the CS is not meeting the performance benchmark on each indicator.  

The Mission and CS should agree to a mutually acceptable performance benchmark. A benchmark of 90 percent is frequently used in Layers. This means that 90 percent of a CS’s activity sites must pass the performance indicator in order for the CS to be considered as having met the benchmark for that indicator.

	Lower Threshold Level 
	When you use the LQAS Sample Size Calculator, described below, you will also be asked to enter a lower threshold level. 

The lower threshold is an unacceptably low level of performance that should not go undetected. This number is required to calculate sample size and DR. For Layers, the lower threshold should be set 20 percentage points lower than the upper threshold.

	Alpha and Beta Errors
	As with any sampling technique, there is always a risk of drawing an incorrect conclusion due to sampling error.  

The alpha error (≤ 10 percent in Layers), or Type 1 error in statistics, is the probability of rejecting the null hypothesis when it is true in reality. In other words, when you assess a CS that is truly at or above the benchmark/upper threshold on an indicator, you will incorrectly conclude that the CS is not performing at the benchmark/upper threshold up to 10 percent of the time.

The beta error (≤ 10 percent in Layers), or Type 2 error in statistics, is the probability of not rejecting the null hypothesis when it is false in reality. With LQAS, the beta error is calculated at the lower threshold. In other words, when you assess a CS that is truly at or below the lower threshold, you will incorrectly conclude that it is performing at or above the benchmark/upper threshold up to 10 percent of the time.

In reality, the beta error is greater than the 10 percent chance of failing to reject the null hypothesis when it is false. In LQAS, there is also a substantial risk of incorrectly classifying a CS whose true performance lies somewhere between the upper and lower thresholds. In other words, when you assess a CS that is truly performing at a level that falls between the two thresholds, there is a high probability of incorrectly concluding that it is performing at or above the benchmark/upper threshold. This is a demonstration of how the Layers approach gives the benefit of the doubt to CSs.

The Layers sample size is determined using alpha and beta errors of ≤ 10 percent. However, in instances where the planned sample size could not be met, these error rates will increase, particularly the alpha error.  The Decision Rule Calculator will give you the revised error rates in cases where the planned sample size was not met.

	Decision Rule (DR)
	The DR tells you how many of the sites included in the sample must pass the performance indicator in order for the CS to meet its overall performance benchmark for that indicator. In other words, if the sample size is 19 and the DR is 16, then if 16 or more of the 19 CS sites that are assessed pass an indicator, there is a high probability that 90 percent (benchmark) of the CS’s sites are meeting that indicator, and the CS would thus receive a “Yes - meets the benchmark” overall for the indicator.

The DR is calculated by the LQAS Sample Size Calculator.

Note that the DR does not automatically work out to be the same proportion as the performance benchmark. LQAS DRs are based on cumulative probabilities and are not a direct proportion of the sample size. For instance, if 19 sites are to be assessed and the performance benchmark is 90 percent, then wouldn’t the DR be 90% x 19 = 17? The answer is no; because of cumulative probabilities, the DR in this case is 16 and not 17, which is actually 84 percent of 19, not 90 percent.  

	Layers Determination/Conclusion
	LQAS makes a determination about the CS’s overall performance on each indicator. For every indicator, the CS receives either a “Yes - it meets the benchmark” or a “No - it does not meet the benchmark.” If the determination is “No,” there is strong evidence that the CS is not performing as expected. If the answer is “Yes,” we continue to assume the CS is performing adequately until more information is available to prove otherwise.

The determination is representative of all the CS’s sites, not just those assessed for the survey. A CS may receive a “No” on some indicators and a “Yes” on others within the same activity type. 
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Chapter 3. Layers Implementation
	Team Member
	Primary Responsibility
	Tasks Assigned
	Read for Background

	Mission Manager
	
	
	X

	Survey Manager
	X
	X
	X

	IT Specialist
	
	X
	X

	Technical Sector Specialist(s)
	
	X
	

	Field Survey Supervisor
	
	X
	

	Enumerators
	
	X
	



[bookmark: _Toc222638424][bookmark: _Toc222639301][bookmark: _Toc228175003][bookmark: _Toc234231065]3.1. Summary 

Sampling is the process of randomly selecting a small number of activity sites to statistically represent the entire population, or “universe,” of activity sites. Sampling consists of compiling the complete list of a cooperating sponsor’s (CS’s) activity sites, determining the required sample size using the Lot Quality Assurance Sampling (LQAS) Sample Size Calculator, filling in the Sample Sizes Worksheet and selecting the sites that will be visited for Layers data collection, plus three replacement sites. Adapting and Pre-Testing Layers Questionnaires and Setting the Performance Benchmark is the process of working with CSs to revise existing Layers questionnaires to suit local conditions and coming to agreement on performance indicators and performance benchmarks. Questionnaires will then be pre-tested for usability. Enumerator Training and Field Practice consists of structured classroom training followed by a field practicum, during which enumerators practice what they have learned by administering Layers questionnaires to real people using a personal digital assistant (PDA). Finally, Data Collection occurs when enumerators travel to selected sites to collect data while the Survey Supervisor, Survey Manager and Information Technology (IT) Specialist ensure data quality and safety. 
[bookmark: _Toc222638425][bookmark: _Toc222639302]
[bookmark: _Toc228175004][bookmark: _Toc234231066]3.2. Sampling 

The survey manager should take the lead in sampling, but the IT Specialist needs to be involved as well. 

Layers uses simple random sampling (SRS) within strata, meaning all activity sites have an equal chance of being selected for the sample and the sample sites must be chosen from a complete and accurate list of all activity sites. As explained in Section 2.3.2, the activity types for each CS are the strata or “lots.”  SRS is necessary with LQAS’s small sample size and is feasible given the relatively small universe of Title II activity sites. It is neither desirable nor necessary to use cluster or any other sampling approach. Cluster sampling may lead to a higher-than-desired intra-cluster correlation and thus may increase the risk of misclassifying a CS as meeting or not meeting the benchmark on a given indicator.

There are two cases in which we do not use sampling in Layers. See Text Box 2 on the next page for more information.

[bookmark: _Toc222638426][bookmark: _Toc222639303][bookmark: _Toc228175005][bookmark: _Toc234231067]3.2.1. Compile the Sample Frame

[bookmark: _Toc222639304][bookmark: _Toc228175006]Collect the Total Universal Spreadsheet (TUS) from CSs, Ensuring They are Complete, and Save the Spreadsheets with New Names

The first and most time-consuming step in the sampling process is compiling a complete and accurate list of all CS activity sites. This list will be used to select the sites that will be visited for Layers data collection. The selected sites and basic information about each site (i.e. CS name, activity type, location) will appear in a drop down menu in the PDAs. 

During initial preparations for Layers, CSs should have already been asked to provide complete lists of activity sites containing the activity type and the location of the site using the TUS, a template provided by Layers (see Annex 7). 
When the TUSs are submitted by the CSs, verify that they contain accurate and complete information in the correct format. You must have complete information about every CS activity site before the second step of the sampling process (selecting sites) can begin. You may need to communicate with the CSs multiple times to obtain complete information in the correct format. 

Ensure that CSs have filled in one row in the spreadsheet for each of their activities, not for each of their sites. Each activity must be listed on its own line because Layers assesses the performance of a CS’s activities, not the CS’s sites. See the Rizlandia example below for further explanation.

	Rizlandia Example

	EHN may have a site in the village of Loma where it carries out both Food for Work – Road Construction and Rehabilitation (FFW-RC) and maternal and child health and nutrition (MCHN) activities. EHN would have to list Loma in two separate rows: one row for FFW-RC and another row for MCHN. All of the information about that site would appear the same in both rows except in the “Activity Category” column, which would say “FFW-RC” in one row and “MCHN” in the other row, as illustrated in Figure 3.



	
Text Box 2. Two Cases When You Would Not Sample

There are two cases when LQAS sampling will not be used in Layers:

Regardless of how many general warehouses a CS has, all of them should be visited and assessed through Layers each year because commodity accountability is such an important part of USAID oversight of Title II programs. Thus, a sample of general warehouses will not be taken — the entire population will be assessed. 

For activities having fewer than 10 sites, the entire population of sites should be assessed. This is because 10 is a manageable number of sites to visit. And with such a small population size, the results will be more accurate when taking the entire population rather than introducing the possibility of error that comes with sampling.

In the above cases where the entire population is taken rather than a sample, the decision rule (DR) is the performance benchmark (i.e. 90 percent) multiplied by the number of sites (N) rounded up to the nearest whole number. 

	Rizlandia Example

	If End Hunger Now (EHN) has 8 general warehouses, all 8 would be assessed through Layers. The Mission in Rizlandia decided on a 90 percent performance benchmark. Therefore, the DR would be 8 * 90% = 7.2 rounded up to the nearest whole number = 8. Global Development and Emergency Response (GDER) has 10 general warehouses. Therefore the decision rule would be 10 * 90% = 9.
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Figure 3. Excerpt from the TUS of EHN/Rizlandia


The CS activity site information must be updated each year that Layers is carried out because changes take place in CS activities. Regular updating of the TUS is critical to the smooth operation of Layers. 

Once complete TUSs have been received, save each TUS file with the name of the CS in the filename.  When this step is complete, you will have one spreadsheet per CS listing all of the CS’s activity sites. 

	Rizlandia Example

	Using our two imaginary CSs, EHN/Rizlandia and GDER/Rizlandia, you would end up with the files shown in Figure 4.



[bookmark: _Toc222225658][bookmark: _Toc228175704]Figure 4. TUSs of EHN and GDER



[bookmark: _Toc222639305][bookmark: _Toc228175007]Create Separate Activity Site Spreadsheets (ASSs) for Each CS Activity Type 

In order to select the activity sites to be assessed, the TUS needs to be broken down by activity type. You will need to create separate Activity Site Spreadsheets (ASSs), each one capturing all of the sites where a CS is engaging in a particular type of activity. The easiest way to do this is to sort the TUS by the activity type column (see Text Box 3). Then, save the sheet as many times as there are activities and delete the unwanted activities from each sheet. Or, you can cut and paste the list of sites for each activity type into new Microsoft (MS) Excel spreadsheets. There is no template provided for this — you will create the new spreadsheets.
 (
Text Box 3.
 
How to 
S
ort the TUS in 
MS E
xcel
Select all the cells containing data or the entire sheet
.
Select 
S
ort
 from the 
D
ata
 menu.
Sort by the 
“
Activity Type
”
 column.
Click 
OK
.
)
	Rizlandia Example

	If we sort EHN’s TUS, we see it is implementing four types of activities. The eight rows showing EHN’s 8 general warehouses (GWs) will be saved in a spreadsheet called EHN_GW. The 25 rows listing EHN’s MCHN sites would be saved in a separate spreadsheet called EHN_MCHN, and so on.  See an excerpt of EHN’s sorted TUS in Figure 5.
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Figure 5. EHN’s TUS Sorted by Activity Type



[bookmark: _Toc222639306][bookmark: _Toc228175008]Number Each Site in the ASS and Save the Spreadsheets with New Names

 (
Text Box 4.
 
How to 
Use 
A
utofill
 in MS Excel to Number the Activity Sites
 
Type “1” in the first cell to be numbered.
Type “2” in the second cell to be numbered.
Highlight the first two cells.
Move the curser to the lower right hand corner of the highlighted cells until it turns into a “+.”
Left-click and drag the window down to all of the cells where you want the numbering to fill in.
Release the left click.
)When you create the ASSs, use the empty left-hand column to number every site from 1 to N (total number of sites) as shown below. Every activity site must have a number assigned to it. See Text Box 4 for instructions on how to automatically number rows in MS Excel. Figure 6 shows an ASS with the sites numbered.
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Figure 6. EHN’s ASS for MCHN with Each Activity Site Numbered 



Save each new spreadsheet with the name of the CS and the activity type in the filename. At the end of this process, you should have one ASS for each activity for each CS, as shown in Figure 7. 

[bookmark: _Toc222225661][bookmark: _Toc228175707]Figure 7. The ASSs for Rizlandia



[bookmark: _Toc222638427][bookmark: _Toc222639307][bookmark: _Toc228175009][bookmark: _Toc234231068]3.2.2. Determine Sample Sizes (n) and Decision Rules (DR) Using the LQAS Sample Size Calculator

A sample size needs to be calculated for each of the activity types (per CS) and inserted into the Layers Sample Sizes Worksheet. Layers provides an LQAS Sample Size Calculator, Annex 9, to help you determine the number (n) of activity sites that need to be visited for each CS activity. The calculator also produces the DR – the number of those sites which must receive a “pass” in order for the CS to meet the performance benchmark for a particular indicator. 
NOTE: You will not be able to calculate sample sizes until after the meetings have taken place between the Mission and CSs to discuss what the performance benchmark should be, as described in Section 3.3.

[bookmark: _Toc222639308][bookmark: _Toc228175010]Adapt the Sample Sizes Worksheet Template and Save It with a New Name

Layers provides a worksheet in MS Excel for keeping track of the population size (N), sample size (n) and decision rule (DR) for each CS activity type, Annex 11. The worksheet is called “Sample Sizes” and is available at the Layers website (http://www.fanta-2.org/layers/reference) and on the CD-ROM. As illustrated below, CSs are listed across the top of the table and activity categories are listed down the left hand side of the table. 

Adjust the worksheet to fit your situation:

Fill in the country name and the year.
Fill in the names of the CSs in your country. 
Delete the rows for activities that are not applicable to your country. Add new activity types, if necessary.
Using the CS ASSs that you created, fill in the population size (N) for each CS activity. N is the number of activity sites listed in each of the activity site spreadsheets. 

	Rizlandia Example

	Figure 8 is the Sample Sizes Worksheet for EHN and GDER with the population size (N) entered.



[bookmark: _Toc222225662][bookmark: _Toc228175708]Figure 8. Rizlandia Sample Sizes Worksheet with Population Sizes  
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[bookmark: _Toc228175011]Open the LQAS Sample Size Calculator

You may use the LQAS Sample Size Calculator on the Layers website (http://www.fanta-2.org/layers/reference) or download it to your computer following the instructions provided at that web site. When you click on LQAS Sample Size Calculator, the screen will look as it does in Figure 9.
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Figure 9. LQAS Sample Size Calculator

[bookmark: _Toc222639310][bookmark: _Toc228175012]Enter the Parameters for Your Survey into the LQAS Sample Size Calculator

Certain information needs to be entered into the calculator in order for it to generate the sample size (n) and decision rule (DR) for each activity type (per CS). For more information about LQAS and the meaning of the calculator parameters, see What is LQAS?.

Working with one activity type (“lot”) at a time, enter the following parameters into the fields on the calculator:

Population Size: Enter the total number of activity sites operated by the CS (N) for the activity. 
Upper Threshold Level: Enter the performance benchmark agreed upon by the Mission and CS(s). 
Lower Threshold Level: For Layers, the lower threshold should be 0.2 below the upper threshold. 
Maximum Tolerable Alpha Error: For Layers we normally keep this at .10
Maximum Tolerable Beta Error: For Layers we normally keep this at .10

[bookmark: _Toc222639311][bookmark: _Toc228175013]Calculate the Sample Size (n) and Decision Rule (DR)

After the required parameters are entered, click the Find Best Sample Size and Decision Rule button. The calculator will display the number of sites to be visited in the “Sample Size” field. The DR is displayed in the “Decision Rule” field. Repeat this process for every activity type and for each CS. 

