YOU COUNT, GET COUNTED

GHANA STATISTICAL SERVICE
MARCH 2021

|[Page



PREFACE AND ACKNOWLE DGEMENT

All impactful developmental activities take into account the population and housing
characteristics as a necessary condition. To this end, the 2021 Population and Housing
Census (PHC) will be conducted tprovide updated data on the seemdnomic,
demographic, and living conditions of persons living in Ghana. Collecting such information
is crucial as it enables the formulation and implementation of viable development plans and
programmes at national, tiegal, district and sudistrict levels. The 2021 PHC will be
Ghanaoés first digital popul ation and housin
less underscored with information and technological innovations. While the conduct of a
digital censugpromotes the achievement of complete coverage and ensure quality data, its
implementation requires behavioural change and adaptation to new working approaches,
detailed planning and synchronization of activities. Among the requirements for adhering to
the demands of conducting a digital census is the production of comprehensive
documentation of the processes and systems for all stakeholders involved in the conduct of
the census.

Premised on the foregoing, the HheEwnkrat@$ fi cer
and Supervisors to utilise during training and data collection. The manual provides
definitions of key concepts and provides clarifications to ensure all definitions are well
understood. Examples have also been provided for illustrativeopes to enhance
understanding. The manual provides an understanding of the Census processes and its
objectives, how the Census will be conducted, questionnaire content, and the roles of
enumerators and supervisors. The overarching purpose is to enstirentimeration
procedures across the country conform to the same set of guidelines.

Thus, this manual should be used as reference material for all persons involved with the
implementation of the 2021 PHC to achieve complete coverage and quality detiiarall
Accordingly, census officers are required to read this manual thoroughly to guide them to
collect, compile and sync data. It is also essential that census officials continuously study this
manual alongside other census instruments thoroughly toagairdepth understanding of

the census work. The manual contains nineteen (19) chapters that explain the background
information, including legal authority; conduct, role and responsibilities of field officers; use

of maps in the Census; listing of sttuies and completing the listing form; achieving
complete coverage; enumerating the population and recondisgonses; tablets and
ComputerAssisted Personal Interview (CAPI) use; and leadership of the field officer.

This Field Offi cteomé sf coNahanativa lefforis by keyhstakelwlders,
including Management and Staff of GSS, and Lecturers from universities across the country.
The team of experts who worked on its production has brought their varied skills, knowledge,
and experiences i¢ various thematic areas to bear on the final product, thereby improving
its content and practical usability by census officials. We gratefully acknowledge the support
of all the individuals and institutions who have contributed to the development of this
manual.

Professor Samuel Kobina Annim
Government Statistician and Chief Census Officer
March 1, 2021
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CHAPTER 1
INTRODUCTION TO POPU LATION AND HOUSING C ENSUS

1.1 Introduction

Population Censuses have been conducted in Ghana at approximaiggrtemervals since
1891. Ghana has conducted five population Censuses after independ@fidewas the last.

The last two Censuses (2000 and 2010) combined Papulatid Housing in one operation.

The last Census conducted in 2010 recorded a total population of 24.7 n@hana will
conduct its third Population and Housing Census (PHC) this year with data collection scheduled
for the first half of 2021.Field wak for the 2021 PHC is scheduled to begin oft 18ne 2021,

with 27" June 2021asCensus Night

The main rationale for conducting periodic Censuses is to update thedsowographic and
economic data in the country and ascertain the changes that ltaveedadn the population
structure since the last Census.

1.2 What is a Population Census?

A Population Census is the complete enumeration of all persons in a country at a specified
time. The enumeration also implies the collection, compilation, evaluatioalys&s)
publication and dissemination of demographic, social and economic statistics relating to the
population.

1.3 What is a Housing Census?

A Housing Census is the complete enumeration of all living quarters (occupied and vacant) in
a country at a spded time. This enumeration also implies the collection, compilation,
evaluation, analysis, publication and dissemination of statistical data pertaining to these living
quarters and the occupants.

The housing conditions of the population are one of thetrmportant indicators of well

being. Data from the housing Census can be used by Government Agencies such as the
Ministry of Works and Housing, Town and Country Planning Department, Local Government
and other interested bodies for analysing the housingtion both in terms of stock and
guality. This will facilitate the estimation of housing deficit and future housing requirements.
Such analysis is necessary for the formulation of national housing programmes and their
implementation.

The data from the dusing Census will also have commercial uses. It will assist the
construction industry, institutions involved in housing finance and manufacturers of housing
fixtures and equipment to make realistic projections of the demand for housing and assess their
adivities within the overall housing programme.

1.4  Relationship between Population Census and Housing Census

There is a close association between a Population Census and a Housing Census. For example,
an essential feature of a Population Census is thdifidation of each occupied set of living
quarters and of the persons living therein, and an essential feature of a Housing Census is the
collection of information on the characteristics of each set of living quarters in association with
the number and chacteristics of its occupants.

The 2021 Population and Housing Census (PHC) will consist of a Population Census and a
Housing Census as one operation. Thus, the 2021 PHC will be conducted concurrently with the
use of a single schedule. The two Censusesygtn separate, constitute one statistical
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operation and they are not completely independent of each other because of the essential
elements of each Census which are common to both and are also witoevdihated
activities. In this way, the informatioan the population and living quarters can be more
readily matched, and processing is facilitated, and extensive analysis can be carried out. This
also makes it possible to relate to the Housing Census data, the information on demographic
and economic chaceeristics of each household member that is routinely collected in the
Population Census.

The 2021 PHC is the third Census since 2000 to be conducted in Ghana which combines the
two activities in one operation. The 2021 PHC is designed to generateicstatistt are
essential for policy and planning purposes. It is therefore of the greatest importance to every
person living in Ghana. The Census information will be used for only statistical purposes and
is NOT to beused for identifying people for taxatia@m punitive purposes.

Thus, the Population and Housing Census (PHC) would provide key information about us as
individuals, households, communities, and a nation. The PHC gives information about who we
are: Age and sex are fundamental characteristics dsnaiza-viz females; pung, adults,
aged); where we live and/or wordistribution of the population across the country; regions,
districts, urban/rural;how we are evolving as individualgnarital status, educational
attainment; number of employed andemployed; type and nature of jobs; ss households
conditions of housing; types of housing structures; adequacy of housing stock; type of drinking
water, electricity etc.; in our communitiésdistribution of facilities (schools, health, ICT,
financial, saitation). In addition, the PHC would provide information to ascertaimatw
progress we have made as a nation.

1.5 History of Census taking in Ghana

This is not the first Population Census to be undertaken in this country. Even before the advent
of the Bitish Administration, our local chiefs used to count their subjects. The first Population
Census undertaken by the British Administration in this country was in 1891. Since then,
Censuses have been conducted atyeanly intervals except in 1941 when Wb\War I
interrupted the series. Pastlependence Ghana has witnessed five Population Censuses in
1960, 1970, 1984, 2000 and 2010. The 2021 Census will therefore be the sixth Census to be
conducted since independence. It is also the third time Ghanadsatimg a Population and
Housing Census as one operation.

Table1.0: History of Censuses in Ghana

Pre-independence Post-independence

Year Count Year Count
1891 764,613 1960 6,726,815
1901 1,549,661 1970 8,559,313
1911 1,503,911 1984 12,296,081
1921 2,296,400 2000 18,912,079
1931 3,160,386 2010 24,658,823
1948 4,118,459 2021 ?

1.6  The essential features of a Population and Housing Census

The 2021 Population and Housing Census of Ghana will follow, as much as possible, all the
essential fatures of a modern Population and Housing Census as recommended by the United
Nations (UN). It is extremely important that the recommendations are followed because it is

upon this basis that Ghana can compare her data with those of other countries.rThe fou
essential features recommended by the UN for the 2021 Round of Population and Housing
Censuses are the following:
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(a) Each individual and each living quarter must be enumerated separately;

(b) The Census operation must be confined to a-dafined territory, mst cover all
persons present or resith the territory and nobody in this defined territory must be
enumerated more than once or omitted. The housing Census must include every living
quarters irrespective of type;

(c) The Census must be conducted at regularvals;

The Census must refer to a weéfined reference period or a specific time (the Census Night).
The information you will collect for the Census will refer to this date.

The Census night is a statistical reference point or period for a Census. s$ignifies an
imaginary snapshot of the population status of the country at that point in time.
Statistically, it is midnight of the Census Night date (27 June 2021). This assumes that
all persons should have been enumerated at midnight of 2dune 2021 It is therefore the
reference point to the main Census; all enumeration must relate to that night.

The Census Night will be publicized in advance throughout the country so that it will be easily
remembered by everyone (see more details in Section 5.1).

1.7  Persons to be enumerated during the 2021 PHC
The following persons must be enumerated during the 2021 PHC:

1. All persons who spent the Census Night in a household in Ghana;
2. All persons who spent the Census Night in an institution (Group Quarters) ia;Gtmah
3. All persons who were in transit in Ghana (floating population) on Census Night.

1.8 Persons not to be enumerated during the 2021 PHC
The following persongust notbe enumerated:

1. All persons who did not spend the Census Night in Ghana;
2. All persons brn after the Census Night; and
3. All persons who died before the Census Night.

1.9  Why are we conducting the 2021 Census?

A Population and Housing Census has many uses. In the first place, it will give us the total
number of persons and housing types arair tbharacteristics in every town or village or a
given small area in the country. This information will be of great help to the Central and Local
Governments in planning various educational, health, houairdj other social services. The
information thatwill be derived from the Census will also help the private sector, including
businesses to plan their activities, which will be of benefit to the economic development of this
country. In addition, international bodies, including Development Partners @sNonr
Governmental Organizations will also utilize the Population and Housing Census data when
planning for Ghana.

Since the last Census in 2010, there have been many changes in the structure of the population.
In this regard, there is a need for a ento update the soettemographic and economic data
in the country and ascertain changes that have occurred in the population structure since 2010.

1.10 The Census Process

This section is meant to give an overview of what a Census process involvess Gdirsyis
a complex, largecale operation involving three main stages (see Figure 1.1).
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a) Preenumeration Phase:Good planning and advance preparation are vital to the success of
every Census. All resources (human, logistics, technology, etc.) ngcéssthe conduct of

the Census must be planned for so that the Census will be carried out at the appropriate time
and sequence. During this stage all major decisions about the Census are taken, for instance,
the geographical or mapping work and preparatf documents and other such activities are
undertaken.

b) Enumeration Phase: This is the stage where the required data are collected from the
people who make up the population of the country. A number of carefully planned procedures
and methods are s place which direct Census staff exactly how the required information is
to be collected.

c) Postenumeration PhaseThis stage consists of various activities including:

I Data ProcessingThis involves a set of operations that translate the information
collected in a Census into a useful and timely set of statistical tables.

il. Post Enumeration Survey (PES)he PES is a short survey conducted few
weeks after the Census to determine the accuracy and reliability of the Census. The
PES would help to determinteow many people were missed or counted more than
once. It is meant to estimate the completeness of the Census.

iii. Production, Publication and Disseminatiohe main objective of any Census
is to collect, compile and transmit information to the public infée they can use. A
Census is complete only when the collected information is made available to those who
use it. This is done through printed reports of data, seminars and other ways of
dissemination.
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Figure 1.0 The Census process

A. Pre-enumeration Phase

B. Enum eration
Phase

1. Enumerating the
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Document about 37,000 Census
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and A Using 4. Gazettement C. Post-
inauguration of mose”; of the Enumeration
Census technolo
Committees gy (e.g. ‘ Fhase
Procurement of GIS)
goods and 1. Recruitment 1. Data processing
Services of Field and 2. Post
Publicity, other Officers enumeration
Education and 2. Training of survey
Advocacy Trainers and 3. Production of
Field Officers census repats
3. Training 4. Publication and
about 75,000 dissemination
field personnel

1.11 What is new in the 2021 PHC?

1

5|Page

The use of Computekssisted Personal Interviewing (CAPI) to ensure efficient
data, collection, managemerind processing. This will helfp receivereattime

data and also minimise the data processing periotdagtocessed data could be
released shortly after field data collection.

Use of Geographic Positioning System (GPS) to capture the location (coordinates)
of all structures and also all localities to ensure complete coverage and also improve
data analysis

The @nitation module has been expanded to get more information to help solve the
sanitation challenges in the country.

Information Communication Technology (ICT) Module has been expanded to
ensure the measurement of Sustainable Development Goal (8@3tors.
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CHAPTER 2

LEGAL AUTHORITY AND CONFIDENTIALITY OF T HE
INFORMATION

2.1 Introduction

The 2021 Census will be conducted in accordance with the Statistical Service Act, 2019 (Act
1003). As a Census official, the law allows you (the enumerator) sa¢oeany premises,
compoundor house for the purpose of enumerating persons and structures. However, the law
forbids you from conducting yourself inappropriately. It allows that you only ask such
guestions as are necessary to complete the questionnagieeck entries already made.
Penalties are specified for members of the public who fail to furnish enumerators with the
required information or enumerators who fail in their duties. The law particularly stresses on
confidentiality of the information colléed from individuals.

2.2  Legal Authority for the Census

The Legal Authority for conducting Population and Housing Census is the Statistical Service
Act 2019 (Act 1003). This Law empowers the Government Statistician to conduct statistical
surveys and anyéhsus in Ghana.

2.3  Legal right to enter premises to conduct the Census

Any person authorized by the Government Statistician in writing is empowered to enter any
premises within reasonable hours (e.g. between the hours of 6 a.m. and ® nunerate

persons. This does not mean that you must work only within these hours. It may be necessary
for you to work outside these hours on many
schedule. Any person who hinders or obstructs any Census Officer in thei@xed his/her

duties is guilty of an offes® with the penalty of a fine or a term of imprisonment or both
(Statistical Service Act 2019, Act 1003).

2.4 The Act requires the public to respond to Census enquiries

The Act also stipulates penalties for @@ to furnish information and for making false
statements. The penalty is a fine or a term of imprisonment or both (Statistical Service Act,
2019, Act 1003).

2.5 The Act demands careful handling of documents and logistics

It is important to note that theris a penalty for the destruction, defacing mutilation of
forms or other documents and logistics connected with the Census. The relevant section of the
Statistical Service Act 2019, Act 1003 reads as follows:

AANnNy person, who, W destioys,udefaceds aow mutilates anyt hor i t
schedule, form or other document containing particulars obtained in pursuance of the
provisions of this Act shall be guilty of an off@nand liable on summary conviction

to a fine or to imprisonment for a term not exdmg twelve months or to both fine

and i mprisonmento.

2.6  Confidentiality of Census information

It must be emphasized that the information you obta@®OSNFIDENTIAL and shall only be

used to compile statistics. The law places a restriction on publiphitigulars on individuals

and that all data are published as numerical tables, summaries and general conclusions. You
are not permitted to disclose any information to anyone who is not an authorized officer, nor
should you leave the information where othénay have access to it. Disclosure of any
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information obtained in the Census without lawful authority is an offence liable to a fine or a
term of imprisonment or both (Statistical Service Act 2019, Act 1003). You will administer the
guestionnaire usindné CAPI. On no account should you allow any unauthorized person(s) to
use your tablet or any of the Census forms.

All the Census information you receive must be kept confidential. Under no circumstance must
you reveal any information to anyone unless e/ss a sworn employee of the Ghana
Statistical Service (GSS) and needs it for official purposes.

2.7  Taking of Oath of Secrecy

To enforce this confidentiality, you will be required to take an oath of secrecy (see Appendix
10). In the oathaking, you wil promise to fulfil your duties as an enumerator faithfully and
honestly and you will promise not to disclose any information which comes to your knowledge
becauseof your engagement as an enumerator/supervisor. This oath is prescribed by the law
and is @ministered to all the staff of the Statistical Service as well as all other persons engaged
to perform a duty under the Statistical Service Law. If you break your oath, you will be guilty
of an offerse and liable to punishment, which is either a fine eeren of imprisonmentor

both (Statistical Service Act 2019, Act 1003). Any person who fails to take the oath will not be
allowed to work as an enumerator for the Census.
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CHAPTER 3
2021 POPULATION AND HOUSING CENSUS ORGANSATION

3.1 Introduction

To ensire effective coordination and implementation of the 2021 PHC, a strategic
implementation structure has been set up at the national, zonal, regional, district and field
levels. This chapter explains the roles of the different members of the census ingliemen
structure. The structure and organogram for the implementation of the 2021 PHC are presented
in Section 3.3.

3.2 2021 Population and Housing Census implementation structure

A. Government Statistician (Chief Census Officer)
The Government Statisticiais the Chief Census Officer (CCO) and is responsible for
coordinating all the Census activities.

B. Independent External Monitors (GSS Board)

Independent external monitors are made up of Ghana Statistical Service (GSS) Board members
who have oversight respsibility on the Census activities. They give directives and
suggestions on the ongoing 2021 PHC.

C. National Census Secretariat

The Census Secretariat is responsible for coordinating administrative issues on the 2021 PHC
such as organising Census meetirgsall the various work streams established by the Chief
Census Officer.

D. Census Coordinating Team (CCT)

There is a fiveanember Census Coordinating Team (CCT) made up of the acting Deputy
Government Statisticians, two Census Operations Adviaatsone Cief Technical Advisor.

The CCT has been established to advise the CCO on all technical matters relating to the 2021
PHC as well as supporting the Census Implementation Teams.

E. Census Operations Advisors
Two consultants (Census Operations Advisors) have beed by GSS to advise the CCO on
technical matters.

F. Deputy Government Statisticians (Operations) and Deputy Government Statisticians
(Services)

The Deputy Government Statistician in charge of Operations and the Deputy Government

Statistician in chargef Services are to assist the CCO to coordinate the 2021 PHC.

G. Chief Technical Advisor
Census Technical Advisor is responsible to support the CCO on matters relating to technical
issues on best practices and standards in conducting Censuses.