	Rizlandia Example

	Figure 10 shows the LQAS Sample Size Calculator being used to determine the sample size (n) for GDER’s safety net (SN) activity. GDER is providing safety net rations in N=70 (population size) activity sites. The calculator shows that you would need to visit n=19 (sample size) of GDER’s 70 SN sites to get a statistically valid sample. Looking at the Decision Rule field you will see that DR=16 sites must pass the indicator in order to conclude that GDER is not failing to meet the 90 percent performance benchmark for that indicator. Indicators for which fewer than 16 sites pass are flagged as the subjects where GDER is not performing adequately.




[bookmark: _Toc222225664][bookmark: _Toc228175710]Figure 10. LQAS Sample Size Calculator for GDER’s Safety Net (SN) Activity Sites

[bookmark: _Toc222639312][bookmark: _Toc228175014]Fill in the Sample Sizes Worksheet with the n and DR Information

Note that there is a second calculator called the LQAS Decision Rule Calculator, which is not used until data analysis time.  Under ideal circumstances you will have no need for the Decision Rule Calculator.  It is used only in cases where the planned sample size was not met and you have to recalculate the decision rule and error rates based on a smaller sample size.  Further explanation of the Decision Rule Calculator can be found in Chapter 4’s Text Box 11. 

Fill in the Sample Sizes Worksheet for all the activity types for each CS. 

	Rizlandia Example

	Figure 11 shows the Sample Sizes Worksheet for Rizlandia.



[bookmark: _Toc222225665][bookmark: _Toc228175711]Figure 11. Rizlandia Sample Sizes Worksheet with Sample Sizes and DRs



[bookmark: _Toc222638429][bookmark: _Toc222639314][bookmark: _Toc228175015][bookmark: _Toc234231069]3.2.3. Randomly Select the Activity Sites to be Visited and the Replacement Sites

You now have the numbered lists of all activity sites (ASSs) and know how many sites you need to sample from that list (n). 

For every sample size (n) that was calculated, we will add an additional three activity sites (n+3) in order to have three replacement sites in the event that the originally selected sample sites cannot be visited. Replacement sites should not be used lightly. Guidelines for their use are explained in Section 3.5.4. Do not record the three additional sites in the Sample Sizes Worksheet filled out in the previous step. 

The next step is to determine which specific sites will be visited. It is important that site selection be done randomly. If the sample is not random, the results of Layers will be biased and cannot be used to make conclusions about CS performance. Selecting activity sites randomly gives all sites an equal chance of being selected. The activity sites will be chosen by randomly drawing numbers between 1 and N.

[bookmark: _Toc222639315][bookmark: _Toc228175016]Select n+3 Random Numbers between 1 and N for Each Activity Type

For each activity type, per CS, you will need to select n+3 random numbers — the size of your sample plus 3 replacement sites. The numbers selected must be between 1 and N — the total number of activity sites listed in the ASS. 

There are many possible ways to select random numbers. In our case, we need to select random numbers without replacement. Several simple and reliable methods are available for doing this, including a random number table and an online random number generator. You may also use a statistical software package, such as SPSS if you are familiar with this software. Do not use MS Excel because it generates random numbers with replacement, whereas we need to draw numbers without replacement. See Annex 12 for step-by-step instructions on using the random number table and the online random number generator.

	Rizlandia Example

	We learned that 22 (sample size of 19 + 3 replacement sites) of GDER’s 70 SN sites must be selected. An online random selection tool was used to randomly select 22 numbers between 1 and 70 without replacement. The online random number generator generated the following 22 numbers.
	Random Numbers 

	42 61 04 51 34 15 52 12 29 48 23 47 28 33 68 49 40 65 22 14 17 37






[bookmark: _Toc222639316][bookmark: _Toc228175017]
Identify the Sites That Correspond To the Random Numbers and List Them in a New Spreadsheet For Each Activity Type, Per CS

Remember that each activity site was assigned a number from 1 to N in the left-hand column of the ASS. In the ASS, highlight the sites that correspond to the selected numbers. 

	Rizlandia Example

	The GDER SN sites to be visited for the survey are highlighted in the ASS in Figure 12.
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Figure 12. GDER’s SN Selected Sites Highlighted in the ASS



Move the selected sites to a new spreadsheet named “Selected Sites” and number the sites in the left hand column from 1 to (n+3). 

	Rizlandia Example

	Now the selected GDER SN sites have been moved into a new spreadsheet called “Selected Sites GDER_SN.” Figure 13 shows this spreadsheet.


[bookmark: _Toc222225667][bookmark: _Toc228175713]Figure 13. GDER’s SN Selected Sites Spreadsheet



[bookmark: _Toc222639317][bookmark: _Toc228175018]Identify the Replacement Sites and Move Them to the Bottom of the List
 (
Text Box 
5.
 Why does a second round of selection have to be done for the replacement sites?
The replacement sites can
not
 be selected after the initial n sites, nor can they simply be the last three o
f
 the n+3 sites selected. They need to be 
selected in a second round of sampling in order to maintain equal probabilities of selection.
)
From the randomly selected sites (n+3), you now need to identify which three will be the replacement sites so you can move them to the bottom of the list. To do this you will need to perform a second round of random number selection. 

Once again, use the random number tool of your choice to pick three random numbers between 1 and (n+3). The three numbers generated represent the replacement sites and they should be set aside (move to the bottom of the list of sites to be visited) and only visited if a replacement site is needed. More information on using replacement sites can be found in Section 3.5.4.

	Rizlandia Example

	Since 22 activity sites were selected for GDER, we would generate three random numbers between 1 and 22. Let’s assume that the online random number generator generated the following three numbers. Those sites would be your replacement sites. The replacement sites are highlighted in Figure 14.

	Random Numbers 

	11 05 16
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Figure 14. GDER’s Selected SN Sites with the Replacement Sites Highlighted



	Rizlandia Example

	Now the 3 replacement sites have been moved to the bottom of the list as shown in Figure 15.



[bookmark: _Toc222225669][bookmark: _Toc228175715]Figure 15. GDER’s Selected SN Sites With the Replacement Sites Moved to the Bottom



[bookmark: _Toc222638430][bookmark: _Toc222639318][bookmark: _Toc228175019][bookmark: _Toc234231070][bookmark: _Toc222638431][bookmark: _Toc222639319]3.2.4. Create One Complete List of All the Activity Sites to be Visited During the Survey Using the SSS Template

Once you have randomly selected the n sites + 3 replacement sites for every activity type per CS, you will be able to fill in the Sample Sites Spreadsheet (SSS), Annex 13, which lists the selected sites of all the activity types for all CSs in a single document. Notice that the SSS is very similar to the TUS with the addition of a few columns. It is important, however, to use the SSS template rather than creating a new spreadsheet.

[bookmark: _Toc222639320][bookmark: _Toc228175020]Adapt the SSS Template and Save It with a New Name

Use the SSS template provided by Layers (Annex 13), changing the column headings to match the administrative divisions used in the prior spreadsheets (TUS, Activity Sites) if necessary. The SSS will be imported into the questionnaires in Pocket PC Creations (PPCC) and is programmed to populate fields that already exist in the questionnaire programs. Therefore, it is strongly recommended that you use the template provided and limit your modifications to adapting column headings. Avoid changing the number or order of the columns. You may leave an unused column blank, but do not delete it.

The SSS will be used during field work by enumerators, field survey supervisor, drivers, etc. However, this list should not be shared with the CSs. The sites to be visited for Layers should be unannounced to ensure that no bias is introduced, meaning that the selected sites do not “prepare” for the Layers visit or otherwise receive extra attention that would set them apart from the sites that were not selected.

Once the template is ready, copy and paste the rows from the individual Selected Sites spreadsheets into the single SSS. All selected sites should go together into the SSS.

[bookmark: _Toc222639321][bookmark: _Toc228175021]Assign Site Codes to the Sample Sites

In the SSS spreadsheet, keep the sites grouped by CS and by activity type. Make sure the replacement sites remain at the bottom of each activity type list. The left-hand column, Activity Site Code, needs to be filled in. Every selected activity site will be assigned a unique Site Code constructed from the CS’s name, the activity type and a number. 

The first two letters of the code are the first two letters of the CSs name. The following two to four letters are the acronym for the activity type. The full acronym can be used for most activities (e.g., AG for Agriculture, MCHN for Maternal and Child Health and Nutrition). For Food for Work (FFW), shorten the acronym to “F,” followed by the type of FFW program (e.g., RC for Road Construction and Rehabilitation, RM for Road Maintenance, IC for Irrigation Canals, W for Wells). A dash follows the activity type. After the dash, assign a unique number to each activity site within each activity type, from 1 to n. Start at 1 again for each new activity type. Finally, the site codes for the replacement sites should end with an “R” to identify them as replacement sites.  

For instance, GDER’s safety net (SN) sites would be coded as follows. See Figure 16 for more examples.

GDSN-1
GDSN-2
GDSN-3
.
.
.
GDSN-19
GDSN-20R
GDSN-21R
GDSN-22R
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Figure 16. Excerpt from Rizlandia’s SSS with Activity Site Codes



Save the SSS; it will eventually be loaded into the PDAs. It can also be used now to begin planning survey logistics using the last two columns of the spreadsheet. The deployment plan can be created from this spreadsheet. Save the sheet again as “Site Visit Plan” and sort the sheet by the geographic columns (region, province, etc) to see where the field teams will be spending their time. Consider how field staff can be divided up into teams that will cover the sample sites (but ignore the replacement sites). Which team will cover which area? Plan out how much time would be needed at each site and for traveling between sites and enter target dates for enumerators to be at each site. Fill out the “Field Logistics” columns with this information.

[bookmark: _Toc222638433][bookmark: _Toc222639323][bookmark: _Toc228175022][bookmark: _Toc234231071]3.3. Adapting and Pre-Testing Layers Questionnaires and Setting the Performance Benchmark

These tasks are most time and labor intensive the first year that Layers is implemented. For subsequent years, the questionnaires will already exist and the performance benchmark will have already been set.  These steps will only need to be followed after year one if there are substantial changes to the multi-year assistance programs (MYAPs), the way of implementing Layers or to questionnaires. However, every year, the Mission or the external implementer should review the questionnaires used the previous year to determine if there are any small revisions/corrections that need to be made.


[bookmark: _Toc234231072]3.3.1. Identify the Questionnaires that will be Needed

Using the list of activity types per CS that was compiled during the initial meeting with CSs, you can readily see what questionnaires will be needed. However, in some cases each CS will need its own questionnaire and in other cases the same questionnaire can be shared across CSs. For instance both GDER and EHN are carrying out MCHN activities. If they are using very similar approaches then the same questionnaire could be used for both programs. However, it is more likely that they are implementing their MCHN activities differently and that each CS will need its own MCHN questionnaire. 

If new questionnaires need to be developed, the survey manager, with assistance from the Layers technical assistance (TA) provider, should begin drafting those questionnaires immediately following the initial meeting with CSs. Using information from the initial meeting and documents that describe the CS programs, a draft of the new questionnaire should be ready two-to-three weeks prior to the questionnaire adaptation meetings. The drafts of new questionnaires as well as the existing Layers questionnaires should be shared with CSs several weeks before the questionnaire adaptation meetings so they have time to study them and prepare comments. The drafts may be changed significantly during the workshop with CSs, but it is helpful to start with a draft rather than trying to develop a questionnaire from scratch during the adaptation meetings.

There are existing Layers questionnaires that will be adapted to the CS’s programs. Existing questionnaires are available in the following areas and others may become available:

Warehouse Management (WM)  
Food Distribution (FD)
Maternal and Child Health and Nutrition (MCHN)
Agriculture (AG)
Food for Work – Road (and path) Construction and Rehabilitation (FFW-RC)
Food for Work – Road (and path) Maintenance (FFW-RM)
Food for Work – Dams and Canals for Agriculture (FFW-DC)
Food for Work – Wells (FFW-W)
Food for Education (FFE)
Tree Nurseries (TN)

Check the Layers website (http://www.fanta-2.org/layers/reference) for the most up-to-date list of existing questionnaires. It is possible to create new questionnaires if the existing ones do not cover the CSs activities, however, creating new questionnaires is time consuming and the decision to create new ones should be made carefully.  

A detailed profile of each questionnaire is provided in Annex 14. The questionnaires themselves are in Annex 15 of the manual and may be downloaded at the Layers website (http://www.fanta-2.org/layers/reference) or found on the CD-ROM. Some of the questionnaires are broadly applicable from country to country, with little or no adaptation needed. Others require more extensive adaptation, which has implications for the skills and resources required to use them. 

For each question/indicator, there is a correct answer or acceptable range of answers that determine whether or not the site ‘passes’ the indicator. The determination is based on regulations, common program models, best practices and the CSs’ strategies. For example, a maximum height should be complied with when stacking commodity bags in a warehouse; if this height is exceeded in a given site, that site will be judged to have “failed” to meet that specific performance standard in that warehouse. 

The WM questionnaire assesses Title II commodity management based in part on the guidelines in the USAID/FFP Commodities Reference Guide (CRG). These questionnaires will probably not require adaptation as the same standards apply to all Title II programs. However, Layers includes a physical inventory of the commodities stocked in a warehouse at the time of the Layers visit and checks to see if the warehouse ledger accurately reflects the physical inventory. Often there is a slight difference between the ledger and the physical stock. The Mission and CSs must agree on the maximum acceptable discrepancy between the ledger and the physical stock. Some countries may use a 5 percent discrepancy while others will be comfortable with a smaller discrepancy.

Questionnaires have been developed to assess the MCHN and AG extension activities of CSs in some countries. However, these programs are highly country- and CS-specific, so the existing questionnaires may require significant customization for use in your country. 

The FFW questionnaires assess the quality of certain types of infrastructure built or maintained with Title II funds. These questionnaires are intentionally general, meaning performance should be based on the country’s engineering norms. These norms should be discussed during the questionnaire adaptation and further defined during enumerator training. Thus, the CSs and the Layers infrastructure expert should be present during questionnaire adaptation. 

The FFE questionnaire assesses the ability of the FFE program to maintain student attendance above expected levels (usually 85 percent enrollment). It also evaluates whether the key elements of an FFE program are present (e.g., nutrition education, the distribution of deworming tablets and vitamin A), the availability and/or quality of key infrastructures (e.g., classrooms, kitchen, latrines, potable water, proper commodity warehousing), the presence and qualifications of teacher staff, and the existence and level of activities of a parent-teacher association (PTA). The questionnaire may need to be adjusted to correspond with the FFE activities in your country.

The TN questionnaire is based upon some general principals of what makes an effective tree nursery. It may need to be adjusted to correspond with tree nursery activities in your country.

[bookmark: _Toc222638435][bookmark: _Toc222639325][bookmark: _Toc228175023][bookmark: _Toc234231073]3.3.2. With CSs, Adapt Questionnaires and set the Performance Benchmark

 (
Text Box 6.
 A Joint CS and Layers-Team Workshop to Adapt Layers Questionnaires
A joint workshop between CSs and the Layers team is an effective mechanism for reviewing the questionnaires if CSs in the country are implementing similar activities. If CSs have different activities, however, individual work sessions between the Layers team and each CS may be better 
to adapt
 questionnaires that are different for each CS.
Ensure that the CS staff members who attend this workshop or meeting have a detailed understanding of the technical and implementation aspects of the CS activities that will be assessed with Layers. 
Prior to the workshop or meeting, the Layers team should familiar
ize themselves
 with the questionnaires and identify key issues to be addressed with the CSs. Send the questionnaires (in MS Word) to the CSs a few weeks ahead of the review workshop so that CSs have an opportunity to study them. Ask them to come to the workshop with their comments prepared so that by the end of the workshop, all the Layers questions will be mutually agreed upon, clear, unambiguous, relevant to the activity, fair to CSs
,
 and intelligible to enumerators and site managers. 
)CS participation in adapting the Layers questionnaires is essential to ensure the applicability and quality of the instrument, and to get CS buy-in on the indicators that will be used to assess their performance. Adaptation may be done through a joint workshop or meetings with individual CSs (see Text Box 6). The adaptation process requires a careful review of every question to determine whether it represents a fair indicator, whether it is applicable to the Title II activities in-country, and whether the wording of each question is intelligible, non-ambiguous and elicits an appropriate answer. Asking for CS contributions on those aspects is an excellent way of engaging them in the Layers process and demonstrates the United States Agency for International Development’s (USAID’s) intention that Layers questions be relevant and fair. 

In addition to adapting the questionnaires that will be used to assess CS performance, the LQAS performance benchmark should be discussed with CSs during the questionnaire review meetings. Whereas the indicators are the criterion measured by the Layers questions, the “performance benchmark” is the percentage of a CS’s activity sites that are expected to meet each indicator. Usually, the Layers performance benchmark is set at 90 percent. In other words, 90 percent or more of a CS’s sites are expected to comply with a given Layers indicator. If the CS does not meet the benchmark on an indicator, it means fewer than 90 percent of activity sites are performing up to expectations on that indicator. Usually the same benchmark is used across all indicators and all CSs. However, the benchmark may be set differently. It can also be changed from year to year.  

[bookmark: _Toc222638436][bookmark: _Toc222639326][bookmark: _Toc228175024][bookmark: _Toc234231074]3.3.3. Revise the Questionnaires in MS Word and in PPCC

Revise the questionnaires based on the decisions made during the meetings with CSs. Whenever questionnaires are revised, the Survey Manager updates the MS Word version of the questionnaire while the IT Specialist makes corresponding changes to the PPCC version. As the correspondence between the MS Word and PPCC versions is critical and it can be difficult to keep track of changes, it is recommended that the MS Word version always be done first and be treated as the “Master Questionnaire,” and that the PPCC version always be adapted from that master version. Reprogramming the questionnaires in PPCC is described in Chapter 4.

[bookmark: _Toc222638434][bookmark: _Toc222639324][bookmark: _Toc228175025][bookmark: _Toc234231075]3.3.4. Translate the Questionnaires if Necessary

The existing Layers questionnaires are available in English, Spanish and French. Many of the questions are observations made by the enumerators; therefore, as long as enumerators speak English, Spanish or French, very little translation into local language is needed for most Layers questionnaires. Depending on the questionnaire, there are some sections that are spoken aloud to respondents and those questions do need to be translated into local language. If enumerators speak local languages only, then the entire questionnaire will need to be translated into local language. Note, however, that PPCC only supports the Roman alphabet.

Translated versions of the questionnaire should be created in both MS Word and in PPCC. 

[bookmark: _Toc222638437][bookmark: _Toc222639327][bookmark: _Toc228175026][bookmark: _Toc234231076]3.3.5. Pre-Test and Revise the Questionnaires Again

Once the questionnaires have been revised, programmed and loaded onto PDAs, the Layers Team should pre-test them at a few activity sites. See Text Box 7.

 (
Text Box 7.
 
Arrangements  for
 Pre-Testing
Logistical arrangements for the pre-test include transportation, accommodations, travel authorization if necessary
,
 paper copies of the questionnaire and 
PDAs
 containing the PPCC version of the questionnaire. 
Make arrangements with the 
CS
 in advance for a 
CS
 staff member to accompany you to the identified site and introduce you to the staff who will be interviewed.
)Questionnaire pre-testing should be done the first year a questionnaire is used and also in subsequent years if changes are made. The purpose of this pre-test is to catch major problems in questionnaire design, logic, wording and comprehension from the point of view of the enumerator and the respondent. The questionnaires will also be field tested during the field practice portion of the enumerator training. Thus, formal pre-testing could be skipped in years that the Layers questions have not been changed from the way they were used the previous year. 

The pre-testing team should include the Layers TA provider, survey manager, IT Specialist, field survey supervisors (if they have been brought on board at this point) and any technical sector specialists who are helping revise the questionnaires. The sites visited for the field test should not be part of the formal survey sample and may be chosen based on convenience of travel rather than through random sampling. Try to test each questionnaire type two or three times.  

Conduct the survey using a PDA. As you administer the questionnaire, be alert to:

Observations the enumerators are asked to make that are difficult or impossible to determine 
Questions that seem illogical or out of order
Questions for which the skip pattern does not work
Questions that are difficult to ask
Questions that are not well understood by the respondent
Questions that do not prompt the anticipated type of answer
Response options that do not match or include what the respondent wants to answer
Problems with using the questionnaires on the PDA

Following pre-testing, revise the Master Questionnaire (MS Word version) as needed, then reprogram the questionnaires in PPCC, as described in Chapter 4.
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 (
Text Box 
8
.
 Training Considerations
It is a good idea to train a few extra enumerators and an extra field supervisor who can take the place of an original staff member if one unexpectedly becomes unavailable or if an original staff members under-performs during the training.
Allow sufficient time to develop training content and materials, plan the logistics of the training session and 
carry out the 
field practice. 
Y
ou will need
 to have both
 the questionnaires loaded onto the 
PDAs
 and printed copies of the questionnaires
 for the training
. You may 
also 
want to make copies of sections of this chapter and some of the annexes
 of the manual
.
)The Survey Manager takes the lead on enumerator and supervisor training with contributions from the IT Specialist, the Mission Manager and the sector specialist(s). Training is necessary, whether the Mission hires an external contractor to collect data or implements Layers using its own staff. See Text Box 8 for some additional considerations.  

The learning objectives for enumerators are:

Mastery of the PDA
Mastery of the questionnaires
Ability to conduct interviews/observations using the Layers questionnaires on the PDA
Ability to properly execute field procedures, including backing up

The learning objectives for supervisors are the same as the above with the addition of mastery of supervision procedures. 

Training is essential during the first year of Layers implementation, when it will be the most extensive. In subsequent years, refresher training is advised, especially if new staff are hired or new questionnaires are introduced. The training includes doing a field practicum using the questionnaires, PDAs, supervising, and backing up and syncing. Even in years when a classroom training is not done, the field practicum must be done. It is essential for testing the questionnaires, programming and PDAs.

Enumerator and supervisor training includes traditional classroom-style instruction and a field practice. The Survey Manager will lead the training sessions related to the questionnaires and the IT Specialist will provide classroom training on the use of PDAs. Both people will also be needed during the field practice. Participants should include: 

Enumerators 
Field survey supervisors
Technical sector specialists as needed 
Mission Manager
Other Mission program staff or internal stakeholders

The training and the field practice may take one to two weeks depending on the number of questionnaires being used, travel conditions, etc. For the field practice, plan to visit at least 2 sites (preferably 3) for each questionnaire. The sites you visit should not be part of the selected sample, where possible, and should provide a realistic approximation of the field conditions enumerators and supervisors will face during the data collection phase. 
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3.4.1. Model Agenda for Layers Enumerator and Supervisor Training – Classroom Portion

The model agenda in Table 3 will help you plan and develop materials for the training. There are materials in the annexes you may adapt for your specific needs, including Annex 16 and Annex 17. 

	[bookmark: _Toc222225715][bookmark: _Toc222640488][bookmark: _Toc222741732]Table 3. Model Agenda for Layers Enumerator and Supervisor Training

	Topic/Activity
(Presenter)
	Content and Recommendations

	Welcome, Introductions

(Mission Manager, Survey Manager)
	Participants should be welcomed to the training session and have an opportunity to introduce themselves, meet each other and understand the objectives of the training.
A breakfast gathering, ice breaker or other activity may be used to set the tone.

	Background Presentation

(Mission Manager)
	Describe the history of Title II programs in your country and current CSs, their location(s) and activities.
Explain the Mission’s goals for using Layers (e.g., improved management, quality control) and why Layers is being conducted now. 

	Overview of Layers Presentation

(Survey Manager)
	This should be a broad overview of what Layers is and how it works. There is no need, for example, to explain the statistical underpinnings of LQAS to enumerators and supervisors. A PowerPoint presentation on Layers is in Annex 4 and may be used or adapted for this session. The presentation includes basic Layers concepts, including:
LQAS is based on a statistical method that allows the quality of a “lot” or batch of items to be determined by surveying a relatively small number of those items. 
The importance of sampling should be explained. Enumerators and supervisors should understand why they must make every effort to assess only the sites that were randomly selected. Explain the policy on when to use replacement sites.
Layers questionnaires assess the commodity management and activity implementation of Title II programs to determine whether the CS is meeting performance expectations.
Layers questionnaires are installed onto easy-to-use PDAs. Field teams travel to randomly selected sites to conduct surveys using the PDAs.
Data are synced from the PDAs onto a central computer, then a report is generated by the IT Specialist. If results indicate that a CS is not meeting performance expectations, corrective actions can be taken.

	Enumerators’ and Supervisors’ Roles and Responsibilities

(Survey Manager)
	Ensure that enumerators and supervisors know what their job is. Discuss the items on the lists of roles and responsibilities in Annex 18, even though they have not yet been introduced to the PDAs.
Have the Survey Manager and IT Specialist explain their roles as well.

	In-Depth Review of Questionnaires

(Survey Manager, Technical Sector Specialist[s])
	Using hard copies of the questionnaires, review each question in detail as a group. 
Enumerators and supervisors need to understand the intent and wording of questions, and when to mark a “Yes” or a “No.” For questions dealing with sector-specific issues, explanations should be given from technical sector specialists. Invite questions and define all the terms being used. 
Technical sector specialist(s) should review any technical practices required to conduct the survey (e.g., measuring roads, observing the weighing of infants) using hands-on demonstrations and exercises, and should verify that enumerators have mastered these skills.
If the questionnaire asks enumerators to observe certain documents (e.g., warehouse ledger, vaccination card), examples of those documents should be available.
Reviewing the questionnaires with enumerators and supervisors may occasionally reveal problems that were not caught during the pre-testing. Adjustments may still be made to the questionnaires, but should be kept to a minimum. The Survey Manager should update the MS Word document. The IT Specialist will execute the changes in PPCC.   
A Layers team member should take detailed notes during the review of the questionnaires and develop these notes into the field manual.

	PDA Basics

(IT Specialist)
	Refer to Annex 16. You may draw directly from this content or use it as a model for developing your own training materials. 
Train enumerators and supervisors to use the basic functions of the PDAs before introducing the electronic Layers questionnaires. Allow plenty of time for practice. Make sure they have understood the different methods of entering or inputting text.
Unstructured “playing” with the PDA is a good way to build skills and confidence. For instance, challenge participants to find and open specific programs or perform a function, such as entering data into the address book. Include common maintenance and trouble-shooting techniques, such as charging the PDA and dealing with a drained battery and a frozen screen.
Show participants how to consult the on-line help feature and manual that came with the PDA.

	Synchronization and Backup

(IT Specialist)
	Explain the basic concept of synchronizing, meaning transferring data from the PDA to a database on the central Layers computer or laptop. 
Explain the procedure developed for synchronizing PDAs for Layers. Be sure to cover how, where and when to synchronize. If synchronizing will happen in the field, explain the procedure, including details about using a laptop, if applicable.
Have supervisors practice syncing, if they will be doing it.
Explain the importance of backing up data to a secure digital (SD) card in order to minimize the risk of loss. Demonstrate the use of SD cards, explain the procedure for backing up data and have participants practice.

	Layers Questionnaires on the PDA

(Survey Manager, Technical Sector Specialist[s])
	Refer to Annex 17, which you may use or adapt for your training. 
Explain how to use the PDA specifically to open, navigate and save a Layers questionnaire.
Go through every question type to be sure participants understand the various question formats, the kind of answers they require and how to input the necessary data, including how to enter text.
Explain the “skip” features in the questionnaire so participants fully understand how and when skips will occur in the questionnaires they are using. 
Explain the “Comments” feature, which allows enumerators to note pertinent information, such as further explanation to justify the observations made.
Remind participants that they should always carry a hard copy of the questionnaire in the field in case their PDA is lost or broken.
Again, leave plenty of time for practicing. Have participants practice by interviewing each other. 

	Dos and Don’ts for Interviewing

(Survey Manager)
	Although most Layers indicators are observations made by the enumerator, some interviews will be conducted. Review best practices for interviewing, including explaining the interview process to respondents, asking for informed consent, building rapport, conveying respect, remaining neutral, thanking the respondent, etc. A skit demonstrating poor interviewing techniques is amusing and useful.  See Annex 18 for a list of Dos and Don’ts
Have a discussion about overcoming discomfort or concerns respondents may have about the PDAs, such as letting them look at it and using it unobtrusively.

	Review

(Survey Manager)
	Review the important topics covered in the training by playing a jeopardy or other type of game, asking participants to answer questions or administering a written test. You may also revisit the roles and responsibilities at this time.

	Overview of Field Practice and Data Collection 

(Survey Manager)
	Review the schedule and logistics for the field practice and data collection, including transportation, accommodations, site assignments, protocols for introducing themselves upon arrival, contact information, scheduling, reporting and supervision practices, emergency procedures in the event of an accident or injury, etc.  
Hold a supervisors’ logistics meeting if necessary.



Annex 18 describes the general roles and responsibilities of Layers enumerators and supervisors. You may adjust that list as necessary. Roles and responsibilities should be handed out and discussed during the training.
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3.4.2. Field Manual

Over the course of the classroom training, a field manual should be developed as a reference for enumerators. The largest section of the manual will be the questionnaire instructions which document the purpose and definition of each question and give extra instructions to enumerators on how to make the observation or ask the question. To illustrate, the FFW infrastructure questions in Layers are general, for example, “assess the quality of the drainage structures of the road.” The precise criteria to be used for assessing the quality of drainage in your country should be discussed during the training and specified in the field manual. The overview of existing Layers questionnaires in Annex 14 provides starting materials for the field manual.

The field manual contains:

A brief background on the survey
The roles and responsibilities of Layers team members
Enumerator Dos and Don’ts 
Questionnaire instructions
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Following the classroom training, participants should engage in a field practice at CS sites that are not part of the sample. See Text Box 9 for logistical requirements. You will want to test the questionnaires every year during the field practice to ensure that the PDAs and PPCC programming are working correctly, and to give enumerators and supervisors an opportunity to practice. The data collected during the field practice will not be included in the Layers analysis. 
 (
Text Box 9.
 Field Practice Logistical Considerations
You will need CSs’ help in identifying and scheduling sites to be visited during the field practice to ensure that 
CS
 staff will be available to work with enumerators
.
 
Build in sufficient time to travel between sites, debrief between practice sessions, provide supplemental training, problem-solve as needed, eat and rest. 
Materials needed include questionnaires installed on 
PDA
s
,
 paper copies of the questionnaires, laptop computer(s)
 and
 whatever is needed for charging the 
PDA
s. Also prepare any sector-specific equipment, instruments or supplies you will need to conduct the survey
 (e.g., 
tools for measuring roads, 
scales for 
weighing children
).
Allow time after the 
field practice
 for final changes to be made to the questionnaires before actual data collection begins. 
)
Any corrections to the questionnaires that were identified during the classroom training should be made in the MS Word version(s) then in PPCC. The revised questionnaires will need to be installed on the PDAs for the field practice. The field manual, in draft form, should be ready and copied for enumerators. Revisions may be made to it during the field practice. Provide hard copies of the questionnaires in case of computer failure or loss. 

During the field practice, supervisors should verify enumerators’ skills in interviewing, using the PDAs and performing any technical tasks required to conduct the survey. Supervisors should practice their own supervisory responsibilities. Supplemental training should be provided as needed. In turn, enumerators can provide valuable feedback about the questionnaires and identify any outstanding problems that were not identified during the pre-test or classroom training.