H. Independent Internal Monitors
Independent Internal Monitors are individuals within GSS formed to monitor the activities of
the 2021 PHC.

I. Census Implementation Team (CIT)
Census Implementation Team (CIT) is made up of five (5) different work streams which are
Census Mthodology; IT and Data Processing; Publicity, Education and Advocacy,
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Monitoring and Evaluation (M&E)and Logistics and Finance. CIT is responsible for the day
to-day activities of the Census workplan. The group undertakes the relevant technical and
administrative activities of the 2021 PHC.

J. Census Secretariat
The Census Secretariat is charged with the responsibility of managing all the activities of
the 2021 Census, including establishing and maintaining linkages among various work
streams and stakelders involved in the census process within the Service, by providing
administrative and logistical support to the CIT.

K. Zonal Field Coordinators (ZFCs)
For operational purposes and effective field data collection, the country has been divided into
six (6) zones, each with Coordinator(s).

L. Regional Census Implementation Committee (RCIC)
The settingup of Regional and District Offices and Committees is to decentralize the
management and supervision of the 2021 Census programme.
i.  The RCIC will support the Regnal Census Field Officer in the implementation of the
2021 PHC programme.
ii. Atthe Regional level, the Regional Census Field Officer takes charge of issues relating
to the Census with the support of the RCIC.
iii.  Helshe is responsible for all aspects of thesieiwork (Technical and Administration)
in the region.
iv.  Specifically, the RCIC will support the Regional Census Field Officer in the following:
1. Provide support for the general oversight and direction for the conduct of the 2021
Census activities at the dist level
Contribute to publicity and education on the Census
Facilitate monitoring of the Census field activities by reporting uncovered areas to the
District Census Field Officer
Assist with the recruitment of Census field personnel in the districts
Provide logistical support at all stages of the Census programme
Submit monthly reports on the activities of the committee and status of programme
implementation to the Census Secretariat
7. Assist in securing Regional storage facilities and offices
8. Respond to ther issues that may come up from time to time in the promotion of the
objectives of the Census.

w N

o gk

M. Regional Census Offices (RCOSs)
At the Regional level, the Regional Census Officer is responsible for all aspects of Census
work as well as the overall supeinais of Census operations in the region.

N. Regional Field Supervisors (RFSs)

For operational purposes, the six (6) zones have further been subdivided into 32 Statistical
Regions (Table 3.1) for smooth implementation of the 2021 PHC. Within the framewbk of t
National Census Programme, the RFSs shall report to the RCO, and also be responsible for
planning, coordinating and executing all Census activities of the various 2021 PHC work
streams within the districts under their jurisdiction. The RFSs will beonsdple and supervise

the DDQMT. Specifically, the Regional Field Supervisors will assist the Regional Census
Officers for the general oversight and direction of the conduct of the 2021 Census activities
before training, during training, before field wodqyring fieldwork and after fieldwork.
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Table 3.1 Statistical zones and statistical regions

Administrative Number of
Zone | Regions Statistical Regions
1 Western and Central 6

Greater Accra

Volta, Oti and Eastern

Ashanti

Western NorthAhafo, Bono and Bono East

OO BWN
N oo A~

Northern, Savannah, North East, Upper East and Upper Wes|

O. District Census Implementation Committee (DCIC)
District Census Implementation Committee memh@sponsibility is equally the same as the
RCIC but at the disitct level.

P. District Centre Lead (DCL)

Within the framework of the National Census Programme, the DLCs shall report to the RFSs,
and also be responsible for planning, coordinating and executing all Census activities of the
various 2021 PHC work streams kit the assigned district. The DCLs will be responsible
and supervise the work of the DDQMT in the District. Specifically, the DCL who is a member
of the DDQMT is charged with the general oversight and direction of the conduct of the 2021
Census activitiebefore training, during training, before field work, during fieldwakd after
fieldwork.

Q. District Census Officer (DCO)

Each Administrative District is under the supervision of a District Census Officer (DCO). The
DCO is assisted by three other Teclahiteam members, including a District Field Supervisor,
Data Quality Monitorand an IT Officer.

Thekey role of the DCO is to handle administrative activities within the district of assignment
and act as the mediator between the Field Officers and therfaé@ensus Officeie/she is
responsible for all aspects of Census work in the district. The DCO takes charge of issues
relating to the Census with the support of the DCIC.

The DCOs have to ensure that every human being or structure in the disthetehagisited

and enumerated. It is the responsibility of the DCO to ensure that all items needed for the
Census in their districts are secured and after the work send all returnable items to the RSO.
The DCO will also clear the District Field Supervisafter completion ofheirtask. He has to
arrange to pay all the Field Officers in their districts after certification of work. As part of the
duties of the DCO during fieldwork, s/he will specifically:

Lead in the publicity and education of Census adtiviin their district

Receive Census materials from field personnel after fieldwork

Identify areas of poor connectivity Compile list of localities in the district

Identify places of outdoor sleepers and estimate the number of outdoor sleepers in their
respective district

Identify the location of institutions and ascertain the number of inmates in these institutions
Identify difficult and inaccessible areas and device strategy for enumeration in these areas
Compile list academic institutions with boarditagilities by sex

Compilealist of hospitals or health facilities with facilities for admissions

Compilealist of hotels, guest houses, motels, hostels

10 Retrieve and convey field materials to the Regional Office

11.Clear the District Field Supervisors aftmmpletion othetask
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12.Provide management and oversight support to district Census activities.

13.Provide administrative and technical direction of the Census operations.

14.Take full responsibility for executing the Census in your district.

15. Direct and manag€ensus working teams (DFS, DQM & DIT).

16. Control and manage all budgets relating to 2021 PHC.

17.Ensure that all Census activities (fgreumeration, enumeratipand post enumeration) are
delivered ortime and are qualitpssured

18.The DCO will coordinate all Cesuis activities in the district

19.1dentify and collaborate with key stakeholders of the Census in the District

20. Maintain strong coordination and networking among stakeholders

21.0rganize and coordinate the celebration of Census Night activities in the digmiovide
an operational strategy)

22.Supervise the activities of all field supervisors and enumerators

23.Schedule meetings of the District Census Implementation Committee as directed by the
Chairman (DCD) and act on recommendations of the meetings

24.Schedule meegtgs of the District Technical Team comprising of the District Field
Supervisor, District Data Quality Monitor, District IT and DCO

25. Secure storage and office accommodation for the Census

26.Develop and implement an inventory management system for handlisgdedpased on
the template and plan of the national Census office

27.Ensure the safety of all Census materials and field workers

28.Document relevant information on all enumerations areas (EAS)

29.Sample 10% of EAs (50% of Type 3 EAs, 25% of Type 2 EAs, 25% pé TlyEAS) for
validation of demarcation exercise

30. Availability of electricity and other essential facilities for Census

31.List of hardto-reach localities

32.1dentify and facilitate modes of transport for héoereach areas within the District

33.Provide a rad ma on how to deal with hartb-count population

R. District Data Quality Management Team (DDQMT)

This is a four (4) member District Data Quality Team (DDQMT) made up of the District Centre
Lead, who doubles as the District Field Supervisor (DFS); Districe@e0fficer; District IT

Officer (DITO), and District Data Quality Monitor (DDQM). As mentioned earlier, the District
Centre Lead is to provide leadership during the training of enumerators and supervisors. During
the field data collection, the District Ge Lead becomes the District Field Supervisor. In
some districtshowever, the number of District Centre Leads and District IT Officers may be
increased due to the large size of personnel to be used.

District IT Officer: The DITO is responsible for adgbsing all technical issues and challenges
related to ICT gadgets and CAPI Application. More information on the role and responsibility
of the District IT Officer can be found Section 19.9.

District Data Quality Monitor (DDQM): The role of the DistricData Quality Monitor is to
run daily checks on the data to ensure there are no errors and inconsistences. The detailed
responsibilities of the DDQM can be found in thata Quality Monitor manual.

District Field Supervisor (DFS): The DFS will work closst with the DCO, Data Quality
Monitoring officers and IT officer but generally will be ioharge of technical issues. DFS will
be responsible foa certain number of SAs to ensure that work from the assignedsS#s
high quality.
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Specifically, the rolef the DFS:

1. Supervises all the supervisors in their jurisdiction and ensure that supervisors working
under them sync collected dataily

2. Conducts spot checks

3. Assists in the protocols and community entries into the institutions and communities

4. Addressesnaps and boundary challenges within their assigned areas

5. Keeps track of the number of days enumerators will use to complete listing of
structures in their EAs

6. Works with the Rover/IT officer to get to their zones and copy data where there are

synching chéenges
7. Ensures that the supervisors are always on the field
8. Receives feedback and gives feedback to supervisors and enumerators
9. Clears the Field Supervisors after completiothefr task

S. Field Supervisors

Each District is divided into Supervision Are§SA), each of which is under one Field
Supervisor. The Field Supervisor is to guide the Field Enumerators working under him/her in
the field to follow the right procedures to ask questions in the questionnaires appropriately and
to record responses cortigc The Supervisor is also expected to assist the Enumerators he/she
is supervising to resolve challenges that may be encountered during the data collection
exercise. The Supervisor must encourage positive spirit and cooperation among team members.

Note: Detailed roles and responsibilities of a Field Supervisor can be fouiaaipter 19.

T. Field Enumerators

Enumerators play important role in the Census operation. About 70,000 Enumerators will be
engaged in the PHC with the common goal of obtaining atcwad complete information
about all persons and all living quarters which qualify to be enumerated in the country.

The whole country has been divided into nearly 52,000 Enumeration Areas and it is the
responsibility of the Enumerator to count all pessgoresent on Census Night in the
Enumeration Areas assigned to him/her.

Note: For more details on the roles and responsibilities of Field Enumerators, refer to Chapter
4 of this manual.
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3.3 2021 Population and Housing Census organogram

Figure 3.1: 2021 Population and Housing Census Organogram
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CHAPTER 4
CONDUCT, ROLE AND RESPONSIBILITIES OF FI ELD OFFICERS

4.1  Your Behaviour is Important

As mentioned earlier, the success of the whole census operation depends to a large extent on
how well respondents eaperate in giving the needed information. By the time you approach

the people, every effort would have been made alreagultbcize the census through all the
important publicity and education channels such as the Press, Television, Radio, Chiefs,
Assemblymen/women, Unit Committee Members and Schools, to obtain -hgecation of

the people. Nevertheless, your success asld Bfficer depends greatly upon your approach.

4.2  How to Approach People

Whenever you are about to enter a house for an interview, remember that you are a stranger to
the house and must, therefore, observe all the rules and customs governing vigies to o
peopl ebs houses:

a) Knock or ring the bell and wait for a response to usher you in;

b) Greet and exchange customary courtesies;

c) Look cheerful;

d) Ask for an elder of the house and explain to him/her briefly the reason for your visit

Example:

AGood Mo Madam,damSure you have already heard about the 2021 Population and
Housing Census which is now taking place in all parts of the country. | am a Census Officer
(SHOW YOUR ID CARD) and my work is to enumerate every person and living quarters in

this area The information you give me will be treated strictly confidential and will not be

di sclosed to anybody. This information is ne

Many of the people you will visit may already be aware of the nature of the work you are
engaged inlf some of the people you visit do not appear to know anything about the census,
you must proceed to explain briefly the nature of the census operation to them. You must
emphasize that the operation will help in making realistic development plans stilch as
provision of pipeborne water, construction of roads, schools, hospitals, etc. However, you
must desist from promising any developmental projects. You must also stress that the census
has nothing to do with taxaticand deportation of ne@hanaiansAgain, emphasize that the
information provided is confidential because Statistical Service Act (2019) forbids the
disclosure of any personal/individual information acquired under the act to any Ministry,
Departmentor other Government organization for téga or deportation of noiGhanaians

a) Immediately after your brief explanation, you must proceed to obtain the information
required. Do not waste time with any person or group of persons as this may delay your
work within the enumeration period.

b) Do not actoverly aggressive or too sociable. Maintain a pleasant and buikeess
composure.

c) When leaving the household, remember to thank the head and the other members for
their cooperation.

4.3 Language of the Interview

You must as much as possible, condwainjinterview in a language that is understood by the
person who is answering the questions. Occasionally, you will come across individuals who do
not understand any of the languages you speak. If a substantial proportion of persons in your
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EA do not undestand your language, you must, with the knowledge of your Field Supervisor,
engage an interpreter.

In such cases, you must ask the respondent to identify someone in the same house or a
neighbouring house that they trust to translate your questions. @tssnpmust be told that

they must not add anything to the questions you have asked, nor must they volunteer any
explanations. Before a person from the same or neighbouring house is asked to do your
interpretation, make sure that such a person is acceptatiie respondent. If the respondent
raises any objection to the presence of this interpreter, you will have to change him/her.

4.4  The clothes you put on matters

Do not do anything to frighten the people whoseoperation you are seeking. It is impont

not to wear clothes that resemble uniforms such as a policeman, a soldier, a scout, fire or
prison officer, customs or immigration officer, or use paraphernalia of any political party. Put
on simple but decent clothes, which will Hfaghten, intimida te or offend any person and

that does not indecently expose parts of your bdthe golden rule: dress to blend into the
environment of the interview.

NOTE: ALWAYS WEAR YOUR CENSUS JACKET, ID CARDPAND A FACE MASK.

45 Patience and tact are needed

Remembethat you must be very patient, however provocative a respondent may be. This is
very necessary to obtain the cooperation of all kinds of people. You must not, under any
circumstance, lose your temper because this can disrupt the entire operation and make

difficult for you to proceed further. You must always be courteous and friendly.

4.6  Role and responsibilities of the Census Field Enumerator

As an Enumeratoyou play an important role in the census operation. You are one of a team
of about 70,000Enumerators with the common goal of obtaining accurate and complete
information about all persons and all living quarters which qualify to be enumerated in the
country. Your job is to ask questions about everyone who slept in the househo&hsus

Night (27" June 2022 and to record the answers correctly. It is the single most important job
in the census. The quality of the census data will depend to a large extent on the effort you
make and the thoroughness with which you and your fellow Enumeratoyooayour tasks.

The information you collect becomes the foundation upon which all census results will be
based.You must make every effort to obtain complete and accurate answers and to

record them carefully and correctly. The census results cannot lbetter than the data you
obtain. The success of the census | argely de
is your job to obtain this by being polite, tactfaihd patient at all times.

4.6.1 You must work through to the end of the censugdalaollection exercise

You are expected to work conscientiously to complete work in the area assigned to you in
good time. You should not abandon the work before the end of the exercise exdépt for
reason of sickness. In case you become ill or incagiaditwhile working on the census, you
must report this immediately to your Field Supervisor or, in his/her absence, to a higher
authority so that he/she can arrange for your replacement.

4.6.2 You must work as a fullime enumerator without engaging in another activity
during the enumeration period

Take note that your work is fulime. You are strictly forbidden to engage in any other activity

such aghe teaching of extra classes, petty trading, political or religious propaganda/activity

during theperiod of enumeration.
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4.6.3 You must work without the assistance of unauthorized persons

You must not permit anybody, not even members of your family or household, to help you
with your work. Only sworn Census Officials are allowed to help you. Note pinaitive
action would be taken against you if found culpable.

4.6.4 You must count every household once and avoid omission and double counting
You must not miss any household in your area or count any household twice to avoid omission
and double counting.

4.6.5 You must be a team player

The Census operation is teamwork. Enumeration is not complete until work in the whole
Supervision Area is completed. Your Supervisor or District Census Officer can send you to
assist enumeration in any Enumeration Area)(BAhe district or a nearby district if there is a
need.

4.7  Interviewing Skills
Field Officers must utilize the following interviewing skills:

Establishing a good rapport with the respondent;

Being mindful of their sitting posture during interviews;

Obt ai ning respondentsdé consent before star
Maintaining neutrality throughout the interview period;

Refraining from suggesting answers to the respondents;

Asking the questions without changing the wording or sequence;

Handling difficult/reluctat respondents tactfully;

Recording information accurately;

Being patient to go through the interview with the respondent;

Being courteous, patigrand tactful;

Answering questions from the respondent frankly; and

Keeping to appointment times on the dadick card and never keep the respondents
waiting

TARTTS@T0oo0Tw

4.8 How to deal with difficult respondents

Occasionally, you may come across people who show a suspicious or uncooperative attitude.
In such cases:

a) You must point out to the uncooperative person thatredl information you are
collecting is confidential and will not be disclosed to anyone.

b) You may obtain help from neighbours whom you have already enumerated. You
should try to find another person known to the uncooperative respondents to help you
in explaning the purpose of your visit. This may help you obtain a favourable
response.

c) You may also obtain help from the local Chief or Headman or Assemblyman/woman or
Unit Committee member. For this reason, it is always advisable to pay a courtesy call
on theChief or Headman or Assemblyman/ woman of any town, village or hamlet you
visit before you start your work. You must explain your mission to him/her and let
him/her know the important part he/she can play to ensure that your mission is
successfully carriedut.

d) If he/she still refuses to eoperate, take note of it and report the matter to your Field
Supervisor who will take it up with a higher authority.

e) If all theseapproacks fail thenas a last resortell him/her that theStatistical Service
law reqgures him/her to give answers to your questidfalure to oblige could lead to
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the committal of an offence which is liable on summary conviction to a fine or a term
of imprisonment or both.

4.9  Things you must DO

a) As far as possible, only adults must beemiewed;

by Carry your I dentity Card or introductory
with you at all times while working on the census;

c) Study your Manual thoroughly in order to do your work efficiently;

d) Discuss all your problems and uncertaas with your Field Supervisor;

e) Be patient, tolerant, and courteous at all times when dealing with respondents;

f) Visit again and again, households where enumeration has not been completed;

g) Always conduct the interview in such a way that the respondentdveaigs assured of
Aconfidentialityo.