The IT Specialist should participate in the field practice to correct any final problems with the questionnaire programming that were not caught during the pre-test or the classroom training, and to test the procedures for backing up and syncing Layers data. During the field practice, questionnaires should be corrected in MS Word and PPCC and reloaded onto the PDAs daily so that enumerators can test the updated version the next day. 

Upon arrival in the site visit area, meet with CS staff to review the schedule and planned activities that will require CS participation. Ask a CS staff member to accompany you to the test site and make the necessary introductions. He/she will help identify the person for enumerators to meet with on site. The questionnaires you are using will determine who should be interviewed. Annex 14 indicates which staff person or program participant should be present for each questionnaire type. 

Enumerators will take turns administering the questionnaire. One person at a time should ask questions while the others practice data entry. Team members should notice how the questions and answers are delivered for later discussion. The field practice is the last opportunity to discover problems with the wording or programming of questions before actual data collection begins, so be attentive to the same types of issues you noted during the pre-test.

In addition to administering the questionnaires, enumerators should practice backing them up, and supervisors should practice reviewing the questionnaires and synchronizing them in accordance with the procedures developed by the IT Specialist. Laptops should be used for synchronizing.

After each practice session, withdraw from the site for a debriefing. It is helpful to capture the field team’s feedback about the questionnaires and their overall experience before continuing to the next site. You may also use this time to review best practices for interviewing, if necessary. 

Questions to cover during the debriefing include:

Were enumerators able to make the observations?  
Were enumerators able to perform all the sector-specific tasks associated with the questionnaire?
Did respondents understand the questions and requests for information (e.g., materials, paperwork)? 
Did the range of options available on-screen correspond to the reality on site? (Or, did you lack options? If so, which?)
Were enumerators able to use the PDAs effectively (e.g., entering data, navigating between screens, backing up)? 
Did backing up and synchronizing go smoothly?

If responses indicate problems with the wording or programming of questions, changes to the questionnaire may still need to be made. 

Allow a few days between the end of the field practice and the beginning of actual data collection. You will need time to make final changes to the questionnaires in MS Word and PPCC, to make final changes to the field manual, to print the questionnaires and field manuals, and to finalize the logistical arrangements and human resources matters.
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Data collection may last several weeks or months, depending on how many sites must be visited and whether the Mission hires an external contractor to collect all the data at once or collects the data itself little by little.

To maintain objectivity, CSs should not be informed ahead of time which sites will be visited. The Layers team may need to ask CS staff to direct them to an activity site or the person to be interviewed on the day of the visit, but the CS staff should not have prior knowledge of which sites are going to be visited.

Once teams arrive in the area of the sample site, inform local authorities of the survey’s presence, if necessary. Make contact with the CS sub-office in the zone and ask them to direct you or accompany you to the selected site and point out the appropriate respondents. CS staff should not be present during the interviews.
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3.5.1. Logistics

Create a site visit plan describing which enumerators or field teams will visit which sites and when it will happen. Depending on local circumstances enumerators may work in pairs or alone. If the survey is being done by an external contractor, usually several enumerators travel together in one vehicle, headed by a field supervisor. Other logistical arrangements to make include transportation and housing for enumerators, and the schedule of the Survey Manager and IT Specialist who will visit the survey teams in the field to verify the quality of the work being done and to synchronize data. 

Verify that you have all the necessary materials, PDAs have the current questionnaires installed and the batteries are charged, and the vehicle is full of gas. During the Layers survey, enumerators should carry a few hard copies of the questionnaires in the event of PDA failure or loss. They should each have a copy of the field manual. Field staff should also have identification badges to show to authorities and respondents.  Supervisors, drivers and enumerators should all have a printout of the site visit plan, describing which teams are supposed to visit which sites on what dates. The site visit plan is based on the SSS (see Section 3.2.4). It is also a good idea for the Survey Manager and supervisors to carry a copy of each CSs TUS, in case errors are identified and the TUS needs to be referred to. For instance, enumerators may arrive at an MCHN site and discover that there is no MCHN activity there, due to an error in the TUS.
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During the data collection, it will be the supervisor’s and Survey Manager’s role to guard the quality of the data collected by ensuring that the procedures for data collection, synchronizing and backing up are implemented in accordance with the instructions provided throughout this manual. Supervision should be most intense at the beginning of a survey (when enumerators are new) and toward the end of a survey (when enumerators are tired).

Supervisors are to review on a daily basis the data collected by enumerators to make sure that questionnaires are complete and data collection is on track. Questionnaires should be reviewed on the PDA before they are synced to the laptop so that any necessary corrections can be made in consultation with the enumerator or even after revisiting a site, if necessary. After syncing takes place, errors in the data cannot be corrected until the end of the survey when the data are exported from PPCC to MS Excel. If supervisors become aware of something that needs to be corrected after they have already synced the questionnaire, they should make a detailed note of the correction and give this information to the Survey Manager and IT Specialist. When enumerators submit their PDAs at the end of the day, supervisors:

Check that questionnaires are complete and make sense
Check that the correct number and type of interviews are being done
Verify that replacements were not used without prior permission
Plan to make back-checks on any questionnaires that look unusual 

It is recommended that supervisors make back-checks on about 5 percent of the interviews, meaning that they should revisit a few sites per enumerator to double-check the accuracy of the questionnaires filled out there. 

	Rizlandia Example

	Of the 19 SN sites that are to be visited for GDER, the supervisor would back-check 1 site.



Back-checking should be used sparingly, but not neglected. Back-checking verifies that the data were truly collected and that they are accurate. The supervisor should go back to a site where an enumerator has collected data and verify its accuracy, conduct the same observations and locate the respondent who answered the enumerator’s questions. Re-ask a selection of the questions to make sure the answers are the same as those recorded by the enumerator. In addition to the 5 percent guideline, a supervisor should back-check any site from which there is an incongruence in the data or where the supervisor has a reason to think the enumerator’s performance should be checked. 

The Survey Manager will circulate during data collection and visit each of the field teams to monitor the level of progress, ensure that procedures are being followed and resolve any problems. The Survey Manager should be in telephone contact with field supervisors at all times.
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The IT Specialist should travel with the Survey Manager visiting the field teams. He/she should sync data if field supervisors do not have laptops, ensure that syncing and backing up are being done properly, and troubleshoot any technical problems that arise. He/she should also be in telephone contact with field supervisors at all times. See Chapter 4 for more information on the IT Specialist’s role.
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The supervisors and survey managers must make sure that the planned LQAS sample size is met. Enumerators may visit a replacement site if necessary, but every effort should be made to visit the original sites chosen for the sample so that no bias is introduced into the sample. For instance, if the sites that are more difficult to get to are systematically replaced with easier sites, then the sample has become biased towards more accessible geographic areas. 

Strict criteria should be used for determining when a replacement site can be used (e.g., the safety of the survey team is at risk, the site is under water or has been evacuated, the site doesn’t actually exist because of an error in the TUS). If a respondent is temporarily absent from a selected site, the enumerators must wait or make up to three return visits before resorting to a replacement site, if logistics allow. Enumerators should not make the decision to use a replacement site independently. They will consult their supervisor, and the supervisor should seek the concurrence of the Survey Manager before doing so. The most conveniently located replacement site(s) may be used first. 
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The following is a step-by-step description of a typical day of field work collecting Layers data. For the purposes of this example we assume the full cycle of data collection and post-collection processing is condensed into a single day and only one site is visited during that day, (e.g., only one school that participates in an FFE program) and syncing is done back at headquarters (HQ), either the Mission’s office or the local contractor’s office. Several processes are described, beginning with Layers preparation conducted at headquarters, and including collecting the data at each site and synchronizing the data with the Layers central computer. 

Verify Each PDA is Operating and Ready 

Power up the device. 
Check that the Layers program starts correctly.
Check that no data is left in the PDA’s main memory from the previous synchronization. If data is present should verify whether the previous synchronization was done properly and correct the issue if need be. No data should be present in the main memory of the PDA after synchronization has been performed or at the beginning of a new field day.
Make sure the PDA’s battery is fully charged.
Verify that the secure digital (SD) card is present and has sufficient memory for backups.


Establish Your Itinerary

Determine which site will be visited that day by looking at the site visit plan (see Section 3.5.1).
Ensure the site will be operating (e.g., this is not a school holiday for an FFE site) and that the site will be ready for observation (e.g., FFW infrastructure should be sufficiently advanced to permit all observations).
Ensure that it is possible to travel to the site (e.g., seasonal conditions may make reaching the site difficult).

Prepare For the Trip

Make sure to bring all necessary equipment (i.e. power charger, PDA cradle or power cable, laptop if used in the field, extra PDA battery if available).
Bring a few hard copies of the questionnaire, in case of PDA failure.
Ensure the power charging system operates correctly by connecting it to the vehicle’s power outlet 
Connect the PDAs to the power charger so they remain charged during the trip.

Arriving At the Site 

It is preferable (but not always necessary) to make contact with the CS’s local sub-office to ask for their help in directing you to the selected site and to the person in charge. If the CS sub-office is not in the community being visited, evaluate the necessity of making the detour to visit the office. If the site is easy to find and the person in charge readily identifiable (e.g., a school director, a head nurse), then a visit to the CS sub-office may be avoided. 

Upon arrival in the site’s community, it is a good practice to inform local authorities of your presence and of the objective of your visit, when feasible. This should not take much time, but “officializes” the visit and facilitates access to any help that may be needed by enumerators while in that community. 
When arriving at the CS site, ask to meet the person in charge. 
Introduce yourself, show your identification (ID) badge and explain the purpose of your visit. Inform the person in charge that you will be making observations. Ask this person to stay with you while you do those observations (collect data), as he/she may have to answer questions, produce documentation and/or take you to specific premises (e.g., latrines, kitchen, warehouse). 
Inform the person in charge how much time the data collection will take. If the person has other occupations to perform, tell him/her you are willing to wait. However, if the wait is too long or if the person in charge has to leave, request that another knowledgeable person be assigned to assist you.
It is not appropriate to offer or accept gifts. The observations must be conducted objectively and the exchange of gifts could modify behaviors in undesirable ways. 

Collecting the Data 

Much of the data collected by Layers is based on observations, not on interviews. The person in charge at the activity site should facilitate access to the sources of data that will be observed (e.g., ledgers, book records, warehouse, school classrooms, drug dispensary).

Turn on the PDA and load the Layers program by tapping on Pocket PC Creations from the Start menu.
Tap the icon for the questionnaire you want to administer (if the menu of PPCC questionnaires is not visible, tap on the Back icon).
Tap on New to open a new questionnaire.
Identify the site using the drop down “Site code” question. 
Verify that CS name, region, village, site name, etc., which fill in automatically when you click on the site code, actually correspond to the location where you are. If not, try to determine the source of the discrepancy. If the source cannot be identified, proceed with the questionnaire; however, make note of the errant information so the problem can be sorted out later. 
Proceed with making observations, selecting answers and writing comments (where necessary).
While filling the questionnaire, focus your attention on the exact wording and content of the questions. All questions are worded precisely so that the positive response is coded as “Yes.” This explains why some questions may appear slightly unnatural, such as “Is the warehouse being used to store only food, no other non-food items?”
When requesting that the person in charge produce a document or clarify an issue, be polite and friendly and wait patiently for the response. If the person does not understand your request, rephrase your query and explain exactly what you need. 
Make use of the Comments section to report any noteworthy situation. This will be of great help later on if it becomes necessary to recall a particular situation witnessed at that site, and will allow the Layers team to explain that situation to the CS when making the final report. If a digital camera is available, it is also useful to take photographs of certain situations (e.g., latrines, warehouses) for further documentation. 

Ending Data Collection at the Site

Before saving and exiting the questionnaire, review the data collected at the site to, if necessary, correct any possible mistakes or update any answers or comments to take into account anything that was further clarified after the initial answer was given. 
Once you are confident of the questionnaire answers, tap on Finish at the bottom of the screen.  The questionnaire you just created should be listed by the date (format YYYY-MM-DD) and time it was created. Tap on Back to return to the menu of PPCC questionnaires.
Backup the data once you have finished the questionnaire. See the IT Specialist or Section 4.4 for backup instructions.
Thank the person who assisted you at the end of the visit. It is OK to provide feedback to this person. For instance, you can tell him/her about issues you identified that need to be corrected to ensure program success. 
Check off the completed interview on your list of sites to visit.

Data Review at Headquarters

After returning to headquarters, give your PDA to the field supervisor so he/she can review the day’s work with you, identify problems and correct any issue that may create a problem. The field supervisor should go over all questionnaires completed during the site visits. 
Report any important and/or urgent issues you may have noted at the site to the field supervisor. For instance, the field supervisor should be informed if an FFW-DC site was found to have a break in its commodity pipeline, so he/she can notify the CS.
The field supervisor or IT Specialist will synchronize the data with the central computer and prepare the PDA for the next day of field work. See Section 4.5 for synchronization instructions.
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Chapter 4. IT Support to Layers 

	Team Member
	Primary Responsibility
	Tasks Assigned
	Read for Background

	Mission Manager
	
	
	X

	Survey Manager
	
	
	X

	IT Specialist
	X
	
	

	Technical Sector Specialist(s)
	
	
	

	Field Survey Supervisor
	
	
	

	Enumerators
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The Information Technology (IT) Specialist will acquire, install and learn to use the hardware and software needed for Layers, and will set up the central computer and the personal digital assistants (PDAs). He/she will support the Survey Manager in drawing the Layers sample, import the list of sampled sites into the questionnaires, and oversee backup and synchronization procedures to ensure that data collected by enumerators is routinely transferred to the central Layers computer without being lost or compromised. He/she will reprogram Layers questionnaires in Pocket PC Creations (PPCC) when modifications are made during questionnaire modification and pre-testing. The IT Specialist will train enumerators and field supervisors in the use of the PDA and in procedures for backing up and syncing. He/she will troubleshoot technical problems, safeguard data during data collection and compile final data at the end of the survey. Finally, the IT Specialist will verify the quality of the survey data and generate results tables. 

Several of these tasks may be performed concurrently or in a different order than presented here, depending on each country’s circumstances. To better understand how these tasks are related, see Figure 1 in Chapter 1.
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Hardware and software should be acquired and installed as early as possible in the Layers process. As soon as the central computer and additional laptops are available, all of the software can be installed on them. When the PDAs become available, they should be set up and ActiveSync, PPCC, Handy Switcher and Resco Backup should be installed (see Section 4.2.4).

It is important to realize that USAID IT regulations prohibit unapproved software (like PPCC and ActiveSync) from being installed on USAID networked computers. Therefore, you may need to have access to a designated off-network computer, like a laptop, preferably with Internet access, in order to carry out Layers. If the Mission is hiring an external contractor to implement Layers, the contractor’s computers can be used. 

Tables 4 and 5 identify the hardware and software requirements for Layers with explanatory notes, technical specifications and sourcing information where applicable. The Layers technical assistance (TA) provider can provide additional information about how and where to obtain the necessary hardware and software.
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4.2.1. Layers Hardware Requirements

	[bookmark: _Toc222225716][bookmark: _Toc222640489][bookmark: _Toc222741733]Table 4. Layers Hardware Requirements 

	Hardware
	Notes
	Specifications

	Desktop or laptop computer 
	This will be the Layers central computer. It probably cannot be a USAID networked computer. A laptop or the outside contractor’s computer can be used.
	Microsoft (MS) Windows-based personal computer (PC) compatible with the operating requirements of PPCC. (MS Windows XP or above is recommended.) See www.pocketpccreations.com for the requirements of the most recent PPCC upgrade. 

	One or more additional laptop computers
	For syncing to happen in the field, at least one laptop (preferably one per field team, assigned to the field supervisor) will be required. If the central computer is a laptop, it can be used for field syncing. If the central computer is a desktop, data will need to be transferred from the field laptop(s) to the central Layers computer. If a Mission is doing their own data collection and only visiting one or two sites at a time, they can sync the PDA directly to the Layers central computer and do without a field computer.
	As above. Depending on local field conditions, it may be advisable to purchase an extra battery or consider alternative power supply options for the laptop in the field.

	Universal serial bus (USB) flash drive
	One flash drive for every field laptop should be acquired. The flash drive will be used for backing up the data on the laptop(s).
	Any brand flash drive 1gigabyte (GB) or greater is adequate.

	Personal digital assistant(s) (PDAs) with battery
	Purchase one PDA per enumerator. You may want to purchase one or two extra PDAs as backup and/or for the Survey Manager and IT Specialist to use. PDAs should be purchased and owned by the Mission, not by the outside contractor, so that the Mission does not have to buy them again if it decides to change contractor.
	MS Windows Mobile Platform, read-only memory (ROM) version A03 or higher, minimum of 64 megabytes (MB) of random access memory (RAM), 48 MB of ROM, secure digital (SD) card slot (64 MB or higher), Compact Flash Type II slot or expansion kit if global positioning system (GPS) will be used.

Several versions of this operating system (OS) are acceptable, including any release of MS Windows Mobile or MS Windows for Pocket PC. Compatible PDAs include the Hewlett-Packard (HP) iPAQ, Toshiba Pocket PC and Dell Axim. PDAs using the Palm OS and other platforms are not compatible with PPCC.

	Secure digital (SD) card
	Purchase at least one SD card per PDA unit.
	64 MB or higher

	Charging devices
	Depending on local conditions, you may wish to acquire a pool of multi-unit wall chargers, car chargers or solar chargers. A useful option is to purchase a converter that connects to a car battery to output AC/DC current. This converter in-turn feeds a power distribution strip, making it possible to charge several PDAs at once while the vehicle transits between sites. 
	See manufacturer’s notes. Must be compatible with your PDA model.

	Spare batteries for the PDAs or an extra long life battery
(optional)
	If your country has particulary difficult field conditions in which enumerators are not likely to be able to charge their PDA computers every day even from the vehicle battery, consider purchasing spare batteries for the PDAs. Layers experience thus far has been that enumerators are able to charge their batteries either in hotels or using a car adapter.
	Purchase the battery type specified for the PDA model you selected.

	Keyboards
(optional)
	Although the majority of questions are answered by clicking a Yes/No box, enumerators frequently have to enter alphanumeric information, for instance to fill in the Comments sections of questionnaires. This is usually done using the PDA’s on-screen keyboards. Detachable keyboards can also be purchased if users have difficulty using the on-screen keyboard, but they are not necessary.
	Must be compatible with your PDA  model.



NOTE: PPCC offers the capability of collecting geospatial data on surveyed sites when the PDA is connected to a global positioning system (GPS), although the Layers system does not use GPS. To learn more about this function and the additional hardware and software requirements, please visit www.pocketpccreations.com/custom/gps.htm. 
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	Software
	Notes
	Sourcing

	Microsoft (MS) ActiveSync
	MS ActiveSync is a free software that comes with all MS Windows Mobile-enabled devices. It allows the PDA to communicate with the Layers central computer, and must therefore run on both devices before the PDA and the central computer can exchange information. You may need to download MS ActiveSync to the Layers central computer if it is running an older version of MS Windows. This step is required prior to downloading PPCC to the PDAs. Refer to the PDA documentation to determine your specific needs. 

If you are using MS Windows Vista, ActiveSync is replaced by the MS Windows Mobile Device Center.
	Additional information, specifications and downloads of MS ActiveSync are available at www.microsoft.com/windowsmobile/activesync/default.mspx.

Download for free at http://www.microsoft.com/windowsmobile/en-us/help/synchronize/device-center.mspx

	Pocket PC Creations (PPCC)
	PPCC is software used to create data collection and management tools for PDAs and personal computers. 

PPCC is relatively easy to use. You must become proficient in using PPCC in order to adapt the Layers questionnaires, operate them on the PDAs and manage the flow of data from the PDAs to the Layers report generating utility. The PPCC website offers tutorials and technical support beyond the scope of this manual. Please refer to the website for detailed information. 
	You can view current price information for, purchase and download PPCC from the website, www.pocketpccreations.com. 

	Java Virtual Machine (JVM)
	JVM is required in order to use the Lot Quality Assurance Sampling (LQAS) calculators. New MS operating systems are not shipped with the necessary version of JVM, named "msjavx86.exe," so you have to download it.


	JVM is legally and freely distributed. Links to download “msjavx86.exe” can be found on several web sites, including the Layers website 
http://www.fanta-2.org/layers/reference
and at http://www.softwarepatch.com/windows/javavm.html.

Once you have downloaded msjavx86.exe, double click on it to install and restart your computer. 

	Dinar Handy Switcher
	This software makes it easier to switch between applications on the PDA computer and to close applications that are running. This is recommended but not required as there is an alternate way to close applications that are running.
	Available for purchase at http://www.dinarsoft.com/handyswitcher/

	Resco Backup
	This software saves data on the PDA computer to the SD card for security. This is required for Layers.
	Available for purchase at http://www.resco.net/pocketpc/backup/

	Microsoft (MS) Word
	MS Word is needed to generate a variety of documents required for Layers.
	Standard on most MS Windows-based PCs.

	Microsoft (MS) Excel
	MS Excel is used for many of the Layers tools, including the final results tables.
	Standard on most MS Windows-based PCs.

	Layers Questionnaires
	Questionnaires have been developed for many common Title II programs and are available in several languages. As part of the decision-making process, the Layers team will determine which questionnaires to use. The questionnaires must be adapted with the cooperating sponsors (CSs).


	Questionnaires are provided as part of the Layers package in MS Word and programmed in PPCC. For more information, see the Overview of Layers Questionnaires in Annex 14. You may download the questionnaires at the Layers website, http://www.fanta-2.org/layers/reference

	LQAS Sample Size Calculator and LQAS Decision Rule Calculator
	Layers includes two calculators: the LQAS Sample Size Calculator determines how many of a CS’s sites must be visited to generate a statistically valid sample and the decision rule (DR) for that sample. The LQAS Decision Rule Calculator is used only if the planned sample size is not met. It allows you to recalculate the DR and error rates with the actual sample size.  
	The calculators are provided as part of the Layers package and may be accessed directly on the web at the Layers website. Use the calculator directly from the web or download it to your computer. Ensure that you are running the right version of JVM in order to use the calculators.
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Install PPCC. Instructions for purchasing and downloading PPCC can be found at www.pocketpccreations.com/buy.htm. You will need to purchase a Personal License to install the software on a single computer or a Team License to install PPCC on up to five computers. The download will include a PPCC installer file, which you will double click to “unpack” and install the program on your computer. Follow the instructions provided during the download.

In order for the PDAs, central Layers computer and field laptop(s) to communicate with one another, they must be running the same version of PPCC. There have been several versions of PPCC and upgrades are periodically released. Your license allows you to upgrade your version of PPCC for 12 months. To avoid programming glitches, always use the same version on all your devices. You do not need to upgrade your devices when a new version is released unless you are trying to use a Layers questionnaire that was programmed in a newer version of PPCC. Questionnaires programmed in a new version of PPCC will not run on older versions of the software.

Install Microsoft (MS) ActiveSync. If MS ActiveSync is not already installed on the Layers central computer and field laptop(s), install the version that is compatible with the PDAs you are using. The correct version of MS ActiveSync should be provided with the PDAs. Follow the manufacturer’s instructions carefully before connecting the PDA to the Layers central computer for the first time. 

In the event that your PDAs did not come with MS ActiveSync, it is available free of charge at www.microsoft.com/windowsmobile/activesync/default.mspx. Choose a version that is compatible with your PDA specifications (e.g., read-only memory [ROM], available memory), in accordance with the manufacturer’s documentation. 

If you are running MS Vista, synchronization will be done through MS Windows Mobile Device Center, downloadable from http://www.microsoft.com/windowsmobile/en-us/help/synchronize/device-center.mspx.

Install Java Virtual Machine (JVM). Find the JVM installation file called “msjavx86.exe” on the Layers website (http://www.fanta-2.org/layers/reference) by following the links to the Lot Quality Assurance Sampling (LQAS) calculators or on this manual’s CD-ROM. Follow the instructions on the website for downloading and installing. An alternate source for JVM is http://www.softwarepatch.com/windows/javavm.html.

Download—but do not install—Handy Switcher and Resco Backup from their respective websites, following the instructions given. Do not install these programs until a PDA is connected to the central computer.

Download the existing Layers questionnaires for the activities that will be assessed in your country. The questionnaires are in Annex 15, found on the Layers website (http://www.fanta-2.org/layers/reference) and the CD-ROM. Save the questionnaires into a designated Layers folder(s) you create on your computer.

You may download the LQAS calculators, Annexes 9 and 10 to your computer or use them directly on the Layers website (http://www.fanta-2.org/layers/reference) or the CD-ROM. 
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 (
Text Box 10.
 PDA Inventory
You will want to maintain an inventory of the 
PDAs
, listing the serial numbers and the name of the person the 
PDA
 is assigned to
.
 
)Follow the set up instructions in the user manual that comes with the PDAs. You will need to install and charge the batteries, then follow the onscreen set-up instructions. In addition to the manufacturer’s instructions, do the following to set up each PDA for Layers. The instructions below may differ depending on your model.

1. Language (in Settings > System > Regional Settings): Set this as English because it determines the date setting and the dates should be in the United States (US) format of “mm/dd/yy.”

2. Set the time zone (in Settings > System > Clock&Alarms)

3. Assign a name to the PDA (in Settings > Personal > Owner Information and Settings > System > About).  You can use the name of  the person the PDA is assigned to.

4. Install PPCC software and project files on the PDA: Make sure PPCC and MS ActiveSync are installed on the Layers central computer. With the PDA connected to the central computer, open any existing PPCC project (e.g., any Layers questionnaire you want to install on the PDA) on the central computer. Double click the install icon (shown in Figure 17) and follow the instructions to install the software and the project/questionnaire onto the PDA.
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Figure 17. The Install Icon in PPCC



5. Install Handy Switcher on the PDA: 

Make sure the Handy Switcher installation file has been loaded on the Layers central computer.
Connect the PDA to the Layers central computer.
Run the Handy Switcher program from central computer (it installs onto the PDA).
 (
Figure 18.
 Handy Switcher Icon
)On the PDA, put Handy Switcher on the main screen by going to Start > File Explorer > Program Files > Handy Switcher > tap Handy Switcher again > tap Op > Display > check: Handy Switcher icon in the tray bar. It is now OK to exit.

The icon for Handy Switcher now appears at the top of the PDA’s main menu (shown in Figure 18). When you tap on it, it shows all of the programs that are currently running on the PDA and allows you to close them. This conserves the battery.

If you do not purchase Handy Switcher there is another way to see which programs are running on the PDA and to close them: On the PDA, tap on Start > Settings. Choose the System tab. Tap on Memory and choose the Running Programs tab.  You can close programs from this screen.

6. Install Resco Backup on the PDA:

Make sure the Resco Backup installation file has been loaded on the Layers central computer.
Connect the PDA to the Layers central computer.
Run the Resco Backup program from the Layers central computer (it installs on the PDA).
On the PDA, you can take a “quick tour” to learn more about Resco Backup.
Set up the program in the following way: with Resco Backup open, go to Menu > Setup Backup
On the General tab, the Location should be Storage Card. The “Max # of Backup Sets” should be 1.
Do nothing on the Encryption and the Compression tabs.
On the Selection tab > expand the Device: menu > Expand the Program files menu. Be sure that PPCC and Resco Backup are checked. Remove all the other checkmarks. We want only PPCC and Resco to be backed up to space on storage card. Tap Done.

7. Adjust the Start Menu of the PDA. For ease of use during Layers, the programs below should appear in the Start menu. You can also remove other programs that enumerators will not be using. Go to Start > Settings > Menus. Put a checkmark next to the following desired programs:

Calculator
File Explorer
Handy Switcher (once you have loaded it)
Pocket PC Creations (once you have loaded it)
Resco Backup (once you have loaded it)
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During the Layers process, questionnaires will be modified and the latest versions will have to be reloaded onto the PDAs several times before data collection actually begins. The IT Specialist is responsible for ensuring that all the PDAs are running the most current version of the questionnaires and that additional software is still installed, as users may inadvertently delete or move things and software gets deleted if the PDA battery runs out or the PDA is reset. Each time the PDAs come back into the possession of the IT Specialist for updating, he/she should make sure:

The latest PPCC modules are installed (and old ones deleted)
Resco Backup and PPCC are still in the Start menu
Handy Switcher remains installed and displayed on the “tray” at top of screen under Program Files > HandySwitcher > Opt, check HandySwitcher icon in the tray bar
Date, time and language settings are correct

[bookmark: _Toc222638461][bookmark: _Toc222639351][bookmark: _Toc228175048][bookmark: _Toc234231095]4.2.6. Familiarize Yourself with the PDA 

If you have not used a PDA before, familiarize yourself with its basic functions. You may refer to the manufacturer’s manual and to Annex 16. You should master the following key functions before using PPCC:

Opening files and applications
Navigating screens and fields
Entering and saving data using a stylus and the various data entry modes
Backing up data to a secure digital (SD) card 
Synchronizing or “syncing” the PDA with the Layers central computer using a cradle or universal serial bus (USB) port, depending on your PDA model
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PPCC is used to program the questionnaires on the Layers central computer and operate them on the PDAs. The IT Specialist must acquire basic proficiency in PPCC. The Survey Manager does not require the same depth of knowledge, but should understand how PPCC works. 

During the first year of Layers implementation, the Layers TA provider will help the IT Specialist and Survey Manager learn the basics of PPCC. In future years of Layers implementation, as long as the revisions to existing Layers questionnaires are kept to a minimum, the Layers team should be able to revise questionnaires independently. However, if a Mission decides to revise an existing questionnaire extensively or write a new questionnaire, the required level of proficiency in PPCC increases. In these cases, the Mission may need to obtain additional Layers TA, either to provide additional training or to create the questionnaires.
The IT Specialist will need to use PPCC to modify the questionnaires. Basic functions in PPCC are relatively simple to learn. This manual does not explain how to use PPCC because the PPCC web site has thorough, straightforward tutorials in all aspects of using the software found under the “Skills” tab. Technical support is also available via email. IT Specialists will need to learn PPCC by reading the web site and taking the tutorials at http://www.pocketpccreations.com/skills.htm.

Figure 19. A Questionnaire in PPCC

A user creates questions in PPCC by picking and then setting the options on different types of “data points,” depending on the type of question that is desired (e.g., open-ended text question, a Yes/No question, a number, choose-all-that-apply, a date). For each question, PPCC creates a data entry field that makes it easy for the user to enter the right kind of answer (shown in Figure 19). For example, a drop-down menu will appear if the question requires the user to select one item (or multiple items) from a range of possibilities. 

PPCC also makes it possible to create automatic skip patterns in the questionnaire. If the answer to one question renders some subsequent questions irrelevant or unnecessary, PPCC will automatically skip ahead to the next appropriate question. PPCC will prompt some questions to appear and others to remain unseen. 

While these features make PPCC a powerful and effective tool for creating questionnaires, they also make it necessary to think carefully about how new questions are crafted and existing questions are changed. If questions are linked by a skip instruction or a mathematical calculation, for example, changing or eliminating one of them may disrupt the rest of the questionnaire. Do not make changes to the PPCC programming until you thoroughly understand the programming.  