4.10 Things you mustNOT DO

a) Do not enter any fictitious information on your Tablet. You will be found out and be
charged withfraudl n some cases, respondents t hems:eé
answers for them . You should patiently explain t
does not allow you to provide information for respondents and that you would be
charged with fraud if you did that.

b) Do not interview people in a group except when they are members of riiee sa
household;

c) Do not permit any unauthorized person to accompany you on your visits. If, in an
exceptional case, you have to depend on a guide to locate a hamlet or house, do not
allow him/her to interfere with the interview;

d) Never discuss issues relatitgypolitics or religion, nor must you allow yourself to be
involved in any controversial arguments while engaged in an enumeration;

e) Do not argue with your respondents;

f) Do not disclose to anyone, except to Census Officials, any of the information you
receiwe in the course of your duties as an Enumerator;

g) Do not permit any unauthorized person, not even a member of your family, to see the
information entered on the tablet;

h) Do not delegate your work as an Enumerator to another person;

i) Do not combine your censugrk with any canvassing for personal gain, your church,
mosque, political party or any other organization.

4.11 The success of the Census depends on you

The success of the census depends on how well you carry out your tasks as an Enumerator.
Among otherthings, you must be conscientious and honest. Do not hesitate to bring to the
notice of your Field Supervisor anything which strikes you as being doubtful. Note that your
entries will be carefully checked after enumeration and you will be asked to gddotok

field and correct all your mistakes at your own cost.

4.12 Role and responsibilities of the Census Field Supervisor

The Census Field Supervisor is responsible for all Census work in the Supervisory Area (SA)
assigned to him/her. Specifically, tBepervisor is to:

1. Assign EAs to enumerators in your SA before listing commences;

2. Report to the DDQMT and calls for support where necessary; e.g. reassigning of
workload to enumerators.

3. Ensure that all structures are listed;
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Ensure all households are emerated;

Check for duplicates and partial save cases for corrections and completeness;

Sync data with enumerators

Review the work of enumerators;

Conduct reinterviews;

. Sync data to HQ);

10.Ensure to sync with enumerators anytime there is a CAPI update;

11.Run eports on EAs for omission and correction;

12.Check and assist enumerators to address the challenges they may encounter during
enumeration; and

13.Report any problem encountered to the District Field Supervisor (DFS).

©CoNOObh
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CHAPTER 5
KEY CONCEPTS AND DEFINITIONS

5.1  Census Night (27 June 2021)

In order to meet one of the essential requirements for a modern C2@8ulyne 2021is
designated as th@ensus Night All enumeration must relate to tl@ZENSUS NIGHT. Thus,

it is a reference point to whidl enumeration must relate Note thatonly persons alive in

Ghana at midnight of this day must be enumeratedCensus Night will be publicized in
advance throughout the country so that it will be easily remembered by everyone. Remember
that all the questionsoy ask (e.g. Soci®emographic and Economic Characteristics,
Information Communication Technology (ICT), Housing Conditj@ml Sanitation questions)

must relate to Census Night unless you have specific instructions in this manual to the
contrary.

Note that between the Census Night and the time of enumeration, the composition of a
particular household may have changed. If somebody died after Census Night you must
enumerate him as living on Census Night; if a baby was born after Census Night you must not
erumerate him/her. Visitors are enumerated if they spent Census Night in the household.

5.2 Concepts of structure, housing unitand dwelling unit

As indicated in Section 1.2, all living quarters in Ghana would be enumerated during the
Census. Therefore, is important to know what structure to be listed and enumesatéuht

you do not miss oubn any of them. Thus, the principal units of enumeration in the housing
Census are living quarters, whether occupied or vacant. Note that they may (a) have been
constructed, built, converte@r arranged for human habitation, provided that they are not at
the time of the Census used wholly for other purposes and that, in the case of improvised
housing units and collective living quarters, they are occupied ortfimugh not intended for
habitation, actually been used for such a purpose at the time of the Census.

5.2.1 Concept of a structure

For purposes of the Census, a structure is defined as a separate and independent building or an
enclosure, either completed ancompleted with any of the following characteristics (see
guestion LS05 in Section 10.4):

Fully completed

Fully roofed but uncompleted
Partially roofed

Roofing level (with improvised roof)
Lintel level (with improvised roof)
Roofing level (without roof)

Lintel level (without roof)

Window level

Concrete/metal pillars level

©CoNoOrwWNE

A structure may be at any location and may be used for any activity such as residence,
business, school, hospital, public toilet, etc. (see Section 10.4). A structure may be constructed
with different materials such as concrete, brick, mud, metal, plastic, cardboard, wood, glass,
grass, strawand bamboo. A structure may be immovable or movable. A residential structure
may contain one anore housing units (for exampkingle housgor gpartments). Note that a
structure need not be surrounded by a fence wall or a hedge. For example, multiple houses, a
house, kitchepand toilet may be on one compound, whether or not surrounded by a wall
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should be considered as separate structures. Isaime way, a group of huts walled or
unwalled should be considered as separate structures.

For purposes of the Census, information on both completed and uncompleted structures would
be collected. The inclusion of uncompleted structures would help idémbigg structures that
have the potential of being added to the housing stock within the short to medium term period.

Note that for uncompleted structures, only those that have reached window levels and
beyond should be listed. Table kiosks or structuresinder construction that are below
window and footing or at foundation levels should not be considered as structures.

5.2.2 Concept of housing unit

A housing unit is defined as separate and independent place of abode that is intended for
habitation by oa or more househadHouseholds usually occupy théhele or a part of, or
more tharone housing unit.

5.2.3 Concept of a dwelling unit

A dwelling unit is a single unit that could provide living facilities for one or more households.
The unit could be paof a structure or an entire structure serving as a home or residence. A
dwelling unit may have one or more roothatmay or may not be occupied at the time of the
Census. It includes units within a structure sucta @mpound house, apartment building,
detached or sendetached housand a kiosk.

In some cases, the dwelling unit and the structure are the same and in other cases, the two are
di stinct and different. For exampl e, a Omet
for a particula househol d. However, within an Oapar:
units could be dwelling units for different households.

5.3  Concept of a household

5.3.1 What is a household?

The household is a general framework within which most individarssdentified since the
majority of the population livein households. The concept of a household is based on the
arrangements made by persons, individually or in groups, for providing themselves with food
or other essentials for living. A household nteeyeither:

a) A oneperson household: a person who makes provision for his or her own food or other
essentials for living without combining with any other person to form part of a-multi
person household or;

b) A multi-person household: a group of two or morespes living together who make
common provisios for food or other essentials for living. The persons in the group may
pool their incomes and may, to a greater or lesser extent, have a common budget; they may
be related or unrelated persons or constitut®rabination of persons both related and
unrelated (OECD).

For purposes of the Census, three important criteria should help you to identify a household.
These are that the individual(s) must:

1) Live alone or together and catered for as one unit;
2) Make commorprovision for food and other essentials;
3) Acknowledge one person as the head of the household.

The persons in the group may be related by blood or marriage, unrelatedombination of
persons both related and unrelated. It is important to emphasizeathall related persons
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living in the same house or compound are necessarily members of the same household. For
example, two brothers who live in the same house with their wives and children may or may
not form separate households depending on theiricgtarrangements. The same applies to a
father/mother and his/her married children. Thus, in many cases, a house or compound may be
divided into separate households.

Note that a household may also consi st of
persons living in the streets without a shelter.

5.3.2 Dividing a house into households
Dividing a house or compound into households may require a lot of probing. The following
examples must guide you to identify a household:

a) In large family houses where ydave more than two generations of people living in the
same house, first, find out which members share common catering arrangements and
regard each unit as a household. A parent may, for example, have four sons, each of whom
has a separate arrangement tfte preparation of food for their own "family”. Each of
these units must be treated as a household. If the father shares meals with one of his
married children, he must be classified as part of that household. An exception to the
above principle is whe in a house or compound, a man has several wives with each wife
and her children occupying their own set of rooms in the house. The man eats successively
with each of his wives. In such a case, the man, his wives, their children, etc. must be
treated a®ne household.

b) A lodger who sleeps and eats at least one meal a day with the household must be
considered a member of that household.

c) A househelp and his/her family who live in a house or an-louise on the same
compound as the employer but prepare to@n food and eat separately must not be
considered as members of the employer's household. They must be classified as forming a
separate household. However, a heliglp who eats and sleeps with the family of the
employer must be considered as a memb#re@employer's household.

d) If two or more unrelated persons live together in one flat or one room, they may or may not
be regarded as one household depending on whether or not they have a common catering
arrangement. Probe to find out.

e) Two or more friendsvho share accommodation but have separate catering arrangements
should be classified as separate households. However, if they have common catering
arrangements then they should be treated as one household. In this case, one of them
should be identified abe head.

f) One person may constitute a household if that person lives alone in a house or part of a
house. If the person lives with others in one room but prepares and eats his/her meals
separately, he/she forms a emember household.

Note the following inidentifying different households in a structure:

1. Upon identifying an adult who lives in a listed residential structure, explain the key
characteristics of a household as stated in Section 5.3.1 above.

2. Explain the concept of dwelling uritefer to Sectin 5.2.3)to the respondent and ask
for assistance to identify and couwaitthe dwelling units in the structure.

3. Engage this person (the respondent) to identify the households in the dwelling units in
the structure. This should be done independently frmmtumber of the dwelling units.

4. In determining who should be included in the household, emphasis should be placed on
the living arrangement of the household members and not the sleeping arrangement.

5. There could be more than one household found in a chgelhit or a structure or at an
outdoor location.
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6. One household could occupy more than one dwelling unit or a structure. Remember
that there could be households who may be renting, perching, squatting or occupying
the dwelling unit as the owner(s) or ligin the dwelling unit for free.

7. In a storey building, begin to identify the dwelling units and households within them
from the topmost floor and descend to cover all the households on the other floors
below to the ground floor.

5.3.3 Who is the head of &dousehold?

The head of household is generally the person who is recognized and acknowledged by the
other members of the household. The head of household has the primary responsibility for
maki ng major decisions on t heersbnqooddend @thedad s | |
male or female), may or may not be the main income earner of the household. He/she is not
necessarily the oldest person in the household. Your main guide as to who is the head is the
one who will be pointed out to you as such basethe above criteria.

5.3.4 Who is a usual member of a household?

A usual member of a household is a person who (whether present or absent on Census Night)
has spent at least the last six months with the household or intends to spend at leastithe next s
months with the household.

The following, however, must also be considered as usual members of the household, even
though theydo not satisfythe residential requirements:

a) Persons who have not spent the last six months with the household but who éhave th
intention of staying there for at least the next six months, e.g. workers on transfer.

b) Seasonal workers who return home after a season. If such workers spent Census Night with
the household, they should be considered as usual members present. Howexewydre
absent on Census Night they should be recorded as usual members absent.

c) Students in boarding schools or hostels. If a student spent Census Night with the
household, he/she should be recorded as usual member present; if not he/she should be
classified as usual member absent. However, students who have spent six months or more
before Census Night outside the country and those who were outside the country on Census
Night and intend to stay outside the country for the next six months or more, sboblel
regarded as usual members.

d) Soldiers in barracks/camps where they are catered for as a group. In this category, treat any
person who did not spend the Census Night with the household as household member
absent. Those who spent the Census Night wigh household should be regarded as
household members present.

e) Construction workers camped at sites. If any of such workers spent the Census Night with
their household, they should be considered as usual members present.

5.3.5 How are other household menals related to the head?

The relationship among household members can be used to determine family structure and the
existence of households composed, partially or completely, of unrelated persons. In identifying
the members of a household (as defined inti&e 5.3.1), it is useful to identify first the
household head and then the remaining members of the household according to their
relationship to the head. After identification of the household head, each of the remaining
members of the household shouks distinguished in relation to that person, as appropriate, as
one of the following:

a] spouse (either wife, husband or cohabiting partner); b] child (either son or daughter); c]
parent (either mother or father); d] parentaw (either father or motheof spouse); e] sonin
law; f] daughter idaw; g] grandchild; h] greagrandchild (either great grandson or great

22|Page 2021 PHC FI ELD OFFI CER8S MANUAL
Copyright © 2021 Ghana Statistical Service



granddaughter); i] brother or sister; j] step child; k] foster child; 1] adopted child; m] other
relative (such as uncle, auntie, cousie,)etn] nonr el ati ve (such as frier
etc.); o] houséhelp (persons engaged purposefully as such).

Note that the relationship must always be written as if it were defined by the head
himself/herself. For example, if the person who hanhbdentified as household head says:

a) Akrofi is my son - write  SON

b) Borketey is my brother - write. BROTHER
c) Ceceliais my wife - write  WIFE

d) Daniel is my father - write PARENT

On the other hand, if a member of the household other than the heag@asdieg to the
guestions thenyou must reverse the relationship before recording E.g. a household
member says:

a. The head is my fathemwrite SON or DAUGHTER (as applicable)

b. The head is my mother's brothexrite OTHER RELATIVE

c. The head is my sonwrite PARENT

d. The head is my iiaw - write SON INLAW or DAUGHTER IN-LAW (as applicable)

e. The head is a friend to my mothawnrite NON-RELATIVE
Most relationships are established either by blood (descent) or by marriage (affinal). This
means that your brothenda sister's son are blood relatives whilst your wife, wife's mother or
wife's sister are relatives by marriage. Enumerators must be able to distinguish between:

A Biological, step, foster and adopted children
1. Biological child is born to the head (blood child
2. Stepchild is born to a spouse with another partner
3. Adopted child is notbiological but legal child of the head

A Relative child and norelative
1. Relatives are related by blood and marriage
2. Nonrrelatives are persons not related to the head by blood cagerr

Note that there is a difference between a foster child and an adopted child. A foster child is
raised by the head and not his/her natural or adoptive parents, with no legal backing. However,
an adopted child of another becomes his/her after goingghrall the legal processes.

Make sure that the blood relationships specified are true biological relationships. A son must
mean the head's own true son and not his brother's son, ettréthérs, e.g. persons having

one mother but different fathersr one father but different mothers must be recorded as
brothers. Similarly, halbisters must be recorded as sisters. Adopted Son/Daughter must be
classified as Son/Daughter.

Any other relationships must be clearly stated e.g. Parent/Raflent, Grandchd, etc.

Other household members, who are not related to the head of the household such as lodgers,
guest, friend, etc. must be classified as-relatives. Paid unrelated house help(s) must also be
classified as nomelative(s).

Always remember to avoiduch vague terms as nephew, cousin, uncle, etc., which do not
denote exact relationships. Nephew may mean brother's son or sister's son.
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5.3.6 Visitors

A visitor is a person who is not a usual household member but spent the Census Night with the
household This person could be a relative, friend or stranger. S/he could be present or absent
at the time of interview.

5.4 Homeless Households

Homeless household could be one or more persons who sleep outdoors at fixed locations. For
example, a mother and chitd mother, father and child sleeping outdoor$xagd locations

such as Tema Station and CMB in Accra, Asafo Market in Kumasi, etcSuch persons may

be found in front of shops, under sheds, etc. These are person(s) who usually are located at
0fi xednsdcand continually I|live in the street
structures and are not protected from animals and bad weather, notably rain, heat, wind and
sunlight. These people are classified as homeless households and they mentifedichs
individuals or groups forming one unit (Refer to Section 5.3 for definition of a household).
This includes persons who sleep at lorry parks, markets, in front of stores and offices, public
bathrooms, petrol filling stations, railway stations, \erandas, pavements, hideouts and all
such places which are not houses or compounds. A typical example of the homeless
households is thikayayeiwho sleep in identified locations in Tema Station in Accra.

5.5  Group Quarters population

These are personshe live as a group in an institution but do not form a household. This
group of people would be enumerated as group quarters (institutional) population. For the
purposes of the Census, the institutions have been grouped into stable asi@bi®n
institutions (see Sections 12.3.112.3.3). The following are examples of population living in
Group Quarters:

a) Educational Institutions, e.g., students in boarding schools, hostels, universities halls of
residence, training colleges, blind schools, seminariesjetds, monasteries, etc.

by Chil dren's Homes, Orphanages, Nurseries,

c) Hospitals and Healing Centres including Mental Hospitals, Maternity Homes, Divine
Healers' Camps and Herbalists' Establishments, Rehabilitation Centres and similar
institutions for the sick, as well as those who are physically and mentally handicapped.

d) Hotels, motels, hostels, guest houses, bed and breakfast, etc.

e) Prisons including Borstal Institutions, Remand Homes, Industrial Schools and Police /
Immigration / Military Cells.

f) Security training institutions such as Military Academies, Police Training Schools, and
Immigration training schools etc., Army Camps are also including in this category.

g) Construction workers camped at construction sites should also be tasateeinbers
of group quarters/institutional population

Note: staff members living in private houses in the institutions form household population and
mustnot be considered as part of the institutions

Note also that in tertiary and other institutions,r¢henay be students or friends who are
illegally in residence with their friends. These persons who are usually referred to as
APercherso, should be enumerated provided th

5.6  Floating population

The FLOATING POPULATION aretransient population and sleeps outdoor. These persons
may either be enumerated more than once or may not be enumerated at all if care is not taken.
Enumeration of these persons will be carried out during Census Night (Refer to Section 12.4
for further deails on enumerating floating populations).
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This group of persons may be found in certain locations other than their usual place of abode.
Thus, for this group, where they are located are not their usual place of residence but are found
at such locationdue to some circumstances such as travelling and taking care of the sick. The
following are examples of persons in this category:

a) Persons whanay be at bus terminals or lorry stations @ravelling long distances
from one town/village to another withihé country on Census Nighhote that these
people will spend the Census Night on the road and will be enumerated before boarding
the bus or lorry takes off.

b) Persons who will be found at the border posts, airport, seaports on the Census Night
with the irtention of travelling outside the country after 12 midnight. These are people

who even though are travelling outside th
boarders by Census Night.

c) Persons on Ship/ Boats in GlCensugaNight Territor
d Persons on Oil Rigs in Ghanads Territoria
e) Persons at Ghanadés Border Posts/ Check Poi

f) Persons found on Census Night to have slept on verandas, corridors and pavements in
and around hospitals while taking care dditlsick relatives (irpatients). However, in
cases where hospitals/clinics or prayer camps provide hostel facilities for those caring
for patients, they should be treated as institutional population.

g) Hunting and fishing groups.

h) Beggars and vagrants (inding mental ill persons) who may be roaming about.