Some PPCC Programming Tips are Listed Below; Full PPCC Instruction Will be Given by the Layers TA Provider

Save your work frequently and be careful not to delete points or entire pages accidentally.  

When saving a revised version of a questionnaire in PPCC, you should save the file with a new filename, otherwise it is easy to confuse or lose versions. With PPCC you must change the filename in two different places. When you “save as…,” just as in MS Word, you can give the file its new name which appears when you look at your files listed in an Explore window. You also need to change the filename in the PPCC properties: In the PPCC file, click on the properties icon and change the file “title” to match the name you used for the filename. This title is what appears at the top of the PPCC windows and in the PDA, so you want it to match the filename.

When you work with PPCC, the main file where you will always do your work has a blue icon and it is called Pocket PC Creations Project. You will notice that new files are automatically created when you save your PPCC project. These files have the PPCC icon in gray, they are small in size, and are called Pocket PC Creations Database Store, Pocket PC Creations Database Index and Pocket PC Creations Data Pathway. They are supplementary files that can be safely ignored. It is a good practice to not delete them, however, because once data are uploaded into PPCC from the PDAs, these extra files are needed to order to store and read the data.

Every point has a “caption” and an “ID name”. The caption is the question as it appears to the enumerator on the screen of the PDA. The ID name is the variable name that appears in the dataset. For Layers, we let the ID name be the same thing as the question number. The ID names are indicated on the MS Word copies of the questionnaires. Some ID names have a “_I” at the end. This marker is important and signals a question which is a key indicator that needs to be tabulated during the analysis, so do not remove the “_I”.

When working with Boolean points, for Layers, the “Yes” (tick) response should be set to 1 and the “No” (cross) should be set to 0 in the database.

Every Layers questionnaire in PPCC has a link at the bottom of the page which takes the enumerator to the next page of questions. There is also a page which acts as a “Table of Contents” in every questionnaire. It contains links to the other pages of the questionnaire. Enumerators should use the links and the Table of Contents to navigate through the questionnaire and not the Previous and Next buttons that appear at the bottom of the screen. This is because skips are programmed into the questionnaires. It may be appropriate to skip ahead to a certain page. Using the Previous and Next buttons effectively bypasses the skip programming, therefore instruct enumerators not to use Previous and Next.  However, there are two other functions that appear at the bottom of the screen which enumerators will use.  They must tap on Finish to save and exit a questionnaire; they must tap on Back to return to the menu of different questionnaires on the PDA.  

PPCC creates questionnaire skips using logic points. Logic points allow you to show subsequent questions if a certain condition is met; however, logic points do not allow you to suppress or hide questions. Thus you need to reverse your logical thinking when programming in PPCC. For instance, in the example below, you want the respondent to skip to question 4 if the answer to question 1 is “No.” In other words, you don’t want questions 2 and 3 to appear on the PDA screen if the answer to question 1 is “No.” Since PPCC logic points do not let you suppress or hide questions, you would have to reverse your logic and tell PPCC: “show questions 2 and 3 if the response to question 1 is Yes” (instead of “hide questions 2 and 3 if the response to question 1 is No”).

	1
	Did you eat breakfast Sunday morning?
	1. Yes 
0. No
	
 Skip to Q4

	2
	What did you eat for Sunday breakfast?
	1. Toast
2. Cereal
3. Eggs
4. Yogurt
5. Pancakes
6. Other
	

	3
	Do you eat the same thing every Sunday? 
	1. Yes 
0. No
	

	4
	Did you wash your car on Sunday?
	1. Yes 
0. No
	



Logic points can only accept two conditions. For instance, with a logic point you can tell PPCC: “If question 1 was Yes and if question 10 is greater than 3, then show questions 11, 12 and 13”.  That logical statement has two conditions in it. However, if you have more than two conditions, you will need to use a math point in conjunction with a logic point. This is advanced programming that the Layers TA provider can show you.
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The IT Specialist may be called upon to support some of the Survey Manager’s sampling tasks. The IT Specialist should read the instructions in Chapter 3 on drawing the Layers sample and may be asked to assist with the manipulation of the MS Excel spreadsheets, the use of the LQAS Sample Size Calculator or the random selection of activity sites. 
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Once the activity sites have been selected and consolidated into a single SSS, the IT Specialist will need to import them into the PPCC questionnaires. As described in Chapter 3, the SSS is the list in MS Excel of all the activity sites to be visited for Layers survey (plus 3 replacement sites per activity). The SSS will be used to create a drop-down menu in the PDA from which enumerators can indicate which site they are visiting. When the enumerator chooses a site number from the list, several additional fields fill automatically. 

The following are the steps for installing the SSS into the questionnaires. 
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The SSS should already be sorted by the “Cooperating Sponsor (CS) Name” column first and “Activity Type” column second. Follow these steps to convert the SSS to tab delimited text: 

Open the Spreadsheet. 

Go to the File menu and select Save As. 

Change the name of the spreadsheet to “Sample Sites_TEXT.” 

In the Save as type window, select Text (tab delimited). 

Click Save.

Click Yes when MS Excel tells you that your file “may contain features that are not compatible with Text (tab delimited).”

Close the worksheet. Click Yes to saving it and Yes to keeping it in tab delimited format.
 
[bookmark: _Toc222639357][bookmark: _Toc228175053]Import the SSS into the Questionnaire in PPCC

1. 	Open the questionnaire in PPCC on the Layers central computer. Click on Design to open the design windows. The very first page called “Site Identification” should open. 

2. 	In the right-hand window where the points are displayed, find the UltraDrop point called site_code. It should be near the top, as illustrated in Figure 20.


Figure 20. The site_code UltraDrop point
[bookmark: _Toc228175720]



































3. 	There are 2 sets of instructions for the next step, depending on whether or not you modified the columns in the SSS template provided by Layers. 

3A. 	If you used the SSS template provided by Layers and did not change any of the columns, then the site_code point is already programmed and ready for you to import the data. Follow Instructions A below.

3B. 	If you changed the columns of the SSS (renamed, re-ordered, added or subtracted columns), you will have to make some changes to the site_code point. Follow Instructions B on the following page.

Instructions A: Used Layers SSS Template without Modification (continued from above)

Double click the site_code point to open it.

Click on the Custom tab. 

Click on the Data tab. You will see a blank page which contains the column names of your SSS across the top.
Click on Import and find your Sample Site_TEXT file. Select it and click Open, or simply double click on it.

The data from Sample Site_TEXT should now appear in the Data tab.

Highlight the first rows which contain the headings from the spreadsheet and delete these so that only the list of sites is left. Then add one blank row at the top, above the list of sites.

Click OK.

Close the site_code point. 

You are finished loading the database. In PPCC you will now see all your activity sites listed in the drop-down menu for the Site Code field. When you select a particular site code, the location of the site and the name of the CS automatically fill in. This gives enumerators a chance to double check where they are and saves them time from entering in data by hand.

Instructions B: Modified SSS Template (continued from previous page)

Double click the site_code point to open it.

Click on the Columns tab. This tab lists the column names, in order, as they appear in the template for the SSS. If you changed the columns, you will need to change how they are listed in this tab. You can either edit the existing column names by clicking on them, or you can delete names and add new ones using the add and delete buttons. Make sure that “Site Code” remains the first column, both in your spreadsheet and in the Columns tab. Enter column names in the same order they appear in your SSS. 

Although the SSS contains a lot of information, PPCC only uses a few of the columns to pre-populate fields in the PDA. The “Output To” area tells PPCC which fields or “points” in PPCC to pre-populate with data from the SSS. After you enter all the column names, you will have to designate which columns output to which points. 

a. 	Select the column name that contains the data you want to appear in field X. 

b. 	Use the Output Selection To drop-down menu to pick X. In Figure 22, the “Cooperating Sponsor (CS) Name” column outputs information to the point called “coopspon”.

c. 	Do the same for the other fields. 

[bookmark: _Toc228175721]
Figure 22. Programming Columns in the SSS to Pre-Populate Points in the Questionnaire



When you have created a complete list of your column names that exactly mirrors your SSS and you have designated which columns output to which points, click on the Data tab. You will see a blank page which contains the column names of your Total Universal Spreadsheet (TUS) across the top.

Click on Import and find your Sample Sites_TEXT file. Select it and click Open, or simply double click on it.

The data from Sample Sites_TEXT should now appear in the Data tab.

Highlight the very first row which should be a duplication of the column names. Delete this row.

Click OK.

Close the site_code point. 

You are finished with loading the database. In PPCC you will now see all your activity sites listed in the drop-down menu for the “Site Code” field. When you select a particular site code, the designated fields automatically fill in. This gives enumerators a chance to double check where they are and saves them time from entering in data by hand.

[bookmark: _Toc222638466][bookmark: _Toc222639358][bookmark: _Toc228175054][bookmark: _Toc234231099]4.4. Backup Procedures

Backup and synchronization procedures should be presented by the IT Specialist during the classroom training for enumerators and supervisors and reviewed during the field practice to ensure that enumerators and supervisors have mastered these steps. They should also be written into the field manual.

Data collected on the PDAs by enumerators should be backed up to an SD card after each interview is completed to ensure that they are not lost or compromised. Backing up is the process of saving data from a PDA or laptop onto an external device, usually an SD card, to avoid data loss. Data can be recovered from the SD card if needed. Software that saves PDA data to an SD card is available on the internet for purchase. Layers recommends Resco Backup, as discussed Section 4.2.2.

After installing the backup software on a PDA, play around with it so that you understand how it works. 

[bookmark: _Toc222638467][bookmark: _Toc222639359][bookmark: _Toc228175055][bookmark: _Toc234231100]4.4.1. Suggested Backup Protocol

As soon as you finish an interview:

1.	Pull down the Start menu.
2.	Tap Resco Backup.
3.	Tap the large Backup button.
4.	Tap Done.
5.	Close the backup program by clicking the X in the upper right hand corner and/or using the switcher.

[bookmark: _Toc222638468][bookmark: _Toc222639360][bookmark: _Toc228175056][bookmark: _Toc234231101]4.4.2. When to Use the Restore Function of the Backup Software

Data saved on an SD card can be restored to the main memory of a PDA if the restore function is used. Layers enumerators should be instructed to only use the restore function of the backup software if the PDA freezes and completed questionnaires are lost, if they accidentally delete an individual questionnaire (which they have already backed up) or if they accidentally delete an entire questionnaire.

Provided you have been backing up regularly, files can be restored to a PDA from the SD card:

1.	Pull down the Start menu.
2.	Tap Resco Backup.
3.	Tap the large Restore button.
4.	Tap Menu.
5.	Choose Restore.
6.	Choose Partial Restore (select files).
7.	Put a checkmark in the box next to Device.
8.	Click Restore on the bottom right.
9.	When the message pops up “Stop running applications?” choose No.

The Restore program will run. Do not click on Reset, just close the window. As a result of re-running Restore, the lost questionnaires that were saved to the SD card now appear on the PDA again. An SD card from one PDA can be inserted into a different PDA and restored there.

[bookmark: _Toc222638469][bookmark: _Toc222639361][bookmark: _Toc228175057][bookmark: _Toc234231102][bookmark: _Toc222638470][bookmark: _Toc222639362]4.5. Synchronization Procedures

Synchronization occurs when a PDA is connected to a computer and data on the PDA is uploaded to the computer. To sync Layers questionnaires:

Connect the PDA to the field laptop or central computer.
On the computer, open the relevant PPCC questionnaire.
Click on the Synchronise icon (shown in Figure 23).
PPCC will automatically import the data from the PDA into the PPCC file.

[bookmark: _Toc228175722]
Figure 23. The Synchronise Icon in PPCC



Each time a PDA is synced, the data are erased from the PDA’s memory and transferred to the PPCC file on the computer. To view the data in PPCC, click on the Data icon. You will find more information about synchronization procedures in the manufacturer’s manual. 

Data should be synchronized frequently to a laptop to safeguard against loss. A few designated people (e.g., field supervisors, Survey Manager, IT Specialist) should do the actual syncing, as opposed to having every enumerator do their own syncing. Ideally, the field supervisor would collect the PDAs every day and synchronize them with a laptop in the field. You have a choice of having the field supervisors do the syncing or letting the IT Specialist do it. If there are enough laptops for each field supervisor to have one, then the supervisors should do it to minimize the risk of losing data. However, it also works to have the IT Specialist visit each field team periodically and sync their data. In cases where a Mission is collecting the data itself over a long period of time, synchronization can probably just occur when the food monitors get back to the office.

Data on laptop computers used in the field for synchronizing should also be backed up. Many laptops come equipped with a standard SD reader card that is ideal for this purpose. Alternatively, the data can be stored on a USB flash drive or similar device. Whatever device is used, it should be stored separately from the laptop in the event that the laptop is lost or stolen. The survey data are not replaceable. During the survey, the IT Specialist will periodically visit field teams and save data to another laptop and/or a USB flash drive.

[bookmark: _Toc222638471][bookmark: _Toc222639363][bookmark: _Toc228175058][bookmark: _Toc234231103]4.6. Modifying and Pre-Testing Questionnaires

During the Layers process, there are several points at which the Layers questionnaires will be revised, both in MS Word and in the PPCC versions. The MS Word version is always the “Master” questionnaire, and the PPCC version should replicate what is in the MS Word version. It is necessary to keep an MS Word version of the questionnaires because PPCC is not able to print hard copies of the questionnaires. 

As described in Chapter 3, existing questionnaires will be adapted during a meeting with CSs. The IT Specialist should participate in this process to make changes to the questionnaire programming. Changes will first be made in the “Master” version of the questionnaires in MS Word by the Survey Manager and then the same changes must be made by the IT Specialist in the PPCC versions of the questionnaires. Questionnaires will be pre-tested following the revisions made with CSs and before enumerator training takes place. During the pre-test, the IT Specialist is responsible for identifying and correcting any problems with the programming of the questionnaires and the functioning of the PDAs. The IT Specialist should also test the backup and synchronization procedures. The Survey Manager may make additional changes to the questionnaire as a result of the pre-test. 

In some cases, all the CSs will be able to use the same questionnaire. For instance, it is highly likely that the Warehouse Management (WM) questionnaire will be the same for all CSs operating in a particular country. For some other activities it is possible that questionnaires will have to be different depending on the CS. For instance, Global Development and Emergency Relief (GDER) and End Hunger Now (EHN) in Rizlandia may both be doing maternal and child health and nutrition (MCHN) activities, but they could have sufficiently different approaches to implementing their MCHN programs. Consequently, different questions need to be asked; therefore two different MCHN questionnaires would be needed, one for each program. Even if the questionnaires are exactly the same for two different CSs, it is preferable to create separate PPCC files – one file for every activity per CS – because this facilitates the data tabulation task, later.   

Notice in Figure 24 that the Warehouse Management (called GW for General Warehouse in Rizlandia) and MCHN questionnaires are listed twice, once for each CS.

[bookmark: _Toc222225674][bookmark: _Toc228175723]Figure 24. The PPCC Questionnaires for EHN and GDER in Rizlandia



[bookmark: _Toc222638473][bookmark: _Toc222639365][bookmark: _Toc228175059][bookmark: _Toc234231104]4.7. Training Enumerators and Field Supervisors

The recommended content and agenda for the classroom portion of the enumerator training are covered in detail in Chapter 3. The IT Specialist is responsible for training enumerators on two important topics: PDA computer basics and synchronization and backup procedures. Use Annex 16 to develop your training session on how to use the PDAs. The IT Specialist should also participate in the review of the questionnaires in order to note changes to the questionnaires which will be identified during the classroom portion of the enumerator training.