How the population in transit would be enumerated are discussed in Section 12.4.2.

Note that persons at funerals, pubs/night clubs, parties, etc. on CensusnNgihhotbe
treated as part of the floatimgpulation. If the respondent spent Census Night at such a social
gathering, he must be enumerated in the house to which he finally returned to after the
function. For instance, if Kwamena Appiah after the social function went to sleep with a friend
afterCensus Night he must be enumerated in the friend's household.

Note: Do not confuse floating population with homeless household population as discussed in
Section 5.4 above.

5.7  Locality

A locality is defined as an inhabited geographical area with andistame. It could be a
hamlet, mining camp, ranch, farm, village, town, city or part of a town or city. A locality may
contain one or multiple EAs. For example, Kaneshie in Accra is a large locality which has
more than one EA (see Section 7.3 for infoioraton the types of EA). Locality names are
prepopulated in CAPI, however, where locality names must be recorded, write exactly what
the inhabitants themselves call it. Do not write any locality name which is different from what
is known in the area.

5.8 Enumeration Area (EA) Map

The country has been divided into small geographic units called Enumeration Areas (EAS)
during cartographic mapping for purposes of enumerating all people within Ghana. Owing to
other factors, mainly population density, geograpéicain and distances to be travelled, EAs
have been conveniently demarcated to facilitate effective canvassing by an enumerator.
Enumeration Area (EA) is a map showing the EA of interest. This EA has been highlighted
using a grey colour. The Map showscleaenumerator the extent of the EA allocated to
him/her. Each enumerator will be assigned an EA or part of EA during the enumeration and
will be responsible for visiting each and every household and recording the particulars of all
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persons who spent tHeENSUS NIGHT in the EA ensuring he/she does not miss out or
double count any household in the EA.

The supervisor will help to identify the EA boundaries. Make sure you familiarise yourself
with your EA before you start work. Study the EA map carefully so tthe boundaries are

clear to you, both on the ground and, on the map. In most cases, the boundaries of your EA
follow easily identifiable features such as buildings, churches, mosques, rivers, streams, roads,
tracks and footpaths, etc. On each map, tiere legend (key) showing what each symbol
represents. Always refer to the legend for proper identification of features. Details of

how to use maps is explained in Chapter 7.
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CHAPTER 6
PRELIMINARY OPERATIO NS BEFORE ENUMERATION

6.1  Training programme for all Field Officers

Field Officers would be trained comprehensively on all aspects of the Census. Primarily, the
training will include the concepts and definitions of the Census as well as how to carry out the
fieldwork. The training would also cover thatiks of the field officer before, during and after
enumeration.

The training would adopt a participargntred approach which involves lectures, video
presentations, fae-face interactions, mock interviews, assessments, field practice, small
group disassions (using English and local languages) to ensure that concepts, definitions and
procedures for collecting data are well understood. Trainees would also be encouraged to
participate and contribute to all discussions. At the end of the training xppésted that each
participant would be able to interpret and use an Enumeration Area Map, carry out listing of
structures and complete a listing form, know how to enumerate a household population,
institutional population and floating population using @&PI system.

Field Officers would be selected for fieldwork based on the criteria below:

a) Performance in assessment

b) Contribution made during training sessions

c) Performance during field practice

d) Fluency in one or more local language(s) spoken in thedalistri
e) General appearance, attitude, and behaviour

f) Punctuality and attendance

6.2 Documents and materials, you would receive after training

For a successful execution of your duties as a field officer, you will be provided with the
following documents and matals:

a) Tablet/Charger

b) SD Card

c) Sim Card

d) Tablet Case

e) Power Bank

f) Enumeration Area (EA)/ Supervision Area (SA) Map

g) Field Bag

h) Census Jacket

i) ldentity Card

j) Census Cap

k) Certificate of Enumeration

l) Chalk

m) Call-back Cards

nNf Enumer atord6s Materials Receipt Form (Phot

0) Raincoat

p) Wellington Boots (in rural and marshy areas)

g) Questionnaires and other instruments

Some of the items like the tablet, power bank, EA and SA maps, ID card and Certificate of
Enumeration (both used and unused) should be returned at the end efammThe Census
Secretariat would make this information known before the start of enumeration. You need to
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take note of this information because failure to submit a returnable item would attract a
penalty.

6.3  Enumerator's materials receipt form

Enumeators) should complete the appropriate part of the Enumerator's Materials Receipt
Form (refer to Appendix 6) whenever they receive any documents or materials from the Field
Supervisor, and the latter will do the same whenever they hand over any documents o
materials to him/her.

6.4 Community entry and household entry

6.4.1 Introduction

Securing and sustaining the community/ househ
PHC because the support and cooperation of communities and households wrél thes
successful collection of complete and accurate data during the 2021 PHC. Effective
community entry and household entry are critical to the collection of complete and accurate
information in the 2021 PHC. This is because it affords the CensusaBffioe opportunity to

make the right contacts; engage with the right people or leadership of the community; clarify
the purpose of the visit; specify the support expected from them to achieve the objective of the
visit; determine any challenges that ateely to affect successful data collection at the
community or household levels; and develop the appropriate measures to prevent or minimise
these challenges.

6.4.2 Community entry

Community entry refers to the process of initiating, nurturing, and susjaa desirable
relationship with the purpose of securing and sustaining the interests of members of locality in
all aspects of the Census. It involves recognizing the locality, its leadership and people, and
adopting the most appropriate process in megetinteracting, and working with them to
enhance the cooperation of the community members to participate in the Census exercise.

For the purpose of the 2021 PHC, a community refers to an area or entity (or group of people)
with a defined location and/arganized structure or hierarchy that can be used to facilitate the
Census process. A community as defined above includes residential spaces or settlements (e.qg.
refugee camps, estates), group quarters (people who live together but are not households),
traditional Area (e.g. Paramountcy, Division, village/town), public administration offices (e.g.
District Assemblies, Zonal Councils), places of worship (e.g. churches, mosques, shrines),
market centres and lorry parks. Community entry is required to sugibe$ist and enumerate

all structures and persons in these communities.

The Census EA Maps are classified based on the size of the locality and therefore, the
community entry should be strategized based on the size of the locality.

In both rural and udbn ar eas, it i's nece®dlaoby anhd ophhh
leaders such as Assemblymen/women, Unit Committee members and inform them of your
mission before you start your fieldwork. Briefly explain to them the objectives of the Census.
Do not brget to mention the fact that the Census will provide the basic data required for the
planning of economic and social services, e.g. the provision of water, health services, schools,
housing, feeder roads, etc. In organizing such meetings:
q Teams should,samuch as possible, visit all localities within their jurisdiction and meet
with the power brokers (Chief and Elders, Assemblyman/woman, etc.);
q Introduce the Team and the Enumerator who is likely to be working in that locality
often;
q Talk about the impoaince of the exercise; and
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 Communicate the need to encourage their subjects and residents to make themselves
available and provide accurate data.

In a large locality which has more than one Supervisory Area (SA), the teams working in such
a locality shouldneet as a group and arrange to meet the chiefs and opinion leaders. Note that
in some cases, the Enumerator will have to do the community entry by himself/herself. This
may come about because the Supervisor may not be able to go to the various commitimities

all his/her Enumerators.

There will be no need to meet the entire membership of the locality, but when the opinion
leaders request for such a gathering, the team leader(s) should not hesitate to speak on the
subject to the entire locality. Field Gférs need to be tactful in this regard and be prepared to
answer all questions accurately in order not to create any ambiguity in the minds of the people.
In a large locality which has more than one Supervisory Area (SA), the teams working in such
locality should meet as a group and arrange to meet the chiefs and opinion leaders. Note that in
some cases, the Enumerator will have to do the community entry by himself/herself. This may
come about because the Supervisor may not be able to go to the earnmusnities with all

his/her Enumerators.

Guidelines for Community Entry
The team must contact the Community leaders of all localities to:

Conduct proper introductions of the team members

Briefly explain the purpose of your visit, the Census processttanthenefits of the
Census to the community.

Seek any support the team may require from the community to accomplish your tasks
Request their cooperation and participation and

Also ask for any new locality they may know about in your jurisdiction andfask
direction to all these localities

E I E |

Note: In Type 3 EAs, the Enumerator should specifically seek the following support:

q Ensure that the list of localities on the PHC2 Form are exhaustive, and identify missing
localities to achieve complete coverage;

f Map out localities with reference to the base locality to plan your itinerary;

q Help to publicise the Census and inform the community members about the benefits of
the Census; and

q Administer the Questions in FO1, FOla and FO1b.

6.4.3 Household entry

AHoubkdh&ntryo is the process of accurately i
unit. This process starts with the community entry, properly locating structures where people
live and correctly identifying households within the structures. Refer ttioge6.3 for a

review of the concept of a household.

Guidelines for Household Entry
It is important that Field Officers observe all the rules and customs governing visits to other
peopl ebs homes on each visit. These rules an

 Knock, ring the bell and/or announce your presence (@&gtho, gafaragetc.) and wait
for response to usher you in.
q Cheerfully greet the people in the customary way and introduce yourself:
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Good Morning/ Afternoon/ Evening SiCengudadam.

Official (SHOW YOUR ID CARD) assigned to enumerate every person and living

quarter in this area. | am sure you have already heard about the Census which is now

taking place in all parts of the country. The information you provide is strictly

confidential. The Census data will be used to support national development activities

and general decision making.

Briefly explain the purpose of your visit.

Always seek to speak with an adult first when available. Otherwise, if an adult is not

available find ot when an adult may be available and make an appointment

accordingly (including leaving a caback card).

¢ Do not engage in any conversation that would not be relevant to your work or any
controversy or argument relating to the Census process.

q Emphasise adidentiality. Explain that the Census Law prohibits disclosure of any

personal information provided by the respondent to a third party (individuals or

institutions). Any official who breaches the Law shall be punished accordingly.

Emphasise the benefitsf the Census to the communities and households (refer to

Chapter 1 on the importance of the Population and Housing Census).

Immediately after your brief explanation, read out the confidentiality statement before

proceeding with the interview.

Alert the lousehold of a possible-késit should there be the need.

Remember to thank the household for their assistance and cooperation at the end of the

interview.

E

E. T T |

Note: An effective community and household entry would require you the Field Officer to
make a goodirst impression which includes dressing appropriately, putting up good manners
and appropriate behaviour (Refer to Chapter 4 for more on the conduct, role and
responsibilities of Field Officers.

6.5 Basic security, Health, and safety guidelines for Fiel®fficers

6.5.1 Introduction

As a Field Officer, you are going to operate within complex, hazardous, remote, and dynamic
sociapolitical contexts to collect Census data. The quality of data collected, and the security of
the Field Officers and logisticseakey towards the success of the entire Census exercise. This
section provides a set of guidelines to equip the Field Officers (including Monitors,
Supervisors, Enumerators, etc.), with the requisite knowledge in identifying hazards, assessing
and/or mitgating/deescalating threats or situations to ensure safety of their lives as well as all
properties in their possession.

6.5.2 Identifying hazards and assessing the risk

At each step of the way, the Field Officer is expected to identify all possibkghoehis/her

safety and properties in his/her custody. Hazards include diseases/illnesses; attacks by animals
including snake bites; theft, harassment (i.e. sexual and verbal); assault; etc. For each of the
hazards identified, the Field Officer should &lele to determine the likelihood of the event
happening and its consequences on his/her life or properties. The assessment should be done
using personal judgment or perception.

6.5.3 Mitigating potential risk

As a Field Officer, you need to decide quickihat action is needed to better manage a
suspected risk. It is important to note that you should avoid panicking in whatever situation
you find yourself as that could scale up the identified risk. To mitigate the identified risk, it is
important to emplsse that apart from ensuring your own safety, you are also responsible for
whatever equipment are in your custody. The whderd guidelines are to prepare Field
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Officers to prevent or effectively handle such security threats. These guidelines, tlmugh n
exhaustive, if adhered to could limit significantly, the risks in the field.

1. If possible, always keep a clean filled water bottle on you.

2. Always keep minimal cash when stepping out.

3. Keep all equipment and gadgets (i.e. tablets, power banks, etce ymid bag always

except when administering a questionnaire.

Avoid shortcuts, dark routes, suspicious neighbourhoods etc. while moving from one

place to the other.

Avoid indulgence in any kind of arguments with natives.

Leave behind expensive articles sashewellery, etc.

If possible, avoid working during odd hours i.e. night, dawn.

Identify multiple safe points (open space) within the SA to converge with your

Supervisor. Try as much as possible to meet at different points/locations.

9. Ensure that your lygage has a good lock to keep items safe after relocating into
communities.

10.1 f you become suspicious, consider changi
of the room you live/sleep in.

11.Where necessary, report any incidents to the police.

B

©NOo O

6.5.4 Health Guidelines
The emergence of COVHD9 presents a new way of life for every person. The coronavirus has
spread to almost every part of the world. This virus can spread from:

9 Person to person

1 Between people who are in close contact with one anotheirjwitiout 6 feet)

1 Via respiratory droplets produced when an infected person coughs or sneezes, and are
inhaled into the lungs of a person nearby

1 Possibly through touching an infected person who has touched their own mouth and
nose which are spread when asom with COVID19 coughs or exhales.

Al s o, it spreads when oneds fingers (or hanc
tables and fabrics, and the infected fingers touch the mouth, eyes, or nose. It can also be
transmitted from animals to hiams. Symptoms may include:

Fever

Cough

Running nose

Sore in the throat

Frequent headaches

Body temperature above 37%

Shortness of breath

Loss of taste and/or smell

E R -

The symptoms may appear from 2114 days (i
infected person and may range from mild to severe illness. The only way to prevent being
infected is to avoid being exposed to the virus. Everyday preventive actions include:

1 Wear face mask anytime you step out of you room.

1 Physically distance yourséilfat least 2 metres from any person.

1 Use an alcohdbased hand sanitizer with at least 70% alcohol. Always wash hands
first with soap and water if hands are visibly dirty.

1 Avoid touching your eyes, nose, and mouth.
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1 Cover your nose and mouth with dispolsatissue when coughing or sneezing, and
then properly dispose of the tissue.

1 Clean and disinfect frequently touched objects and surfaces using regular household
cleaning spray or wipe.

1 Wash your hands often with soap and water for at least 20 secopésjadly after
going to the bathroom, before eating, and after blowing your nose, coughing, or
sheezing.

1 Avoid close contact with people who are sick.

1 Stay at home if you are sick.

6.6  Planning your itinerary

Before you commence your work in the ruralaaeyou must draw up your itinerary for the
enumeration and submit this to your Field Supervisor for discussion and appmovaterary

is a schedule of events relating to planned travel, and which generally includes the destinations
to be visited at sified times and means of transportation to move between those
destinationsThe purpose of this itinerary is to fix the approximate date you expect to visit
each locality or area. Your visits must be systematic and orderly. You are the best person to
judge how you can cover all the houses, but if you get ahead of your schedule, do not stop.

For Enumerators in Type 3 EASs, the prepared itinerary should be in agreement with the Chief
or Assemblyman/woman or Unit Committee Member, and a copy given to ypenssor.

This will enable the Supervisor to visit/contact each Enumerator in the field. It will also make
the enumeration easier for the Enumerator. In agreement with the Chief, the inhabitants of
some villages or part of a village could be advised tp Istene on the day scheduled for their
enumeration.

In the urban EAs, the Enumerators could approach the problem in a different manner. Here,
there would be no need for any specific itinerary. However, Enumerators have been advised to
enumerate houses/sttures following the listing order. This will enable Supervisors to contact
their Enumerators during their visits.

This itinerary will not show the order of visiting houses in each locality since it is drawn up
before you visit the localities. Later on, &h you are in the locality, or after you have
completed the house listing, you must draw up an itinerary showing the order in which you
will enumerate the households in each locality and/or each house. This will make the
enumeration easier. You could warlit an agreement with the chief or opinion leaders so that
the inhabitants of the village or part of the village are informed to stay at home on the day
scheduled for enumeration.
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CHAPTER 7
USE OF MAPS IN THE CENSUS

7.1 Introduction

Maps are essentiéor achieving complete coverage and accurate enumeration. It is important
for Field Officers to be conversant with the procedures for using maps to accurately identify
enumeration and supervision areas. In the case of the Census, Enumeration Masstkerve a
basis to plan for the effective enumeration of the assigned area. The maps help enumerators to
locate the boundaries of their assigned area, identify all localities, list, and enumerate all
structures and persons in the assigned areas. They algoasea basis for recruitment and
distribution of logistics.

7.2  Definition of a map

A map can be defined as the representation of either an entire earth surface or a part of it in a
reduced form showing natural and/or rraade features. Maps may be drat@rscale or not

there are many different types of map that attempt to represent specific things. Maps can

display political boundaries, population, physical features, natural resources, roads, the

climate, economic activities, etc.

7.3  Types of maps

There are many different types of map that attempt to represent specific things. However, for
purpose of the 2021 PHC, three (3) main types of map will be used. These are:

a) Enumeration Area (EA) Map

b) Supervision Area (SA) Map

C) District Map

7.4  Enumeration Area (EA) map

An Enumeration Area (EA) map is the map of the smallest geographical area with- a well
defined boundary and features that is assigned to an enumerator which can easily be canvassed
and enumerated during the data collection petiath EA map has @escription form (PHC

2) attached which describes the boundaries and other relevant characteristics of the EA.

The objective of the Census can only be achieved if all structures are listed and all persons who
spent the Census Night in Ghana are enumerdteel EA map is the most important aid in
achieving complete enumeration in the assigned area. It is therefore, very important that you
know the area assigned to you in order to cover it systematically as any omission of
households and dwellings will hagenegative impact on the success of the Census. Remember
that the EA map is simply an image of land, water and other features that are unique to a
particular part of the country.

The EA map shows the area the enumerator has to cover. It also showsrttaries and
names of all sides of the EA. Again, the EA map shows localities, roads, streets, rivers,
streams, railways, houses and other major features within the boundaries of the EA. An EA has
an estimated average population of 750, even though beamore or less. It is expected that

the enumerator enumerat®sL the population and structures within his/her assigned EA.
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The following information are usually found on an EA map irrespective of type.

a) Locality Name and Code

b) Region and District namend their codes

C) Name and number of Supervision Area (SA)
d) Name/Base of Enumeration Area

e) Enumeration Area Number

7.4.1 Type 1 Enumeration Area (EA) Map

Type 1 EA map represents an entire locality (one EA to one localtig.type of enumeration

area is forred out of one locality (i.e. One Locality = One EA). This type of EA is normally
referred to as an island and is found in a rural area (See Figure 7.1).

Note: For the purpose of the 2021 PHC, a locality is defined as an inhabited geographical
area with a distinct name and defined boundaries. It could be a hamlet, mining camp,
ranch, farm, village, town, city or part of a town or city. A locality may contain one or

multiple EAs (refer to sections 57 for definition of a locality)

Figure 7.1: Exampleof Type 1 EA (EA numbers 057)
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7.4.2 Type 2 Enumeration Area (EA) Map

Type 2 EA map represents a part of a locality. Here, one locality is divided into two or more
EAs (i.e.two or more EAs in one locality). The Type 2 EA mapobel(Figure 7.2) shows
names of points of interest including Pentecost Church, Presby Church, Lorry Station, etc. In
Type 2 EAs, boundaries are mostly formed by features like streets, buildings, lanes, drains,

railway lines, etc.

Figure 7.2: Example of Type 2 EA (EA numbers 058, 059 and 060)
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7.4.3 Type 3 Enumeration Area (EA) Map
Type 3 EA map represents two or more localities put together to form one EA (one EA for

many localities).

These EAs are the rural type. A typeA I8 usually made up of two or more localities and its
boundaries are marked mostly by natural and artificial features such as streams, rivers,

mountains, roads, and foot paths (See Figure 7.3).
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Figure 7.3: Example of Type 3 EA (EA numbers 031)
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7.5 EA Boundary Description (PHC?2)

The boundary description of the EA assigned to you will be attached to your map and is called

EA Boundary Description (also referred to as PHC 2). The following details are provided on
all the EA maps:

a) Name of Region Region Code

b) Name of District District Code

C) District Type District Type Code

d) SubDistrict SubDistrict Code

e) Base locality Name Base locality code

f) Locality Type Locality Code

Q) 2010 EA Number 2021 EA Number (provisional)
h) Ghana Post Digital Address

)] EA Name

)] Other settlements in the EA, their estimated population and code
K) Boundary Description

7.5.1 General Steps to reading the EA map

1. Understand and acquaint yourself with the map symbols;

2. Use the EA description @hgside the landmarks / localities on the map as a guide to locate
the assigned EA,

3. Locate the EA name (base) for Type 2 EA and for Type 3 EA, look for the base locality

4. Orient your map correctly with the help of the north arrow symbol on the map;

5. Identify the starting point of the EA as indicated on the PHC 2.

6. With the aid of the PHC 2, use the map to trace the EA boundary;

7. Canvass the EA for Types 1 & 2 by systematically moving within and around the entire EA
segment by segment;
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8. For Type 3 EAs, canvassettbase locality by systematically moving from one locality to
the other based on proximity;

9. Familiarize yourself with the EA and identify key features that will help facilitate the
process of listing and enumeration.

7.5.2 How toread Type 1 EA Map and late Type 1 EA

Type 1 EA map represents the entire locality. This means that the enumerator is supposed to

cover the whole locality including outskirts. The enumerator must:

1. Check the PHC2/ Description form to ensure that it matches with the map.

2. Locate te EA with the help of the locality name on the map and other information on
PHC2.

3. Canvass (move within and around) the EA to identify the boundary, major landmarks, and
positioning of structures.

4. Start the listing at one corner to the end of the EA.

Figure 7.4: Example of PHC 2- Description Form for Type 1 EA (057)

1B-Oct15 GHANA STATISTICAL SERVICE

cPs: LB

REPUBLIC OF GHANA
PHICE
2020 POPULATION AND HOUSING CENSLUS
GHANA AUTOMATED ENXUMERATION AREA INFORMATION SYSTEM |GAEA-INFO|

1a. Region BOMO 1b. Region Mo. 09
2a. Dastriet DORMAA WEST 2h. Digtrict Mo. 0901
Ib. District Type Distrset 3b. District Tvpe Mo, 1
da. Sub District DORMAA WEST 4b. Sub District Nao. oo
Sa. Bage Locality Mame  JERUSALEM Shb. Bage Locality Mao. o1
Ba. Locality Tvoe RURAL Bb. Locality Na 2
Ta. 2010 EA Code 0724100028 EA Mumibes os7
GhanaPostGPS - EA Base JERUSALEM
EA Tvpe 1
2020 EA Code [Prov. ) e e ssasssssisss sssssissas s sassis s 0901100057
Mo. Localities 00 PR 2018 GCA 2020 Extimated. 2020 Enumerated

Enum.Pop| Emum.HseHd  |Enum.Pop| Enusm HseHd | EstPop | EstHsoHd Enum.Pop [Erum.HseHd

01 JERLISAl FM

Boundary Description
The antire locality of Jerusalam constitules the snumearation area.

7.5.3 How read Type 2 EA Map and locate Type 2 EA
The locality consists of two or more EAs. This means that the enumerator is supposed to cover
the assigned EAvhich is a segment of the locality by following the steps below:

1. In order to locate a type 2 EA, the map user must first locate the EA Name. The EA has
been named after a prominent feature within the EA such as Churches, Mosques, Schools,
Police StationsChi ef 6 s Pal a cEAsBase it few instaccasiwheeecho dudh e
prominent features could be found in the a
name) are used as the EA Name.

2. The first step is to lay/hold the map flat so that the festen the map and those on the
ground are clearly visible and in alignment (map orientation). It is usually preferable to
begin the orientation at a major street or road intersection as this can be easily located both
on the map and on the ground.

3. The mapshould be held in such a way that major features are lined up (or oriented) parallel
with the ground features, then the map and ground features will be in their correct relative
positions.

4. The other nearby features such as houses, churches, railways, meads and other
physical features should be checked against the symbols shown on the map. Take note of
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the fact that certain mamade features might have sprung up or no longer still exist.
Despite any such changes, the map should still be useful.

Carvass the EA (move along the boundaries of the EA) to familiarize yourself with the
features within the EA. Trace the EA boundaries using features provided on the map. Do
this activity with using the description form (PHC 2) attached EA Map.

Start the listng from one corner of the EA. List and enumerate all the structures and the
households in the EA

Figure 7.5: Example of PHC 2- Description Form for Type 2 EA (060)

16Oct-19 GHANA STATISTICAL SERVICE

o
REPUBLIC OF GHANA
PHC2
2020 POPULATION AND HOUSING CENSUS
GHANA AUTOMATED ENUMERATION AREA INFORMATION SYSTEM  |GAEA-INFO)

1a. Region BONO 1b. Region No. 09
2a. District DORMAA WEST 2b. District No. 0901
3b. District Type District 3b. District Type No. 1
4a. Sub District DORMAA WEST 4b. Sub District No. 00
Sa. Base Locality Name  KWAKUANYA 5b. Base Locality No. 04
6a. Locality Tvoe RURAL 6b. Locality No 2
7a. 2010 EA Code 0724100031 EA Number 060
GhanaPostGPS - EA Base PRESBY CHURCH
EA Type 2

2020 EA Code (Prov.)........ enes 0901100060
No. Localities 2010 PHC [ 2018 GCA 2020 Estimated. 2020 Enumerated

Enum.Pop|Enum. HseHd |Enum. Pop| Enum HseMd | EstPop | EstHseHd Enum.Pop [Enum HseHd
04 KWAKUANYA 492 o
Boundary Description

Start from the Presby Church (Incl) and Maame Atta (Excl). Proceed along the Amoakokrom road by-passing the lorry
station (Incl), Yaw Abinkyi and Gemb (Both Excl). Move further along the road to by-past Elder Ayamba Cornmill (Incl) and
Dwankobea Church (Exdl), Confidence Academy (Also excl). Tum left and proceed along the outskirt by-passing Sister
Hawa and Pentecost Church (Both Incl). Move further along the outskirt to by-past a refuse dump and Asante Kwabena
(Amajaro) (Both incl) to meet Jerusalem .road. Turn left finally and move towards the road to meet Presby Church (Incl),

your starting point.

7.5.4 How to read Type 3 EA Map and locate Type 3 EA
Seveal localities constitute the EA. This means that the enumerator is supposed to cover all
the localities that make up the EA by following the steps below:

1. Because of the large area usually covered by Type 3 EASs, tracing the boundary can be
challenging. Andso it is not advisable to canvass this type of EA.

2. ldentify the EA boundary on the map using the landmarks such as streams, footpaths,
roads, localities, etc.

3. Check the number of localities constituting the EA on the PHC 2.

4. Visit all localities.

5. Additiond information can be obtained from the local people.

6. Start the listing from the Base locality (i.e. the locality with the highest populatibe
most populous locality). When listing is completed in the base locality, find out from the
local people how ést the other localities in the EA could be accessed easily and
conveniently for complete coverage.
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Figure 7.6: Example of PHC 2- Description Form for Type 3 EA (031)

5112020 GHANA STATISTICAL SERVICE

GPS:

REPUBLIC OF GHANA
PHC2
2020 POPULATION AND HOUSING CENSUS
GHANA AUTOMATED ENUMERATION AREA INFORMATION SYSTEM  [GAEA-INFO|

1a. Region Greater Accra Region 1b. Region No. 03
2a. District GA SOUTH 2b. District No. 0301
3b. District Type MUNICIPAL 3b. District Tvpe No. 2
4a. Sub District GA SOUTH 4b. Sub District No. 00
5a. Base Locality Name OCLOOKOPE 5b. Base Locality No. 01
6a. Locality Type RURAL 6b. Locality No 2
7a. 2010 EA Code 03012006311 EA Number 330
GhanaPostGPS . EABase OCLOQKOPE
EA Type 3

2020 EA Code (Prov.) : 0301200330
No. Localities 2010 PHC [ 2018 GCA 2020 Estimated. 2020 Enumerated

Enum.Pop|Enum.HseHd [Enum.Pop|EnumHseHd |Est.Pop | EstHseHd Enum.Pop |EnumHseHd

01 OCLOOKOPE P
02 TOGBE OCLOO 0
03 THOMAS OCLOO 5
04 GABESHIEKOPE 8
05 OBED ASAMOAH FARMS 1
06 GANNAT FARMS 12
07 KUMA APALOOKOPE 2
08 APALOO KWESIKOPE 20
09 APALOO STEPHENKOPE 1
10 KEY FARMS 2
11 PEPPERKOPE 15
12 KABU 10
13 OKYEAME AKROWA 2
14 KWAMI DZOLO (ZORO) 18
15 AYIGBE KOFIKOPE .

17 GAPEKOPE (TAATA PAPA) 21

18 GADRIAKWAKU

Boundary Description

START FROM THE OUTSKIRTS OF DOMIABRA AND FOLLOW THE DOMIABRA - DANCHIRA ROAD ROAD PAST
OCLOOKOPE (INCL) TO MEET RIVER LARANU. TURN RIGHT AND FOLLOW THE RIVER TO MEET THE DENSU
RIVER. TURN RIGHT AND MOVE ALONG THE DENSU TO MEET A STREAM. TURN RIGHT AND FOLLOW THE
STREAM TO MEET TOGAHKOPE (EXCL). FROM TOGAHKOPE MOVE ALONG THE TOGAHKOPE - DOMIABRA ROAD
TO MEET THE OUTSKIRTS OF DOMIABRA, THE STARTING POINT.

Note: Special EAs have their codes beginning with 8 6 . They are desi gn:
because of the presence of either one or more of any of the following: military camps
(including training schools), police barracks (including training schools), hospitals, prisons,
immigrations, fire academy, corteanal homes, forest reserves/camps, hotels, boarding
schools (public and private at all | evels),
camps, orphanage homes, etc. Enumeration in such areas will require permission for entry and
require priorarrangements with the authorities in charge.
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7.6 Things to know about your Enumeration Area

1. Always work within the EA Map that is given to you. Never enumerate any population
that falls outside your EA.

2. Always start with the base of your EA (Type 3 Biich is the largest locality in your EA
or the most prominent feature in your EA, then proceed to the other localities or structures
in your EA.

3. You are not required to go around the boundary of your EA if you have an EA Map with
many localities (Type EA).

4. Make use of the boundaries and ask the local people of the settlements already listed in the
EA and about others which may not be listed but are still found within the EA.

5. For type 1 and 2 EAs canvass your boundary before starting your enumeratisnltCo
opinion leaders for information on localities within your EA. Rely on the information
provided by your Supervisor.

6. The estimated population for an EA is only a guide; it could be more or less. The actual
population could only be determined after eewation. If the workload happens to be too
much for you, contact your Field Supervisor.

7. The boundary of two localities should only be determined using the maps that have been
provided. Do not rely on opinion leaders to determine them. If in doubt corcuit y
Supervisor.

8. The individual EA Maps, SA Maps, District Maps and the Descriptions (PHC 2)
complement one another; hence Supervisors/Enumerators should use them together. If the
boundary descriptions or maps are not clear, consult Ristrict Census Officer or
District Field Supervisor for a thorough understanding.

7.7  ldentifying Overlaps and Gaps in EA Map Reading

Steps have been taken to ensure that there are no overlaps and/or gaps: An overlap occurs,
when one EA boundary crosses into another EAothe structures within the boundary of

your assigned EA are chalked (have the Census numbering) anytime during the period of
listing or enumeration, this gives an indication of a possible overlap with another EA.

A gap is a part of the land area (spadegttdoes not belong to any EA or simply
unaccounted for as part of any EA. If some structures around the boundary of your assigned
EA are not chalked (are without the Census numbering) when listing period is ended, this gives
an indication of a possible ga

To avoid overlaps or gaps, all Enumerators must ensure that they know and collaborate with all
other Enumerators working in the EAs that their EA share boundary with. In the same vain, all
Supervisors must ensure that they are familiar with all othpeiSisors working in SA that

their SA share boundary with.

Should you encounter any overlap or gap, report to your supervisor, who should also report to
the DDQMT.
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Figure 7.7: Adjoining EAs without gaps and overlaps
Identifying Overlaps and Gaps in EA Map reading

* Adjoining EAs without gaps and overlaps

Figure 7.8: Adjoining EAs with Gaps andverlaps
Identifying Overlaps and Gaps in EA Map reading

Adjoining EAs with Gaps and Overlaps
GAP OVERLAP

7.8  Guidelines on how to use Interactive Mps for the 2021 PHC

The Interactive Map ianaddon to enable enumerators and supervisors identify their position
or location in tke field during the census exercise. The interface is integrated into the CSPro to
allow enumerators to see if listing of structures are within their allocated EAs and to make sure
they have not strayed into other EAs.

To use the Interactive Map:

1. Turn onyour tablet and search for the CSEntry application. Tap on it and log in. Then tap
onthef2021 Popul ation & Housi mgcriptba.nThistskesAp p |l i
you to an interface where you select your resources.
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Figure 7.9: CSEntry Interface 1
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2021 Population & Housing Census Application (v1.0)

Play Store

2. On the resources selection interface, séie&dt Resource. Then selech 1 . Vi ew EA
(i nt er @hiswould eperdinto the map interface.

Figure 7.10: GIS Resource

2021 Population & Housing Cens...

Enumerator Menu - Published 4 November 2020 o

Data Collection (@)
Logged in as JAMES OWUSU. YOU ARE IN
GIS Resouirce ® TRAINING MODE
Training Resource (©)
1.. View EA map (interactive) @®
Data Transmission (@)
2.. View EA map (PDF) @)
< > < 3.. EA Description Form @) >

Note: you would neednternet on the first instance of initiating the map to allow the position
configuration to activate. Once this is done, interactive map can be used offline. Activate the
location on the notification bar drop down.

42|Page 2021 PHC FI ELD OFFI CER8S MANUAL
Copyright © 2021 Ghana Statistical Service



3. On themap interface, tap on the navagion to zoom to current position.

Figure 7.11: Map Interface
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4. Clickonthei Op e n L and dtart histing your structures.

Note: Follow the above process to visualize all the listed structures.

7.9  Supervision Area (SA) Map

SA Map is a group addjoining EA Maps assigned to a Supervisor during the Census period. It
is the area for which a Census enumeration supervisor is responsible. It is made up of an
average of (six) 6 Enumeration Areas. The variation depends on the population sizes, the
topography and difficulty of enumerating the area. The SA map is contiguous and assigned to a
supervisor during the Census enumeration to aid supervision and monitoring of field work. See
Figure 7.9.
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Figure 7.12 Example of SA Map
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In some cases, the initi8A drawings may have contained more than six (6) EAs. Such SAs
were further divided into zones to facilitate effective supervision work in the field. Therefore,
such big SAs will have two or more supervisors working in the SA. However, the boundaries
are clearly delineated in the circumstance such that no two teams work in the same area to
avoid duplicates and gaps during the data collection exercise.

7.10 District Map

A District Map is a group of SA Maps representing a number of EAs assigned tasthiet D
Data Quality Management Team (DDQMT) during the Census period. It covers an entire
district as an administrative unit. It is the collection of various SA maps within the district put
together to create a larger spatial coverage and to aid supersl monitoring of field work.