Teach enumerators how to navigate between screens, reset their PDA in case it freezes, open new questionnaires, save questionnaires, navigate between questionnaire pages, enter text into the comments, etc. Encourage enumerators to keep PDA batteries charged. They should recharge whenever possible. Instruct supervisors on how to synchronize, if they will be responsible for doing that. Supervisors should save data a second time from the field laptop onto a USB flash drive and store the flash drive in a separate location from the laptop.

The IT Specialist will also participate in the field practice portion of the enumerator training to address any technical problems that arise, reinforce enumerators’ skills, verify that backing up and syncing are working smoothly, and revise and reinstall the Layers questionnaires on the PDAs if necessary. During the field test, it is important to confirm enumerators’ and supervisors’ understanding of the backup and synchronizing procedures, and to verify that data are being saved and transferred correctly. Go through these steps in their entirety, including having the enumerators turn their PDAs in to be synced by the field supervisor, Survey Manager or IT Specialist. Read about data analysis in Section 4.9 and export some of the practice data into MS Excel to make sure there are no errors in the PPCC programming. Note any programming issues that arise as enumerators conduct interviews and enter data in the PDA so you can correct them when you make adjustments to the questionnaire in the evening. 

Additional revisions to the questionnaires will most likely be made following the enumerator classroom training and field practice. After the changes have been made in the MS Word version, the IT Specialist will make the modifications in the PPCC version.

[bookmark: _Toc222638474][bookmark: _Toc222639366][bookmark: _Toc228175060][bookmark: _Toc234231105]4.8. Supporting Data Collection

The IT Specialist will provide technical support to the Layers team throughout the data collection period.  Along with the Survey Manager, he/she will make visits to enumerator teams while they are in the field to ensure that data collection, backup and synchronization procedures are followed properly, and to troubleshoot any equipment problems that arise. He/she will also sync data from enumerator’s PDAs if field teams do not have their own laptop for syncing. When the IT Specialist visits the field teams, he/she brings copies of software and questionnaires in case they have to be reinstalled on a field laptop or PDA.

Supervisors should review questionnaires on the PDA before they sync the data to the laptop. After syncing takes place, errors in the data cannot be corrected until the end of the survey when the data are exported from PPCC to MS Excel. If supervisors notice something that needs to be corrected after they have already synced the questionnaire, they should make a detailed note of the error and give this information to the IT Specialist and the Survey Manager. 

[bookmark: _Toc222638475][bookmark: _Toc222639367][bookmark: _Toc228175061][bookmark: _Toc234231106]4.8.1. Data File Management

Data will be synced from the PDAs either to the laptop carried by the IT Specialist or those of the field supervisors. Data are synced into the PPCC file for that questionnaire (data appear under the Data icon on the PPCC menu bar). If field supervisors are doing the syncing, the IT Specialist may end up with multiple PPCC files with the same name but different data, which should be avoided. Thus, it’s important to set up a file management system before the enumerators begin collecting data.

If Supervisors will be Doing the Syncing in the Field on a Laptop Assigned to Their Team  

Before supervisors are sent out, set up their laptops with the PPCC files that they will use to synchronize data from the PDAs. To facilitate the process of compiling the data from the different field teams, do the following:

Load the final PPCC questionnaires onto the field laptops.
Rename the files so that the team number is in the filename. Each team’s PPCC files should have a different name identifying the team the files came from.
Questionnaires for each team should be installed onto the PDAs from the field laptop, not from the central computer, so that they have the correct filename.



	Rizlandia Example

	Imagine that there are three different field teams collecting data in Rizlandia. Thus, there are three different supervisors each with their own laptop. Team 1 covers the north of Rizlandia where EHN is operating; Team 2 goes to the center where both EHN and GDER are operating; Team 3 covers the south where GDER is operating. The PPCC files might look as they do in Figure 21. Notice that Team 2 is using the same questionnaires that Teams 1 and 3 are using. We add “T1,” “T2” and “T3” to the filenames to indicate which team the files belong to.


[bookmark: _Toc222225675]
[bookmark: _Toc228175724]Figure 25. The Files on Each Rizlandia Field Team’s Laptops

Team One’s Files		     Team Two’s Files		          Team Three’s Files
[bookmark: _Toc222738488][bookmark: _Toc222741720]        	
If There will be Only One Central Laptop Used for All the Syncing

In this scenario, there is only one desktop or laptop which stays at headquarters or is carried to the field by the IT Specialist or enumerators themselves. This is most likely to occur when Mission staff are collecting data themselves rather than using an external contractor. In this case, the file management task is simplified. The final PPCC files should be clearly labeled and stored on the central computer.  These are the files that will be installed onto the PDAs. When data are ready to be synced from the PDAs to the laptop, they will be synced into these same final PPCC files. It will not be necessary to merge files coming from different laptops as described in Section 4.9.2 below.

[bookmark: _Toc222638476][bookmark: _Toc222639368][bookmark: _Toc228175062][bookmark: _Toc234231107]4.9. Generating Results Tables

The IT Specialist should take the lead in generating results tables, but the Survey Manager needs to be involved as well.  

When data collection and synchronization is finished, you will have multiple PPCC files with data in them.  The first step in the tabulation process is to export the PPCC data to MS Excel and merge the data into one MS Excel sheet per activity per CS.

[bookmark: _Toc222638477][bookmark: _Toc222639369][bookmark: _Toc228175063][bookmark: _Toc234231108]4.9.1. Export Data from PPCC to MS Excel

Open one of the PPCC files containing synced data by double-clicking on it. Click on the Data icon, as seen in Figure 26. 

[bookmark: _Toc222225676][bookmark: _Toc228175725]
Figure 26. PPCC Data Icon and Export to Excel Icon



You should see a spreadsheet of all the data collected for that questionnaire. You cannot manipulate the data in PPCC, so it needs to be exported to MS Excel. To do this, use the following steps:

Click on the MS Excel icon in the menu bar.
Choose to export all sessions. Click OK.
Choose the location where you want to save the MS Excel sheet.
Give the MS Excel sheet the same name that the PPCC file carries (e.g., “EHN_Ag T1”), but add the word “raw” at the end of the filename to indicate that this is the raw data file.
Choose the Horizontal orientation option. 
Click OK. The MS Excel sheet will be created.

Do this for all of the PPCC data files. You are finished with the PPCC files after this step, and the rest of your work will be with the MS Excel files.

[bookmark: _Toc222638478][bookmark: _Toc222639370][bookmark: _Toc228175064][bookmark: _Toc234231109]4.9.2. Merge Data, If Necessary

You will now have MS Excel files that mimic the PPCC file structure. If the supervisors were doing the syncing and more than one field team was collecting data on the same questionnaire, then the data need to be merged into a single MS Excel spreadsheet per CS and per activity type. 

	Rizlandia Example

	Both Team 1 and Team 2 collected data on EHN’s agriculture (AG) activities. Thus there would be two MS Excel files for EHN_Ag raw. These files are shown in Figure 27.



[bookmark: _Toc222225677][bookmark: _Toc228175726]
Figure 27. The Raw Data Files at the End of Rizlandia Data Collection


							
























Merging the data from two files can be done manually. Go into one of the MS Excel files (e.g., “EHN_Ag raw T2”) and highlight and copy all of the cells containing data. Paste these cells into the other excel file (e.g., “EHN-Ag raw T3”), being sure you have not lost any rows or columns. Save this as a single raw file for that CS’s activity and remove the references to a team number (e.g., “EHN-Ag raw”). Do this for all the files and you should end up with a single MS Excel file of data for each activity type per CS as illustrated in Figure 28.

[bookmark: _Toc222225678][bookmark: _Toc228175727]Figure 28. Rizlandia Data Files After Merging


[bookmark: _Toc222638480][bookmark: _Toc222639372][bookmark: _Toc228175065][bookmark: _Toc234231110]4.9.3. Do a Quality Check for Completeness and Obvious Errors

The use of electronic questionnaires helps eliminate problems such as unanswered questions, not following skip instructions and transcription error. Nevertheless, you should check for completeness and obvious errors in the raw data MS Excel files. Make sure there does not seem to be any missing data. Manual correction of errors can be done now that the data are in MS Excel. If supervisors made notes of errors to be corrected, make those corrections in the spreadsheet. Go back to supervisors and enumerators if you notice missing cases or other anomalies. If a sample size has not been met, the missing data can be collected and pasted into the spreadsheet. If it is impossible to meet the sample size for some reason, the results can still be tabulated but with higher chances for error. (See Text Box 11 on page 67.)

Do not change anything in the data unless you are absolutely sure of the correction. If you make corrections save the file again with a new name such as “rawc” to indicate it is the corrected raw data.

[bookmark: _Toc222638481][bookmark: _Toc222639373][bookmark: _Toc228175066][bookmark: _Toc234231111]4.9.4. Copy the Comments to the Layers Comments Template

You now need to remove extraneous information from the datasheet. Follow the instructions below for every MS Excel data file.  

Insert one blank row at the top of the spreadsheet so that you can give a title to each column. In the spreadsheet, the first column lists the PPCC page. You can delete that column. The second column gives the PPCC identification (ID) Name. Title this column “ID Name.” The subsequent columns are the data. Each column represents one activity site. You do not need to title those columns.

Now look at the rows. Each row represents a data point from the PPCC programming. Identify the “comments” rows which contain the word “comments” in their ID Name. Enumerators were given an opportunity to make comments during their assessments. The comments rows contain important information for Layers and the comments should be pulled out of the raw data. Use the Layers Comments Template, Annex 19, to record the comments associated with each indicator. Identify which topic each comment is about and copy the comments from the MS Excel data sheet and paste them into the appropriate place on the Layers Comment Template. Print the comments so they can be attached to the Results Tables. The comments rows can be deleted from the MS Excel spreadsheet once they are recorded in the Comments Template. Figure 29 shows where the comments rows are in the spreadsheet and Figure 30 shows the comments after they have been transferred to the Comments Template.

[bookmark: _Toc222225679][bookmark: _Toc228175728]
Figure 29. The Raw Data File for GDER_FFE


[bookmark: _Toc222225680]
[bookmark: _Toc228175729]Figure 30. The Comments from GDER_FFE Inserted into the Comments Template


[bookmark: _Toc222638482][bookmark: _Toc222639374][bookmark: _Toc228175067][bookmark: _Toc234231112]4.9.5. Reduce the Data to the Key Indicators

The MS Excel spreadsheet contains many more rows than indicators that will be tabulated for Layers. For instance, there are rows displaying the PDA’s Unit ID, date of the site visit/interview, the site number and location, etc. Only a few key rows are needed for tabulating the Layers indicators. The rows that contain the key indicators are identifiable by the “_I” at the end of the ID Name. The data in the key indicator rows should consist of “1”s, ”0”s and some “NA”s only. 

Refer to the hard copy of the questionnaire in MS Word which tells you which indicator/question corresponds with which ID Name. Insert a new column to the right of the ID Name column in your raw datasheet. Label this new column “indicators.” Copy and paste the wording of the indicators/questions from the MS Word questionnaire next to the corresponding row of data so that you can easily see what indicator the data are for. Do not bother pasting the questions that do not have a “_I” in the ID name – those questions are not the key indicators themselves. Save the spreadsheet.

Next, delete all the rows in the spreadsheet other than the key indicator rows. Save your spreadsheet with a different name so that you do not lose the raw data. In the place of “raw” at the end of the filename, use the word “tab” to indicate that this spreadsheet will contain the tabulated data. 

As shown in Figure 31, you now have a clean spreadsheet containing column headings, the key indicators and the data for each indicator in “1”s and “0”s (there may be some “NA”s). Next you will tabulate the Layers results for each indicator in the MS Excel spreadsheet 

[bookmark: _Toc222225681][bookmark: _Toc228175730]Figure 31. Tabulation Spreadsheet of GDER_FFE



[bookmark: _Toc222638483][bookmark: _Toc222639375][bookmark: _Toc222639856][bookmark: _Toc228175068][bookmark: _Toc234231113][bookmark: _Toc222638484][bookmark: _Toc222639376]4.9.6. Tabulate the Results

Open the Sample Sizes Worksheet because you will need to reference it.

In MS Excel, move your cursor to the end of the columns of data on the right side of the tabulation spreadsheet. As shown in Figure 32, in the first empty columns you reach, insert the following three column titles:

Actual sample size
Number that pass
Meets the benchmark

Above the three new columns, insert the table shown below (Table 6). Fill in the dark gray cells on the left with information from the Sample Sizes Worksheet on the parameters used for the LQAS calculations for this activity type and CS. See Text Box 11 for the use of the light gray cells on the right.

[bookmark: _Toc222225718][bookmark: _Toc222640491][bookmark: _Toc222741735]Table 6. Parameters Used for LQAS Calculations

	Upper threshold (benchmark)
	%
	Errors and DR when planned sample size not met

	Lower threshold
	%
	

	Alpha Error 
	 
	≤10%
	%
	%
	%
	 
	 

	Beta Error
	 
	≤10%
	%
	%
	%
	 
	 

	Population size (N)
	
	 
	 
	 
	 
	 

	Sample size (n)
	 
	
	
	
	
	 
	 

	Decision rule (DR)
	
	
	
	
	 
	 



Separate these new columns from the data by putting a heavy border around them. Below are the instructions for filling in the three new columns.
[bookmark: _Toc222225682][bookmark: _Toc228175731]
Figure 32. Tabulation Spreadsheet for GDER_FFE with Tabulation Columns Inserted


[bookmark: _Toc222639377][bookmark: _Toc228175069]“Actual Sample Size” Column

This column should contain the actual number of activity sites that were assessed for the indicator. Layers established a sample size (n) at the beginning, so normally the actual sample size will be the same as the planned sample size found in the Sample Sizes Worksheet. However, if circumstances led to a smaller number of sites being assessed, then fill in the actual sample size in this column of the tabulation spreadsheet. When the actual sample size was below the planned sample size, highlight those cells to remind yourself that those indicators need to be treated differently (see Text Box 11 for more on this). The actual sample size is evident from the spreadsheet. Simply count the number of cells in the row that contain data, either a “1” or a “0,” and record that number in the “Actual sample size” column. If a cell is blank or contains an “NA,” do not count it. 

[bookmark: _Toc222639378][bookmark: _Toc228175070]“Number That Pass” Column

This is the number of activity sites that received a “passing” grade on the indicator. This is shown by a “1” in the cell. Simply count the number of “1”s for each indicator and record this number in the “Number that pass” column. You can also do this by automatically summing the row, but be sure that you don’t add in the Actual Sample Size column by mistake.

[bookmark: _Toc222639379][bookmark: _Toc228175071]“Meets the Benchmark” Column

This column should contain the word “Yes” or “No” for each indicator. Look at the box you inserted for the decision rule (DR):

Write “Yes” if the “Number that pass” is equal to or greater than the DR
Write “No” if the “Number that pass” is lower than the DR
[bookmark: _Toc222638485][bookmark: _Toc222639380][bookmark: _Toc228175072]
[bookmark: _Toc234231114]4.9.7. Create the Final Layers Results Table

 (
Text Box 12.
 Deleting Columns when Formulas were Used
If you used formulas to fill in the tabulation columns, then deleting the data columns will cause errors in the tabulation columns. You will need to select the tabulations columns
, copy them, and [paste special > 
values] back into the same cells before you can delete the data columns.
)An example of a final Layers results table is found in Figure 33. To create this table, save the tabulation spreadsheet. Then save the spreadsheet again with a new name (e.g., “GDER_FFE Layers 2009 Results”). In the new spreadsheet, delete the “ID Name” column and all the columns containing raw data. Insert a few rows at the top of the spreadsheet where you can enter a heading like “Layers 2009,” as well as the activity name and the CS or multi-year assistance program (MYAP) name. Finally, format the sheet to look nice when it is printed. 

Repeat this tabulation for every spreadsheet. These are the Layers Results Tables. Give the results tables, along with the comments produced earlier, to the Mission Manager for interpretation.


 (
Text Box 11.
 
What 
t
o Do When 
t
he Actual Sample Size 
i
s 
Less
 Than 
t
he Planned Sample Size 
The 
a
ctual sample size will be lower than the desired sample on indicators that are tabulated from a sub
-
population. For instance, in the Food for Education (FFE) questionnaire, the enumerator observes whether the school has a latrine or not. If the school has a latrine
,
 the enumerator observes whether the latrine is clean. Only those schools that have latrines will have a response on the cleanliness indicator
,
 so that indicator 
may
 not meet the planned sample size. There may be other reasons for not meeting the sample size, although the supervisors and the IT Specialist should make sure, as a part of data quality control, that questions were not simply skipped when they could have been answered.
When the actual sample size is lower than the planned sample size, you need to recalculate the 
DR 
and the alpha and beta errors. A smaller sample size increases the risk of error, particularly the alpha error.   
Follow these steps for recalculating the 
DR
 and error rates with a reduced sample size.
Open the Layers calculator called 
LQAS 
Decision Rule Calculator
, 
Annex 12
Enter the parameters
:
Population Size
: Remains the same from when you calculated the planned sample size. Consult the Sample Sizes 
W
orksheet for the population sizes
 (N)
. 
Upper Threshold Level
: Remains the same. Enter the performance benchmark agreed upon by the 
Mission
 and CSs. 
Lower Threshold Level
: Remains the same. For Layers, the lower threshold should be 0.2 below the upper threshold. 
Sample Size: 
Enter the actual sample size
Maximum Tolerable Alpha Error
: Leave at the default of .10
Maximum Tolerable Beta Error
: Leave at the default of .10
Push the 
Find Best Sample Size and Decision Rule
 button. The calculator will display the revised 
DR
 in the 
“
Decision Rule
”
 field and the actual error rates in the 
“
Actual Alpha Error
”
 and 
“
Actual Beta Error
”
 fields.
In the tabulation spreadsheet, for the indicators that did not meet the planned sample size, fill in the table showing the revised DR and error rates. It is especially important to be transparent about reporting the increased change of error for those indicators.
Rizlandia
 Example
Suppose the Layers implementer was only able to make observations at 17
 
activity sites instead of 
the prescribed 19.  
With a population of N=70 and a sample of n=17 t
he 
LQAS Decision Rule C
alculator shows 
a new decision rule of 15 instead of the previously calculated 16.  It also shows the alpha error has increased from 0.0808 to 0.2202.  This means there is an increased chance of incorrectly concluding NO, the benchmark is not being met.  In other words, given a smaller than required sample size, there is an increased risk of concluding GDER is not performing adequately on a given target indicator.
) 
[bookmark: _Toc222225683][bookmark: _Toc228175732]
Figure 33. Final Layers Results Table for GDER_FFE
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Chapter 5. Using Layers Results for Program Management

	Team Member
	Primary Responsibility
	Tasks Assigned
	Read for Background

	Mission Manager
	X
	X
	X

	Survey Manager
	
	X
	X

	IT Specialist
	
	X
	X

	Technical Sector Specialist(s)
	
	
	

	Field survey supervisor
	
	
	

	Enumerators
	
	
	



[bookmark: _Toc222638487][bookmark: _Toc222639382][bookmark: _Toc228175074][bookmark: _Toc234231116]5.1. Summary

The Mission Manager will interpret Layers results with help from other Mission stakeholders and communicate the results to cooperating sponsors (CSs) in a Layers Report Letter. The Mission Manager and CSs work together to identify corrective actions to address problem areas. The Mission will monitor the progress being made on corrective actions. Finally, the Mission reflects on the lessons learned from the survey and prepares for the next round of Layers.

[bookmark: _Toc222638488][bookmark: _Toc222639383][bookmark: _Toc228175075][bookmark: _Toc234231117]5.2. Interpreting Layers Results

After the enumerators have completed the field work, the Information Technology (IT) Specialist generates results tables that present the findings for the indicators assessed through Layers. 
	
 (
Text Box 
13
.
 Who Sho
uld Participate in the Review
 of Layers Results
?
Internal members of the Layers team and other 
Mission
 stakeholders should participate in the review of Layers results. The participants in this discussion will be determined by how the 
Mission
 is organized and what sectors the Title II programs in your country cover. Ideally
,
 the discussion of Layers results should involve the 
Food for Peace Officer(s) (
FFPO
[
s
]
), representatives from the health and agriculture teams, and someone from the Program Office. The Country Backstopping Officer 
(CBO) 
at 
Food for Peace (
FFP
)/Washington
 should also be engaged.
)There is one results table for each activity type that was assessed for each CS. An example of a Layers results table is in Figure 33. 

The heading at the top of the page identifies the activity type and the CS. The information displayed at the top of the table summarizes the parameters that were used in the Layers sampling: population size (N), performance benchmark, alpha and beta errors, sample size (n) and decision rule (DR). See Chapter 3 and What is LQAS? for more information on each parameter.

Each line in the results table represents an individual criterion or indicator investigated by the Layers survey. For each criterion, three pieces of information are provided: actual sample size, number that passed and meets the benchmark. 

Actual Sample Size: This is the actual number of sites (n) that were successfully assessed during the survey. Ideally, this number would be the same as the planned sample size displayed in the table at the top of the report. In rare cases, it may not be possible to meet the desired sample size — hence the number in this column could be less than the desired sample size. If this is the case, the results generated were based on a DR that corresponds to the actual sample size, and so that the proper judgment is generated as to whether or not the CS met the benchmark on this criterion. In addition, with a smaller sample size the risk of error increases. The revised alpha and beta errors are noted at the top of the Results Table.

Number that Passed: This column displays the number of CS sites in the sample that responded correctly to the indicator (“passed”). Every Layers indicator/question has a right or wrong answer.

Meets the Benchmark: Lot Quality Assurance Sampling (LQAS) makes a determination about whether the CS met the performance benchmark agreed upon between the Mission and the CS. The CS receives either a “Yes - it meets the benchmark” or “No - it does not meet the benchmark” for every indicator. If the determination is “No,” there is strong evidence that the CS is not performing as expected. If the answer is “Yes,” we continue to assume the CS is performing adequately until more information is available. The determination is representative of all the CS’s sites, not just those assessed for the survey. A CS may receive a “No” on some indicators and a “Yes” on others within the same activity type.

Remember that the Yes/No result for indicators where the planned sample size was not met have higher error rates. In particular, a “No” conclusion on an indicator where the planned sample size was not met has a higher risk of being an error (alpha error), so these results should be treated with caution.

[bookmark: _Toc222638489][bookmark: _Toc222639384][bookmark: _Toc228175076][bookmark: _Toc234231118]5.3. Using Enumerators’ Comments

While collecting data, enumerators were instructed to make comments/observations of anything relevant that they observe or are told. In particular, enumerators may provide further detail on indicators for which a CS performs poorly. Sometimes these comments can provide important insights into why a CS is not meeting the benchmark in a particular area; other times the comments may not be very interesting. The comments made by enumerators have been compiled and given to you in a very raw form (i.e. written in shorthand, not necessarily constructively stated). It is not recommended that these be shared in their present form with CSs. The Mission may need to edit the comments or choose not to share them. 

[bookmark: _Toc222638490][bookmark: _Toc222639385][bookmark: _Toc228175077][bookmark: _Toc234231119]5.4. Suggested Discussion Points for USAID Analysis of Layers Results

To maximize the utility of Layers results, the Mission should hold an internal meeting involving the FFP Officers (FFPOs), members of relevant Strategic Objective (SO) teams and the Program Office to discuss the findings. Potential points of discussion include:

Are CSs meeting performance standards? 
Are there systemic problems that need to be addressed? 
Based on past performance and previously identified problem areas, are there signs of improvement or are problems persistent?
Does the CS’s level of experience explain its results?
Other extenuating circumstances: Enumerators may have noted mitigating factors for poor performance or other relevant information in the “Comments” field following each question. Comments provide context for understanding the CS’s performance. For example, an activity may have been planned but not carried out due to the late arrival of commodities. 
What corrective actions should each CS take to improve performance? 

While a single CS’s Layers results may indicate specific areas where corrective action is required by that program, multiple CS reports, when studied collectively, may suggest broader trends that should be addressed across all the Title II programs in the country. Questions to consider include:

If CSs are consistently failing the same questions, are there systemic issues or common external factors in play? (For example, could a shortage of certain commodities be preventing implementation of infrastructure activities? Could environmental or security issues be negatively impacting their performance?) 
Are there lessons learned that can be applied to future Title II planning? 

It also helpful to verify the Layers methodology:

Do the results make sense based on your knowledge of the program and the CSs?
Are there any obvious errors in the way Layers was implemented that might explain unexpected results?
In instances where CSs are failing to meet the benchmark, is the benchmark reasonable?

[bookmark: _Toc222638491][bookmark: _Toc222639386][bookmark: _Toc228175078][bookmark: _Toc234231120][bookmark: _Toc222638492][bookmark: _Toc222639387]5.5. Sharing Layers Results with CSs

The answers to the questions above will help determine how and when to communicate with the CSs about the results. A report should be sent in the form of a letter to the CS. The letter should include the following points:  

Brief explanation of Layers, including the purpose, methodology and timeframe of implementation
Summary of key findings for each activity, including: 
Recognition of successes in meeting performance standards
Description of areas in need of improvement  
Request that the CS identify actions it will take to correct any problems discovered so that the same problems do not come up again in subsequent years of Layers
Recommendations for follow-up by both the Mission and the CS (e.g., the CS may be asked to reference the findings in an annual report or evaluation)

A sample Layers report letter is included as Annex 20. The letter should be carefully written to avoid making over-generalizations about CS performance. Layers only assesses the indicators that it asks questions about.

The Mission may wish to dialogue with CSs about Layers findings by first sending a draft letter for them to react to, then revising the final letter based on CSs inputs. You may also invite CSs to respond to the report in writing and/or in a meeting to indicate how they intend to address the issues identified by Layers. 

Missions should follow up with CSs to ensure that corrective actions are being taken. Depending upon the nature of the activity being assessed, it may or may not be reasonable to expect to see improvements in the next year’s Layers results. For instance, a CS that did a poor job constructing roads may correct its procedures for future roads, but the old roads will still show up as poorly constructed in the Layers sample for next year. On the other hand, a CS that is not doing proper bookkeeping in its warehouses should correct this weakness in every warehouse and show improvement in next year’s Layers.   

[bookmark: _Toc222638493][bookmark: _Toc222639388][bookmark: _Toc228175079][bookmark: _Toc234231121]5.6. Planning the Next Round of Layers

The results of Layers each year should inform the design of the next. At the end of a Layers survey, the Layers team should hold a debriefing session to reflect on lessons learned about the survey process. CSs may be included in discussions about the questionnaire, performance benchmarks and field implementation. 

During the debriefing session, a preliminary schedule should be developed for the subsequent year of Layers so that planning can begin with sufficient lead time to complete all the logistical arrangements prior to the targeted start date. You may draw on your experience from the first year of Layers implementation to calculate how much time various tasks require. Table 7 provides questions to be considered in your planning for the next Layers survey.

[bookmark: _Toc222225719][bookmark: _Toc222640492][bookmark: _Toc222741736]

	Table 7. Considerations in Planning Subsequent Layers Surveys

	Layers Element
	Questions to consider

	Personnel
	Will we still have the required personnel in place to implement the survey?
Are we going to change from having a contractor collect data to having the Mission do it, or vice versa?

	Selecting and Adapting Questionnaires
	Will we include additional questionnaires in the next survey cycle?
Do we need to add, delete or modify any criteria/indicators/questions? 

	Sampling
	Were the Total Universe Spreadsheets (TUSs) accurate? (You may want to begin asking CSs to update/correct errors on their list of sites for the TUS in anticipation of the next Layers exercise. This can begin up to, but not more than, six months ahead of implementation.)  

	Technology
	Do we need to repair or replace the central Layers computer, laptops or PDAs?
Do we need additional PDAs?
Has the IT Specialist mastered the required software applications?
Has the IT Specialist updated the software?

	Training
	Were the logistics, curriculum and delivery successful? 
Did the enumerators’ feedback or performance in the field indicate areas where training can be improved?

	Field Work
	Were the logistics successful? 
Did we fulfill the sample size for each CS? 
Did the enumerators face any obstacles to completing surveys?

	Reporting and Interpreting Results
	Were the reports clear and easy to understand? 
Did the reports provide the information we needed? 
Looking back, is there more information that could have been extracted?

	Communicating with Staff and Internal Stakeholders
	Did we engage the right stakeholders in reviewing the results and strategizing about communicating with CSs?
Did we incorporate everyone’s feedback into our report letter and follow-up plan?
Was everyone satisfied with the implementation process and follow-up?

	Communicating with CSs
	How shall we include the CSs in reviewing and modifying the questionnaires in subsequent years?
Do we need to revisit the performance benchmark?
Was the report letter an effective way to communicate with the CSs?

	CSs’ Performance
	Did CSs improve their performance based on the report letter?
Was our follow-up sufficient to ensure that corrective actions were taken?

	Overall Results
	Have we successfully used the Layers results to improve program oversight?
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MYAP: __ GDER

Activity Type: Food for Education

Layers Comments Template

Topic
FFE1: Site Identification

FFE2: Attendance

FFE3: Attendance Head Count

FFE4: Attendance Summary

FFES5: School Infrastructure

FFE: School Activities

Comments
new school.

pupils visiting a museum so cannot count.
unable to count

many students sick with malaria

teacher has malaria

1 teacher out for family emergency .
teachers dont feel safe coming to school
not permited to count.

one teacher left and not yet replaced.
pupils not coming due to insecurity.

cook is absent today. some mothers are coming to cook.
food was prepared but not enough for all pupils.

food is not enough for all pupils. older grades do not eat.
food has not been delivered for 3 months.

food was borrowed by local officials for an event.

no pta as its a private school.
pta is just getting started.
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26% 18% 64%
2.40% 7.70% 1.40%
12 10 9
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Actual Number that  Meets the
Indicator sample size pass benchmark
Total attendance rate >=85% (1 =Yes 0=No) 13 9 No
One or fewer teachers are absent the day of the visit 13 9 No
Does each grade have a separate classroom? 13 13 Yes
Does each classroom have a blackboard? 13 11 Yes
Is there chalk in each classroom? 13 9 No
Do all students have a place to sit? 13 11 Yes
Is there a kitchen? 13 12 Yes
Is the kitchen covered? 12 & No
Is the kitchen space protected? 12 11 Yes
Is the kitchen at an appropriate distance from the
classrooms? 12 11 Yes
Is the cook adequately dressed? 9 7 No
Was food prepared the day of the visit? 12 i No
Did the children get food the school day preceding
the visit? 2 8 No
Are there latrines? 13 10 No
Are the latrines clean? 10 6 No
Is there an appropriate distance between the latrine
and the kitchen? 10 9 Yes
Is there water on-site? 13 12 Yes
Is the water accessible to students? 12 11 Yes
Is the water appropriate for human consumption? 12 11 Yes
Is the water supply protected? 12 9 No
Is soap available for hand washing? 10 6 No
Did the PTA receive a training from the CS? 12 11 Yes
Has the PTA undertaken an activity in the last 12
months? 12 10 No
Has the PTA held a meeting in the last 3 months? 12 7 No
Has the school distributed deworming medicine in
the last 6 months? 13 9 No
Has the school undertaken any other health related
activity in the last 6 months? 13 11 Yes
Does the school offer a sexual education program? 13 9 No
Is pedagogical training offered for the teachers? 13 9 No