Figure 7.13: Example of District Map

DORMAA WEST DISTRICT
CODE 0901
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7.11 New localities and other changes in the EA

Do not assume that the list of localities on the PHC 2 Form is complete because there may be
other localities which do not appear thre list or the map. Though the EA Map and PHC 2
Form must indicate all localities in the EA, it is possible that some of these may not have been
captured during the demarcation exercise or may no longer be in existence or new ones may
have been establistiesince the completion of the demarcation exercise. Enumerate such
localities and notify your supervisor of any changes. The Supervisor should also inform the
DDQMT.

7.12 Deserted or Collapsed Localities

If a locality listed on the PHC 2 is deserted oflased, confirm with the neighbouring
localities if indeed the locality is deserted and then take the GPS reading. In addition, make a
brief description of the locality and the possible reason(s) why the locality has been deserted or
collapsed. Finally,eport to your supervisor who will in turn report to the DDQMT

7.13 Geographic ldentification Codes (GeeCodes)

Enumeration Areas (EAs) have been assigned consecutive numbers within the administrative
division and in conformity with the geographic codirfgtlee country that uniquely identifies

each EA. It is a ten (10) digit code system which contains geographic identification codes of
each administrative area and EA numbers associated with them (Table 7.1).

Table7.1: Geographc codes

Geographical | Digit Location| Code Range Remarks

Area

Region First Two 2-Digits | 01-16 From Western = 01 to
Upper West =16

District 3%and 4" 2-Digits | 01- 43 Ashanti has the Highest = 43

District Type | 5" 1-Digit 1-3 District=1, Municipal = 2
Metropolitan = 3

SubMetro 6" and 7" 2-Digits | 01- 05 KMA has the highest = 5

EA Number gh gh& 10" | 3-Digits | 001-:999 | To be numbered sequentially with
district/municipal/submetro

1. Region name There are 16 regions in Ghana. Each region haswtscode, based on the
serpentine ordering recommended by the United Nations for listing.

2. District: Within these Administrative Regions are districts (MMDASs) and there 260
Administrative districts in Ghana.

3. Statistical District: For purposes of the Cens2§1 Statistical Districts have been created,
including all the existing Metropolitan, Municipal and District Assemblies in Ghana.

4. District Type: Refers to the existing administrative District, Municipal or Metropolitan
Area.

5. Sub-Metro: A geographically dfined urban jurisdiction or centre performing governance
and administrative functions at the smetropolitan level. It is represented by aliit
code. Kumasi Metropolitan Assembly has the highest number of-Betrs.
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Table7.2: List of Submetros within the Metropolitan Assemblies

Metropolitan Assembly | Name of Sub Metros Number of
Sub Metros
STMA Takoradi, Sekondi and Esikadf@®tan 3
Cape Coast Cape Coast North and Cape Coast South 2
AMA Ablekuma South, Ashiu Keteke and Okaikoi South 3
TMA Tema Central and Tema East 2
KMA Nhyiaeso, Subin, Manhyia South, Manhyia North : 5
Bantama
Tamale Tamale South and Tamale Central 2
Total 17

1. EA Number: EA number is a @ligit number assigned to each Enumeration Anethe

district.

2. Locality Code: This is threedigit code for localities listed on PHC 2
3. Point of Interest (POI) It is a specific point location that someone may find useful or
interesting. It is a feature on a map (or in a geo dataset) that occupréswdgrgoint. An

example is a point on the map used to represent a school or a church, etc.

4. Map Orientation: For using any map, it is important to know how to align it on the
ground correctly so as to be able to identify and locate certain features grotind that
are shown on the map in relation to ground features. The process of aligning a map with
ground features i
5. Legend- In cartography, the information on a map that explains which symbols are used
for the features andariables that are represented on the map. This includes the symbol
key required to interpret the map, for example, the shade colours and corresponding value
ranges of a population density map.
6. Administrative unit T It is a geographic area that servemadstrative and governmental
functions. They are usually defined and established by legal action.
7. Boundary - a line that defines the extent of an area unit or the location where two areas
meet. A boundary is represented in a GIS as a line feature, wiaigldefine a side of a
polygon. The boundary may or may not be visible on the ground; i.e., it can follow real
word features such as roads and rivers, or can be defined solely by geographic coordinates.

© ©
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Contiguity - if two or more geographical feature aeighbours or adjacent.
Geographic code - unique alphanumeric identifier that is assigned to a legal,

or i

ent at i

administration, statistical reporting unit. This is a unique numeric identifier that is assigned

to a legal administrative, statistical reporting unit.
10.Outskirts - It is the outer part of a locality. The concept of outskirts must be clearly

understood by all users of E.A maps. In most cases outskirts apply to type 1 and type 2

E.As. It is usually the uninhabited area of the locality after the last steddtvelling. It

should be noted that when 2 or more localities are contiguous and are almost joined

together, this concept of outskirts no more holds.

7.14 Boundary Disputes

There could be two types of boundary disputes: dispelesing to boundariebetween two
EAs anddisputes relating to boundaries betwéecalities and districtswhereas the former
could easily be resolvedydalities and districtboundary disputes can be sensitive and must be
handled tactfully. All boundary disputes in the EAs;dlities and districts should be reported
to supervisor, who will in turn report to the DDQMT.
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7.15 Strategy for Resolving Mapping Challenges during the Data Collection

To address any challenge which might occur during the main census fieldwork, thes Censu
Mapping/GIS Workstream has put in place a team of mappers for each of the six (6) Statistical
Zones and 32 Statistical Regions to perform some technical and operational activities to ensure

t hat the 2021 PHCOGs goal of eatind quality idatagis ¢ o mp
attained. The mappers will be responsible for resolving the following cartographic issues
during the fieldwork in their various zones.

MAP

1. Boundaries on top of or through building footprints
0 Action: Align boundaries described omet PHC 2

2. Boundary extent issue®i, where enumerator is not sure which structure to end the EA
in an outskirt situation
0  Action: Include all structures you can identify with the locality

3. Point of interests missing at the starting point
0 Action: Indicatefeature on the map and inform GIS Zonal Field Officer

4. EA Names/Base locality names not matchirgg &t. John the Baptist Catholic Church
and Catholic Church

0 Action: Indicate the full or correct name on the PHC 2 and inform GIS Zonal
Field Officer
5. Point of interestswvithout labels
0 Action: Write name on the map and inform GIS Zonal Field Officer
6. How to treat new localities found during fieldwork
0 Action: Add on to the PHC 2 list and inform GIS Zonal Field Officer
7. EA Name/Base locality different on theogind from what is provided on the map and
PHC2
0 Action: Align your map properly and match other features on the map with

ground features to confirm your location
8. Overlap/Gap detected

0 Action: Inform GISZonal Field Officer
9. Wrong EA Code

0 Action: Inform GIS Zonal Field Officer
10.Duplicate EA numbers in same district

0 Action: Inform GIS Zonal Field Officer

EA LIST
1. Issues with locality numbers (where different localities have same locality numbers)
0 Action: Inform GIS Zonal Field Officer
2. Differences in spellingfdocality names (e. between Map and PHC 2)
0 Action: Provide the correct spelling and inform GIS Zonal Field Officer
3. Typographcal errors
0 Action: Effect necessary correction and inform GIS Zonal Field Officer

LOCALITY LIST
1. Differences in spelling olcality names (e. between Map and PHC 2)
0 Action: Provide the correct spelling and inform GIS Zonal Field Officer
2. Where there are more localities on EA map than PHC 2 or vice versa
0 Action: include and indicate all localities within the EA boundary witte t
assistance of the local residents and inform GIS Zonal Field Officer
3. Where one or more localities are identified as part of an adjoining district
0 Action: Inform GIS Zonal Field Officer andDCO to ascertain where these
localities really belong and enamate them accordingly
4. Suburbs of large localities captured as separate localities
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0 Action: Use locality name and provide information on suburb to GIS Zonal Field
Officer

PHC 2

1. Where description is inconsistent with map
0 Action: Rely on map for decisiomfter checking map with ground features

2. Position of included and excluded features on the map and PHC not reflecting ground
situation
0 Action: Confirm position using linear feature for EA boundary

3. Turn left/right issues i.e. where the turns in the desonare inconsistent with ground
situation
0 Action: Check EA boundary together with other features for confirmation

4. Differences in EA code between PHC 2 and Map
0 Action: Inform GIS Zonal Field Officer
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CHAPTER 8
LISTING OF STRUCTURE S

8.1 Introduction

Before census enumeration, special serial numbers are assigned to structures in every
Enumeration Area (EA) for the purpose of identifying the structures for actual enumeration.
The procedure for undertaking this exercise is tertistithg operation and thiswould start

two weeks before enumeration begins (i.e. #3June 2021).This is aimed at ensuring
complete coverage of all persons and structures. The listing operation involves visiting every
structure in the EA and assigning -@idit serial number to #structure. This-dligit number,
together with other information, is then recorded on the Listing Form. Thus, the listing serves
as an operational control document.

During the listing exercise, inform every household that after the listing phase, ydoewill
visiting the households again for the actual enumeration of the population and structures,
which will start a day after the Census Nigh&{ June, 202).

Concepts and Definitions

1. Structure: This refers to a separate and independent building or éwsene. It could be:
A Completed or uncompleted
A Residential or nomesidential
A Occupied or unoccupied
A Movable or immovable

2. Level of completion of structure: This refers to the stage at which the structure is
constructed/built.

3. Listing: This is the proces of assigning special serial numbers to structures in every
Enumeration Area (EA) for the purpose of identifying the structures for actual
enumeration.

4. Housing Unit: This describes a separate and independent place of abode that is intended
for habitationby one or more households.

5. Dwelling Unit: It is a single unit that could provide living facilities for one or more
households.

A The unit could be part of a structure or an entire structure serving as a home of
residence.

A A unit may have one or more roomsish may or may not be occupied at the time
of the Census and may include units within a compound house, apartment building,
detached or sendetached house and a kiosk.

8.2  Listing of structures in the EA

As part of the field strategy aiming at achievoamnplete coverage, 28 days will be dedicated
for fieldwork.

A First 7 days of field data collection will be used for listing of structures.

A For effective monitoring of fieldwork and access to collected data for editing and
analysis, areas of poor connedivill be visited frequently by DFSs and DIT Support
Officers to ensure that Field Officers are safe, at post and as well copy data they have
collected and sync for verification.

A 22dto0 26" June, 2021 will be dedicated to the completion of the analf4isting data
(structural editing) on number of residential structures, use of structures, non
residential structures under various categories, unoccupied structures, etc. by the DQM
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where feedback from analysed data will be used for planning, moviog the
enumeration stage of the field work.

A However, if the team is unable to finish the listing exercise in all EAs within the
assigned SA in the stipulated period (i.e. if all team members have not finished listing
by end of the fay period), then theeam members would have to continue with the
listing exercise until all structures within the SA have been listed.

As much as possible, the workloads (number of households to be enumerated) should be
distributed equally among enumerators. In the weekegliag the enumeration, it is expected

that the District Data Quality Management Team (DDQMT) would have known the total
number of households within the district, as listing would have ended. This information should
inform the team to find the best stragag ensuring complete coverage within the district.

You must list all structures irrespective of level of completion (see question LS05 in Section
10.4), material used for construction, whether occupied or not, purpose for which it is used or
intended tobe used. These structures include houses, containers and kiosks used as dwelling
units or for other purposes during the listing period. As well, list all uncompleted structures (as
described in Section 10.2) during the listing exercise. As mentionedretab&e kiosks and
structures under construction that are below window and footing or at foundation levels are
NOT to be listed because they do not qualify as structures by the census definition.

To ensure that all living quarters (both occupied andangcare listed, all independent
structures on a plot or compound should be listed separately. Thus, each living quarter should
be enumerated separately and that the characteristics should be separately recorded. In the
listing of structures, you must takete of the following procedures:

a) You must identify each structure as a separate unit and for each, assign a separate 4
digit serial number.

b) Assign different 4digit serial numbers to different structures that are distinct but are on
a plot or compound (ether walled or not), even if they have the same house number.
By distinct structures we mean each structure should be separate and independent. In
doing so, additional descriptions should be provided to distinguish one structure from
the other. Note thahere could be one or more households occupying these different
and separate structures. E.g. House No. F/89;sfimey building and House No. F/89,
boyés quarters, occupied by Efo Kwadwo.

c) Semidetached houses bearing the same house number, must bdedegar two
separate houses and be given two differedigit serial numbers. In addition, give
some other descriptions to distinguish one structure from the other, e.g. House No. B
48, owned by Kwasi Adomako and House No. B 48, occupied by Mr. Kodjo
Amedume

d) For gated houses, there is the possibility that they are more than one structure within
the gates You should ascertain the number of structures before assigning a number to
the next structure.

8.2.1 Listing in serpentine order

The listing operation miidbe carried out systematically. You must be extra careful in areas
where houses are built haphazardly so you do not miss any house. The best way to list
houses/structures in such cases divale your area into segmentsthen proceed to assign 4

digit serial numbers to each house/structure in an orderly manner. Finish with one segment and
move on to the next segment until all segments are completed.

Similarly, in congested urban areas you can, for example, take a small area bounded on all
sides by strestand starting from one corner, proceed to list all the houses on one side of the
street until you come to the end of that street. Start again from the other end of the street and
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then proceed to list the houses adjacent to the first row of houses yolidted inside your
EA. Continue in this manner until you have covered the whole area. This procedure is
generally referred to as the "Serpentine Order" of listing.

List all structures whether occupied or vacant except Embassies, High Commissions and
Conailates which will require special arrangements for coverage. Ideally, the offices and
residences of the Embassies/High Commissioners (Diplomatic Corps) should also be covered
during the listing exercise. However, for security reasons, you may not beagivess to these
structures. Therefore, for their security, safety and convenience, members of the Diplomatic
Corps will be required to conduct selfiumeration i.e. complete the questionnaire for all
persons who spend ti@&ensus Nightin their residencesylthemselves.

If after the housdisting operation you come across houses/structures which were missed, you
must list these "new" houses/structures at the end of your list for the locality. As stated earlier,
the listing operation should be recorded ia khsting Form.

Note In case an wdemarcated area is discovered, report to your Field Supervisor for
directives.

Pictorial examples of the different types of structures to be listed are shown in Section 10.

8.2.2 Listing procedures
For the purpose of th2021 PHC, structures to be listed should reach any of the following
levels of completion:

Fully completed

Fully roofed but uncompleted
Partially roofed

Roofing level (with improvised roof)
Lintel level (with improvised roof)
Roofing level (without roof)

Lintel level (without roof)

Window level

Concrete/ metal pillars level

©CoNoh,rwNE

List all structures whether:
I.  Completed or uncompleted,;
ii. Residential or nomesidential;
iii.  Occupied or unoccupied; or
iv.  Movable or immovable.

1. For block of flats, list eachlock separately
2. Every detached structure should be listed separately.
3. For semidetached structures, each structure should be listed separately.

During the listing exercise, Enumerators should visit every structure in their EAs (as described
in Section 8.2) and write &digit serial number with either chalk or sticker or both on the front
door or on the wall near the front door or at any conspicuous spot on the building, with either a
piece of chalk or a marker on the listing sticker (pasted on the wall). The stickgisenused

mostly in urban areas and in rural areas where chalking on walls will be difBeditire you

chalk or paste a sticker on a wall of a structure, make sure you speak with the occupants of that
structure and seek permission first. Listing andsegliently enumeration will be easier once
permission is sought.

51|Page 2021 PHC FI ELD OFFI CER8S MANUAL
Copyright © 2021 Ghana Statistical Service



The 4digit number must be preceded by 2021PHC (i.e. 2021 Population and Housing Census)
and EA number e.g.2021PHC/175/0001, 2021PHC/175/0002, 2021PHC/175/Q003
2021PHC/175/0004, 2021PHC/17®305, etc. where 175 is the EA number of the assigned

EA and 600016, 600026, 60003606, 600046, 600
identified in the EA. An arrow should be indicated to show the direction of the listing
operation. During the listg period, you are to administer questions LSOl to LH16 of the
Listing Form (Section 10.4). In addition, information on the availability or otherwise of
identified facilities in your EA should be asked.

Figure 8.1: Diagram illustrating the listing procedure

—

| 2021PHC/175/0001 | 2021PHC/175/0002] | 2021PHC/175/0003l

a

| 2021PHC/175/0005| | 2021PHC/175/0004|

2021PHC/175/006 |

m—) END

| 2021PHC/175/0007| 2021PHC/175/0008|

8.2.3 Listing of kiosks, containers, and other makeshift structures

Due to the increasing number kibsks (including lotto kiosks and mobile morey shops),
containers and other such makeshift structuredbeing used as sleeping places and for other
purposes, it is important that information is gathered about these structures. In order to ensure
that these structures are captured during the listingdgyghere is a need to have guidelines for
listing them.Remember that table kiosks are not to be listed as structures.

a) If a kiosk or container is placed inside the compound of a house with access (a door or
window) through the wall of the main houseseparate 4ligit serial numbers should be
assigned to cover both the house and the kiosk/container. The structure and the kiosk should be
numbered as follows:

i.2021PHC/044/0006 : Main structure on the compound
i1.2021PHC/044/0007 : Kiosk placed on thenpound

b) If a kiosk or container is placed in front of the structure and it is not attached to the
structure (or the kiosk is separated but within the compound), you should assign separate 4
digit serial numbers to the structure and the kiosk/containersirbcture and the kiosk should

be numbered as follows:

i. 2021PHC/044/0008 : Main structure on the compound
ii.  2021PHC/044/0009 : First kiosk

iii.  2021PHC/044/0010 : Second kiosk

iv.  2021PHC/044/0011 : Third kiosk

C) In situations where a lot of kiosks or cantxs are lined up or placed haphazardly, on a
plot or compound, each kiosk is treated as if they are sitting on a separate compound and so
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you should assign each kiosk or container a separdigitdserial number. The kiosks and
containers should be numed as follows:

I.  2021PHC/044/0012 : First kiosk on plot or compound

ii. 2021PHC/044/0013 : Second kiosk on plot or compound
iii.  2021PHC/044/0014 : First container on plot or compound
iv.  2021PHC/044/0015 : Third kiosk on plot or compound

v. 2021PHC/044/0016 Second container on plot or compound

8.2.4 Listing of institutional buildings

For purposes of the Census, institutional buildings are structures that house group quarter
population such as hospitals, boarding houses in educational institutions, pnsets, etc.

The population found in these structures are not related but are organized as one unit. These
institutional buildings would also be listed two weeks preceding Census Night. You should
assign each block with adigit number and continue listyuntil all blocks have been listed.

In the case of group quarter institutions, such as Korle Bu Teaching Hospital, University of
Ghana and Nsawam Prison, the individual blocks (e.g. Block A, Block B, Block C, etc.) which
make up the various Wards or Halle.g. Commonwealth Hall, Legon Hall, Atlantic Hall,
Oguaa Hall, etc.) should each be given a separdigitdserial number for effective control.
However, you should remember that structures which are houses or flats for doctors, nurses,
teachers, lecters, etc. of these institutions and are separate from the blocks should also be
listed separately and treated as -mustitutional population because these are household
populations.

8.2.5 Listing in EAs with several localities

In rural EAs which have twor more localities (i.e. Type 3 EASs), listing should be completed

in one locality before moving to another locality. Serial numbers assigned to structures should
continue from one |l ocality to another withi
seri al number 2021PHC/044/0016, |l ocal ity 0B«
numbering should continue till the last structure is assigned (e.g. 2021PHC/044/0045). Serial
numbering t hen continues i n | ocal i ter 6Cbo
2021PHC/044/0046. In some situations, it may not be possible to list structures in all the
localities in the EA before enumeration starts. You should therefore start listing structures in
the largest locality in the EA (i.e. the base locality) andalssimany localities as possible. Ask

from the opinion leaders in the base locality, how the other localities within the EA could
easily be reached to help draw your itinerary and movements. Czithdune, 2021 you

should participate in Census Nightigittes at the locality where you are currently.

On the morning after Census Night (i.e'2Bune, 2021), start enumerating persons in this
locality. When you come to localities not listed, you should first list the structures then
enumerate persons astiuctures in those localities. When you have covered all such localities,
you should return to the localities already listed and then continue enumerating persons and
structures in these localities.

8.2.6 Strategy for listing

As has been indicated alreadyou will use either chalk and/or sticker to number all the
structures during the listing exercise. As much as possible, assign the structure numbers to all
the structures in your EA before filling the listing form. However, the listing form for the first

10 structures must be filled and synced to your Supervisor for onward transmission to the
server at HQ. This is important on two grounds: for the DDQMT and NDQMT to recognise
your presence on the ground and possible early support if it becomes necessary.

In Type 1 and Type 2 EAs, enumerators are to chalk the first 10 structures and complete the
Listing Form for these structures on the first day of listing. The enumerators should continue
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chalking from the 1" structure until all structures are assignedbers in the EA. They must
also ensure that the work of Day 1 is synced with the Supervisor who will in turn sync to HQ.
The enumerators should continue chalking in Day 2 if chalking was not completed in Day 1.
After completing chalking of all structuress the EA, complete the Listing Form for the last
structure chalked in the EA and work towards th® dttucture. Make sure you complete the
Listing Form for the remaining structures in the EA.

However, this approach might not be feasiinieType 3 EAs.Therefore, the chalking and
filling of the Listing Form will have to be done differently from how it is done in Types 1 and
2 EAs.In type 3 EAs, listing has to be dof@ the individual localities one after the other.
The enumerators will have to chakke first 10 structures and complete the Listing Form for
these structures on the first day of listing in the first locality (Base locality). Continue chalking
from the 11" structure until all structures in the locality are assigned numBgre the work

of Day 1 with your Supervisor who will also Sync to HQ. Enumerators must continue chalking
and listing after Day 1 till all structures in the locality are completed. The enumerator must
continue to the next locality and chalk all the structures in tleadityg, then fill the Listing
Form for all the identified structure$he process must be continued in all the other localities
that form the EA.

During the listing, enumerators should inform the respondents that they will be visiting the
households for # actual census enumeration, which will start on the night o2 fielune,
2021

Note that the data collected will be submitted to the server immediately after syncing with the
Supervisor.
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CHAPTER 9
TABLET AND CAPI USE

9.1 Introduction

Advancement inlInformation and Communication Technology have brought up new
approaches for data collection which are faster and of higher quality than the traditional paper
based methods. Mobile electronic devices, such as laptops, tablets, smartphones and Personal
Digital Assistants (PDAs) have proved to reduce data capture and processing time. This
method also minimize errors, ensures t@ak data transmission and monitoring thereby
improving data quality over the Paper Assisted Personal Interviewing (PAPI) methied. T
section is in two parts; tablet handling and safety and the use of the CAPI Application.

9.2 General overview of a tablet

9.2.1 What is a tablet?

A tablet is a wireless portable personal computer with a touchscreen as a primary input/output
interface. It is typically smaller than a notebook computer, but larger thamaatphone.
Tablets use android, windows or mac (IOS) operating systems. The 2021 PHC tablets use
android operating system

Figure 9.1: Features of a tablet

Front camera

Microphone jack
<«—— Power/Lock Button

«——Volume Button

Output/Touch screen

SD/SIM card slot———» |
<«—— Charger slot

E—— / Home Button Previous Screen Button

9.2.2 Tablet Accessories
These are items thare added to the tablets to aid its functionality. E.g. SD card, charger,
power bank and android cable.

Figure 9.2: Tablet Accessories

4
Charger Head Android USB SD Card Power Bank
Cable
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9 Android charger: Itis an accessory that is attached to the tablet to enablegbarge the
t a bl e tyavhendva the battery life is low or exhausted.
q SD card(Secure Digitatard): It is a type of memory card slotted into the tablet purposely

for backups.

q Power bank It is a portable power storage device designed for recharging the battery of
mobile phoms, tablets and other such electronic gadgets.

9.3  Key functions of the tablet required for 2021 PHC CAPI application

There are key functions of the tablet that the Enumerators and Supervisors would be using

throughout the field exercise. These functians Location (for GPS taking), Bluetooth (for
syncing data between field officers) and Mobile Data or Hotspot (for syncing data to HQ). The
features having these functions are located on the status bar of the tablet.

9.3.1 Location (for GPS taking)

Global Positioning System (GPSThisis a global navigation satellite system that determines
the location of structures in the form of coordinafdseseare unique identifiers of a definite
geographic location on the earth. They are usually expressed as mationbof Latitude,
Longitude, Altitude and Accuracy leveEPS Accuracy level refers fo o w

cl

0sSs e

a

de

calculated position is from the actual, expressed as a radius. The lower the value, the higher the

accuracy. For the purpose of 2021 PHC the gtatde accuracy level B metersor less. Turn

on the Mobile Data for internet to enhance the accuracy of the GPS coordinates taken.

To take the GPS coordinates with the CAPI, turn on the location function on the tablet to
enable it to read the GPS comrates of every structure during listing. CAPI will prompt you if
the location function on the tablet is off when taking the GPS coordinates of a structure.

How to turn on Location (GPS):

1 Swipe down from the top of the Tablet Home Screen to view thesdvar
1 Tap on the Location icon to activate it. The icon will change colour when activated.

Figure 9.3: How to turn on GPS

4:41

Wi-Fi R Bluetooth "™

e Blue hight
Mobile ter Mobile Location
data Hotspot

Picking accurate GPS Coordinates

Do not pick GPS coordinates under cloudy/dark weather

Do not nove the tablet whiles GPS is reading

Always stand in the middle or in front of the structure to pick the GPS coordinate
Never pick GPS coordinates under a shade, shed or roof

Stretch out the tablet with the screen fully exposed to the sky when takiGé the

E E E EE
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Location Accuracy Settings
f Open your devicebs Settings
q Tap onLocation.
9 Tap onAdvanced>> Google Location Accuracy
q Turn on mprove Location Accuracyon

9.3.2 Bluetooth

Bluetooth is a wireless function that connects one tablet to another int-gissige (10m). This

function allows first level data transmission (synchronization) between the Enumerator and
Supervisor. It S al so used t o sync assig
Enumeratordés tablet.

Figure 9.4: Bluetooth

1:44 PM
A-41 Wednesday, September 16

Wi-Fi P Bluetcoth

- Bium lighs ]
Mobile or Mobile Location
data Hotspot

Using Bluetooth to pair your Tablet
f Use the status bar to turn your deviceos
down from the top to access the status bar.
Tap on the Bluetooth Icon to turn it on.
Firstly, it scans for nearby Blumith devices and displays them for pairing.
Make sure the target device is discoverable on the tablet.
Tap on the name of the target device when displayed in the Bluetooth devices section
on the tablet. The tablet automatically tries to pair with thestatgvice.
The Bluetooth communication range is approximately 30 feet (about 10 metres).
Both the sender and the receiver should be ready concurrently.
Without pairing the two devices, Bluetooth data transfer from Enumerator to
Supervisor will not be seessful

E ] E

9.3.3 Mobile data

Mobile data is an internal internet content delivered to the tablet over a SIM Card inserted into
the tablet This enables the field officer to connect to the internet for syncing data to the
Central Server at HQ.

Figure 9.5 Mobile Data

B 1:44 PM

Wednesday, September 16
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How to turn on mobile data

q From the Home screen, swipe down the status bar to display the notification panel.

9 Tap on the Mobile Data Icon to turn it on. Note that a SIM card is required in order to
have an internet connectionh€xk if you have enough internet data bundled (use *124#
on all networks to check). Always check the strength of the network service signals (e.g.
Edge, 2G, 3G, 4G). Network signal strength of 3G or 4G is appropriate to enable you
send the data.

q The strenth of the internet connection varies depending on the type of network service
available to the tablet.

9.3.4 Wi-Fi /Mobile Hotspot

The WiFi function allows computers, smartphones, or tablets to connect to the internet being
broadcasted within a particularea i.e. a facility thallows the tablet to connect to an external
internet source.

Mobile Hotspot is a function that allows tablets or mobile phones to share internet with other
devices (laptop, tablets, and mobile (smart) phones).

In order to acess internet that is being shared by another mobile phone or tablet, turn on the
Wi-Fi function, identify and tap on the name of the mobile phone or tablet sharing the internet.
Request for the password from the one sharing the internet if required.

Figure 96: Wifi/Mobile Hotspot
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How to turn on/off WiFi
1. From a Home screen, swipe dowr the status bar to display the notification panel
2. Tap on the WAFi icon to turn it on end identify available networks to connect to.

Troubleshooting Samsung/Huawei Tablet Internet Connection:
1. Samsung Tablet
q FromSettings>> Connections >>tap on thaNi-Fi to turn it on.
Or
1 Swipe the Status bar down to display the notification panel.
1 Tap onWi-Fi to turn it on WiFi.

When WAFi is turned onthe tablet automatically scans for available network (internet
sources) and displays them.
i.  Tap on the network you want to connect to.

When you select an open network, you are automatically connected to the network. Otherwise,
enter a password to conrtec
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Figure 9.7:

1. Huawei Tablet
1 Swipe downward from the status baioggen the notification panel.
Tap onWi-Fi toturn it on Or

1 Swipe downward from the status bar to open the notification panel.

0 Tabon theSettings.

o]
1 Tap on WiFi to turn it on.
1 Identify available network, to connect to and tap on it.
1 Type in the passwd if required.
Figure 9.8

Wi-Fie Wi-Fie

Aoraiatie networcs
"'u awerEmployee —
test
3 Acd network 1

9.3.5 Date and time

Date and Time of interviews are automatically recorded. All age and other computations are
linked to the system date and time. The Date and time can be checked flogothescreen,

Home Screeror at theTop right of the screen

Setting the correct date and time
Setting the correct date and time on the tablet is related to complete and accurate data
collection.
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How to Set Date and Time (Steps Below)

Samsung Tablet:
I.  Froma Home screen, tap @ettings>> General Management
ii.  Switchautomatic time zoneoff or uncheck

iii.  SelectDate & Time >> Switch off Automatic Date & Time

iv.  SelectSet Date>> Set the date on the Calendar that pops up.
v. SelectSet Time>> Set the time on thdack that pops up.

vi.  SelectRegion>> set time zone t&Ghana (GMT) / Azores

Huawei Tablet:
i.  From a Home screen, tap 8ettings>> Advance Settings >> Date & time
ii.  Switchautomatic date & time off
iii.  SelectSet Date>> Set the date on the Calendar that pgpsx0K
Iv.  SelectSet Time>> Set the time on the clock that pops upO#
v. Tap onSelect time zone>> seleciGreenwich Mean Time (GMT+00:00)

9.3.6Recharging Tablet Battery
Battery Power/Life is measured by the amount of power stored inbidugery at a point in
time. How long the tablets battery lasts depends on the amount of power stored in the battery.
Field officers should ensure that the tablets are fully charged before work starts.

Figure 9.9: Levels of battery charge

ETR
90%

Ej Battery full: Battery is fully charged.

D Battery low: Battery is low.

@ Battery charging: Battery is charging.

Unplug the charger from the electric socket when it ily ttharged

Use the AC power supply defined in the specifications of the charger (220 Volts).
Do not use damaged or faulty power cable or charger head to recharge the tablet.
Do not leave your tablet plugged all the time or throughout the night.

E E

How to Save the Tablet Battery Life

The following are ways to improve the tablet battery performance.

Fully charging your tablet each evening will improve battery performance during the
workday.

Put tablet into sleep mode or turn it off when not in use.

You canalso reduce the screen brightness to save battery life.

Switch off Bluetooth, WAFi, Mobile Data and Hotspot when not in use.

= =4 -4 =

9.3.7 Navigation Icons
The following icons are commonly used on the Home screen or other application screens.
Touch the icons tperform the following operations.
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Huawei Tablet

Tap to return to previous [ Tap to go to recently used
screen applications

Tap to return to Home screen

Tap to go to recently used | 1 0 ¢ | Tap to return to previous
applications | | screen

Samsung Tablet

9.4  Rules Governing Tablet Use
Field officers must adhere to GSS acceptable tablet use policy.
1 The Tablet and its accessories are properties of GSS, and you are responsible for taking
care of them.
1 Thepurpose of the tablet is for 2021 PHC field data collection. Using the tablet for any
other purpose istrictly prohibited
1 Each tablet has been prepared for one enumeyalgrand should be used by that
enumerator alone. Sharing the tablet with unaigbdrpersons istrictly prohibited
Nevercreate a password to lock the tablet screen.
Do not attempt tepgrade, update, or download/instally application on the tablet.
Field officers are not allowed to repair or authorize repair of a damaged tablet.
Do not delete any folder or file from the tablet.
Keep the tablet away from children.
Promptly report lost or stolen tablet or any of its accessories to the supervisor or
District Data Quality Management Team (DDQMT).
1 Do not copy data off the device sintés a breach of the Data Protection Law.

= =4 4 A4 - 2

9.5 Tablet and Accessories Care and Use
When handling tablet and accessories, do not:
1 Expose the tablet to any liquid substance, e.g. water, cooking oil, petrol and kerosene.
If any liquid enters the tablet,agi using it immediately, turn it off, remove all cables
connected to it and contact the supervisor and the DIT.
Place the tablet on the floor to avoid stepping on it.
Place the tablet on a bed to avoid lying on it.
Place the tablet on a chair to avoidisg on it.
Expose the tablet to dust or dirt which may damage it.
Place heavy objects on the tablet to avoid breaking the screen.
Expose the tablet to excessive heat (above 400C).
Throw or slide the tablet when putting it down.
Place or slide the tablet rough surfaces to avoid scratching the screen.
Use the tablet where there are inflammables or explosives to prevent the tablet from
catching fire. E.g. In a gas stations, fuel pumps, or chemical plant.
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91 During thunderstorms, put off the tablet and diswmt the charger from the socket if
charging to prevent it from getting damaged.

9.6 Introduction to CAPI

9.6.1 What is CAPI?

CAPI (ComputerAssistedPersonalnterviewing) is a technology that uses mobile devices
(personal digital assistants, laptohlets, and smartphones) and internet or cellular networks
to enable field officers to collect data on the field. Interview Data is collected using electronic
guestionnaires on mobile devices and transmitted to a central server (Database)tifoereal
guality control and analysis. CAPI also offers active data collection management tools such as
progress reports, which allow project managers to monitoosgahize fieldwork efficiently.

9.6.2 Why use CAPI in 2021 PHC Data Collection?

Use of CAPI eliminate several operational and data processing steps in traditiondabftoe

paper interview data production (such as printing, data entry and physical management of the
guestionnaires). This reduces the time lag between data collection and analysid. dateeral
quality is improved because the use of electronic questionnaires enables automatic skip
patterns to check entry quality during the interviews. Data validation can be done during data
collection, as the information is ready for statistical analysiss@onas an interview is
completed.

9.6.3 Benefits of CAPI over Paper Questionnaire for Data Collection
A. Quality
1 Computes skip & codes automatically.
Incorporates Multimedia.
Enables use of GPS functionality.
Survey progress monitoring in real time foratjty control and analysis.
Automatic filters and range checks.
Real time prompts for errors made.

= =4 4 -4 A

B. Timeliness
1 Reduces the time lag between data collection and publication of results.

1 Reduces data entry time.
1 Enables real time data access.
1 Enables real tim monitoring of coverage

C. Cost
1 Space for Data Entry Office resolved

1 Saves paper cost
1 Eliminates data entry cost
1 Save cost of storage for paper questionnaire

9.7 Data flow in 2021 PHC CAPI application operations

There are three ways of which data willtbensmitted to HQ (Servers)
1 The first level is between the Enumerator and Supervisor, where the data is transmitted
(synced) via Bluetooth connectivity to th
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T The second | evel i's where tohH@REURHETr vi sor
Main Server)

1 The third option is an Enumerator syncing to the 2021PHC Enumerators Server

Figure 9.10: Data flow in the 2021 PHC CAPI application

2021 PHC

ENUMERATORS 2021 PHC

SERVER REDUNDANT SERVER 2021 PHC MAIN
/ LOCATION SERVER

LOCATION

L€
el

2021 PHC CLEANED
DATA
SERVER/LOCATION

Intemet Intemet
Supervisor  /

=f-'-‘
HQ DATA
Data Monitor | PROCESSING TEAM

Enumerator

Legend:

- Data transmitted from enumerator to supervisors and then from supervisc
Server

Data transmitted from enwerator to a separate Server at HQ.

-—p Clean Data transmitted by DP to GSS Head Office Separate Server

—— Raw data from Server to Data Monitors/Data Processing team/HQ Redundant
Data downloaded by data processing unit/data monitors from the W€ Se
—> Message/Feedback/Assignment

9.8  Structure of 2021 PHC CAPI Menu System

9.8.1 Introduction

The 2021 Population and Housing Census will engage Supervisors and Enumerators to
conduct the enumeration. These field officers will play unique roleshwiiere factored into

the development of the 2021 PHC CAPI application. The role and operations expected of a
Supervisor is organized under the ASupervisc
under the AEnumer ator Menud.e Tomd y2 AXKIE YRHQ sE:
or launch all other actions of the CAPI Application. It organizes the operations of the
Enumerators and Supervisors. It also simplifies the work and sets up identifiers for the data
through the login ID of the Supervisor orunerator.
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The login ID is a unique identification number of a field officer that makes reference to the
Enumeration Area number (for enumerators only) and Supervisory Area number. It is made up
of 12 digits. The composition of the login ID is explainedhia following section.

9.8.2 Login ID Composition

In 2021 PHC application usage, login is required to get access to the main system or
application.

Supervisor Login ID

Every Supervisor is assigned a unique login ID12adigit code which is requiredbefore
proceeding to use the CAPI Application. This is to control the actions of the Supervisor in a
designated Supervisory Area (SA) and ensure accountability.

The composition of the Supervisor ID is made up of:

Regional Code = 0
District Code = 05 2 Login
District Type =1 (1d Items)
Sub Metro = 00 — 02051000700
SA Number = 007 Login
10110000201
Status = 00 e
Supervisor M...
NOTE: All together ———¢ >

Enumerator M...

login ID. The SA number should not be
confused with the EA number even when
the digits are the same.

Select Intervie...

Enumerator Login ID

The 2021 PHC field data collection will deployPrimary Enumerators and Support
Enumerators. The Primary Enumerator is the one originally assigned an EA to canvass during
enumeration. Upon information gathered that the task cannot be completed by the Primary
Enumergor within the enumeration period, Support Enumerators would be engaged to assist
the Primary Enumerator to complete the work with the period.

Every Enumerator is assigned a unique ID, - | i
digit code whichenables the Enumerattor use the| | o Login
CAPI Application. This is to control the actions
the Enumerator in a designated Enumeration A (Id Items)
(EA) and ensure accountability. e 02051000201
. . Login
The composition of the ID is: 10110000201
Regional Code =02 Supervisor M...
District Code =05 ——— 3
DiStriCt Type =1 Enumerator M...
SUb Metro =00 Select Intervie...
EA Number =002
Status =01

Combining these codes make the Supervisoraos
All Primary Enumerators have status c@de
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NOTE: Support Enumerators would be assigned stedaes02, 03, 04¢é 99 depending on

the number of Support Enumerators who may be required to assist the Primary Enumerator.

9.9 Supervisorso Main Menu:

The Supervisor logs in with the 1@ accessth&dai n Menu. An exampl e
login ID is 02051000M0. Ther e are five broad options in
ar dséi gnment Creationo, AData Collectiono,

AData Tr ans mi s skigorah Eaglsbroadryebup dias subrdenu options.

FigurelSuper vi sor s o

2021 Population & Housing Cens...

The items on th&upervisor Main Menu are:

Assignment Creation: Allows the Supervisor to Create
View and Modify assignment.

Data Collection Grants the Supervisor access to
reports on d@a collected and conduct -neterview for
completed listing and PHC 1A questionnaires.

GIS Resource:Contains interactive maps, pdf maps a
the EA boundary description (PHC 2) sheets.

Training Resource: Contains copies of the 2021 PH
guestionnaires, fld officers manual, presentations anc
link to take exams during training.

Data Transmission: Allows the Supervisor to sync witl
Enumerator to transmit assignment to the Enumeratc
receive data from the enumerator, and sync data to H

9.9.1 Supervisors Menu: Assignment Creation

Assignment creation is a process of setting the roles and assigning the task of field officers.
The first page of the Menulaws the Supervisor to set roles for each team member in the

Supervisory Area.

Assignment Creation

S u p er VA sssoirgsn nuesnetto @€sige thetSIA ton 0
him/her self and the EAs to the Enumerators. There are three items in the assignment

creation; Ceate Assignment, Modify Assignment and View Assignment.

2021 Population & Housing Cens...
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A Create Assignment:This is used to create the Supervisors and Enumerators assignments.

T

Modify Assignment: This is used to make changes or review an existing assignment.

A View Assignment: This is used to view the assignments created and their corresponding
login IDs. The first 10 digits of the login ID is the EA code and the last 2 digits is the status
of the enumerator.

Figure 9.3View Assignment interface showing assigent for three enumerators.

» KAGYA OWUSU = 020510002201
C ) MARK DADZIE ABUABU = 020510002202

CF JACQUELME AMLM = 020810002301

9.9.2 Supervisors Menu: Data Collection
Data Collection: There are six (6) items under the data collection option in the
supervisorsod menu. These are |listed as fol

2021 Population & Housing Cens..

Sub Supervisor Menu - Published 1 March 2021

Logged in as KWAMENA LEO ARKAFRA YOU ARE
IN TRAINING MODE

sehold

A ShareHousehold This is used to share listed households among several enumerators
to conduct enumeration in an EA. It is used when support enumerators have to assist
the primary enumerator to accomplish the task in an EA.

A PHC 1A Reinterview: This is used todunch the PHC1A rmterview application for
the supervisor to conduct -neterview during enumeration. This application has
sampled questions from the main questionnaire for theteeview. CAPI randomly
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selects five (5) completed households for thee®uipor to conduct rnterview. The
final report compares the responses recorded by the Supervisor with that of the
Enumerator to identify differences.

A Listing Re-interview: This is used to launch the Listing fReerview Application for
the supervisora conduct renterview during listing. This application has sampled
guestions from the listing form for the-igerview. CAPI randomly selects five (5)
listed structures for the Supervisor to condueinterview. The final report compares
the responsesecorded by the Supervisor with that of the enumerator to identify
differences.

A Set Listing Completion: This is used to confirm the completion of listing in an EA by
the supervisor.

A View Reports: This takes you to the next page where you choose amongé{pats
(i.e. completion, duplicates and gaps reports).

A Switch from Supervisor to Enumerator: This allows the supervisor tablet to switch
from being a Supervisor to login as an enumerator. This is used during training of all
field officers. Supervisors musiot switch to become Enumerators and vice versa
during main field work.

9.9.3 Supervisors Menu: GIS Resource
Select GIS Resourcés have access to all GIS resources for the Supervisor.

2021 Population & Housing Cens... . O a4 ¢ 2021 Population & HousingCens.. =, [ Q

Supervisor Menu - Published 4 November 2020

Logged in as ERNEST ENYAN YOU ARE IN
TRAINING MODE

The GIS resources are:

1 SA Map (Interactive): This plots the GB points and addresses of the listed structures on
the SA map. It shows the coverage of work by the enumerators working in that SA.
Interactive SA map interface showing listed structure numbers in the EA is sh&vguia
9.11
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Figure 911: Interactive SA map showing listed structure numbers in the SA

1 SA Map (PDF): This is a static map showing the features in each EA in the SA to guide
the enumerators during EA boundary canvassing. Figaées@ow the interface dhe SA
Map (PDF) on the tablet.

Figure 9122 SA Map (PDF)

EKUMFI DISTRICT
CODE:0208
ASAAFA

9.9.4 Supervisors Menu: Training Resource
iSel ect Tr ai tohanegaccess te haifoll@oveng materials.
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2021 Population & Housing Cens...

Supervisor Menu - Published 4 November 2020

Logged in as ERNEST ENYAN.  YOU ARE IN
TRAINING MODE

1 Open Presentation:This gves the Supervisor access to all the presentations relating to the
2021 PHC. Field officers can select one presentation at a time.

A View 2021 PHC QuestionnairesThese are soft copies of all the 2021 PHC questionnaires
for training. Hard copies mayelprinted for field data collection where required.

A View 2021 PHC Manual:This is a soft copy of the fiel
CAPI.

A Take Exams:Fi el d officers would be assessed on
Ex ams 0 g rugenvisosacdeds & th& examination platform to participate in all 2021
PHC training exams.

A Delete Training Data: This allows the Supervisor to delete data entered during training to
prepare the tablet for the main field work.

A Leave Training Mode: This enables the Supervisor to switch the CAPI Application from
Training Mode to Census Mode. This option is used when the Supervisor is ready for the
main field work.

9.9.5 Supervisors Menu: Data Transmission
There are four (4) items under the Data Transmssption in the Supervisors Menu.

2021 Population & Housing Cens... | . i Sub Supervisor Menu - Published 1 March 2021

Logged in as KWAMENA LEO ARKAFRA YOU ARE
IN TRAINING MODE

enumerat

hared Househo!
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1 Sync with enumerator. This allows the Supervisor to transmit EA assigned to the
respective Enumerators tablet. It is also used to receive data from the Enumerators tablets.

The Super v DataoTranssiissio®ctisn i he main meSynt and
with enumeratoro . The Enumerator also selects Dat a
and then selects Sync with supervisor. These actions on both tablets activates the Bluetooth
pairing to pair both tablets. As &sult, the EA assigned will be transmitted to the
Enumerators tablets or the data on the Enumerators tablets will be transmitted to the
Supervisors tablet.

Supervisor Syncing witknumerator via Bluetooth

Connecting via Bluetooth

|
= S)

1 Sync Shared HouseholdsThis allows the Supervisor to transmit shared households to
enumerators for enumeration.

 Sync with HQ: This allows the Supervisor/Enumerator to syntada HQ server as in
figure 9.13 This data serves as a backup for both Supervisor and Enumerator fidiehce
officers must sync data to HQ each day after close of work or early morning before work
starts. Data syncing can also be done occasionally during the day, after some enumeration
have been conducted to secure the data collected.

Figure 913 Supervsor and Enumerator syncing data to HQ via internet

LEGENDS

HQ

(T @ -DaatoHQ
GRE gga CT] ] - Updates from HQ
- -

e Internet S - Supervisor
T . ) E - Enumerator

L[]

1 Update Setup Files This allows the Supervisor to update the CAPI Application files

where necessary so that syncing with the enumerators for data will also thlate
CAPI Application files on their tablets.
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910 Enumeratorsdé Main Menu

TheE n u me r avtaio Mendi is accessed through the login ID. Example of such login ID is
02042000001 There are four broad options under the u me r maimmenw These are
ADat Col |l ectiono, AGI'S Resourceo, B Tmoaidon iansg
indicated in Figure 9.7Each broad group has submenu options.

Figure 9.7: Enumeratorsdé Main Menu

The items onte Enumerator main Menu are:
AiDat a Co{Thiggivesithe Enumerator access

2021 Population & Housing Cens... X
all data collection resources and reports.

GIS Resources This gives the Enumerator access to
GIS resources; pdf maps, interactive maps and
description form

Training Resourcesi This allows the Enumerator t
access all training resources. E.g. questionnaires, ma
power point presentations and take exams.

Data Transmissioni This grantgthe Enumerator acces
to data transmission (Data Syncing) resources.

9.10.1 Enumerator Menu: Data Collection
The items under the Data Collectioption on the Enumerators Menu are described as follows.

2021 Population & Housing Cens.. i 2021 Population & Housing Cens...

Sub Enumerator Menu - Published 1 March 2021 o

Logged in as KAGYA OWUSU YOU ARE IN
TRAINING MODE

St

Op e n Lgivesithe Bngmerator access to the listing Application.

St

Open Qu e sdgvesahe Bnameramroaccess to the PHC 1A, B, C and E Application.
AWor k with f | ogwesithe Bnurpesafiuatcass to thenRHC 1D Application.
AStart Avai |gidsthe Enenzeatorlaécess te thedAvailable Facilities

Application.
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AVi ew RgivgsothretEQumerator access to items to run report on Progress of work
(Completion repdj, Structure numbers skipped (Structure Number Gaps report) and report on
structure numbers that are repeated in the EA (Duplicates reports). Note that the CAPI
Application will prevent an Enumerator from recording a structure number more than once on
thesame tablet. CAPI automatically records household numbers in a structure serially.

AChange from One EA t o an Allbws&mumedtafort¢ dhangemar y /
status from a Primary Enumerator to a Support Enumerator.

ASet Li st i n ghisGasegptb @mnfiimdhe completion of listing in an EA by the
enumerator.

9.10.2 Enumerator Menu: GIS Resources
fISel ect G| So hRve acoeasrtocalt Gl resources in the CAPI.

2021 Population & Housing Cens._

2021 Population & Housing Cens...

Enumerator Menu - Published 4 November 2000 -9-

Logged in as KITIWA KLILIKL YOU ARE IM
TRAINING MODE

The GIS resources are:

1 EA Map (interactive): The interactive map pts the GPS points and addresses of the
structures listed on the map. This guides the enumerator to work within the EA
boundary and ensure complete coverage.

1 EAMap (pdf): This is a static map showing the features in the EA on the map to guide
the enumeratoduring EA boundary canvassing.

1 EA Description Form (PHC 2): This is a form describing the EA boundary and
showing some important features in the EA on the pdf maps. This map is not interactive
i.e. it does not show the GPS points taken for the strudtutbs EA.

9.10.3 Enumerator Menu: Training Resource
The content is the same as that on the supervisor menu
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2021 Population & Housing Cens..

Supervisor Menu - Published 4 November 2020

Logged in as ERNEST ENYAN YOU ARE IN
TRAINING MODE

iSel ect Tr ai ntohaw acRessstmthe fotoaing materials.

Open Presentation:Gives the Enumerator access to adl fower point presentations
for the 2021 PHC field officers training. Field officers can select to open one
presentation at a time.

™

A View 2021 PHC1 QuestionnairesThese are soft copies of all the questionnaires for
2021 PHC field officers training. One ggtionnaire can be opened at a time.

A View 2021 PHC Manual:This is a soft copy of the fi
the CAPI.

A Take Exams:Fi el d officers would be assessed di
on the Enumerators menu grants him/heceas to the examination platform to
participate in the exams.

A Delete Training Data: This allows the Enumerator to delete data recorded during
training to prepare the tablet for the main field work.

A Leave Training Mode: This enables the Enumerator to &fuithe CAPI Application
from Training Mode to Census Mode. This option is used when the Enumerator is
ready for the main field work.

9.10.4 Enumerator Menu: Data Transmission
There are two items under this menu option: Sync with supervisor and Syrtid@uith

2021 Population & Housing Cens...

Enumerator Menu - Published 4 November 2020 0

Logged in as KITIWA KUUKU YOU ARE IN
TRAINING MODE
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Sync with supervisor: This option is used to take assignment from the Supervisor via
Bluetooth. The Supervisor creates EA assignment for the Enumerators on his/her tablet and
afterwards syncs the assigned EAs to the Enumerators to enable thierm W EA. Using

this option, the Enumerator is able to sync data collected from the field to the Supervisor via
Bluetooth.

Receive Shared Household$ihis option allows the enumerator to receive the shared
households from the supervisor for enumerati

Sync with HQ: This option allows the enumerator to transmit (or sync) data from the tablet to
HQ server via the internet.

9.11 2021 PHC CAPI Application Features and Navigation

CSPro software was used to develop the CAPI Application for the 2021 fleldiCdata
collection. There are two versions of CSPraVindows and Android versions. The android
version, which is called CSEntry is the base software on which the CAPI Application for the
2021 PHC runs.

The CAPI Application is usdiriendly with featues that field officers can easily control. Its
userfriendliness makes it easy to use to collect accurate information from the respondents. The
features of the CAPI Applicatioare explained in this section.

A. Predictive text functionality:

Predictive Textsuggests words that match your text entries and can automatically complete
common words. Predictive text can learn your personal writing style from your application.
The CAPI application has this functionality for the spaces provided for writing text.

B. Application versioning:
A particular release of the CAPI application that is slightly different from other forms of the
same CAPI App. Or a copy of CAPI Application that has been changed so that it is slightly
different from the current one. The versiongselou to know if there is a new upgrade or
changes in the application.

Note Box
Clicking on the pencil and paper icon, you will have the opportunit
9.11.1 CAPI Eeatures type a fieldspecific note. If you do not want to add a new note, you

press the Android back button to cancel.
Search Box
After clicking on the search icon, a space wilpbapr where you car
type a search query. The list of responses will automatically filter b

c— on your search query. The full text of each response is searche

St L necessarily starting from the first letter of the response.
(Id Items)
- ! Navigation Buttons

These are th left and right navigation buttons, which correspond

e ‘/‘/ moving backwards or forwards in the data entry application. ClicH
< >

Usual on the Android back button will close out of adding or modifying

members an...

Usual

members ab... Case Tree

LLng) | Clicking on the show case tree icon bringsthp case tree. The cas
e \ tree displays all fields that have been entered in the data

application, showing the field label as well as the field response. If
# 08 & 1] 2|3 |72 click on a field, you will be taken to that field. This allows you
quickly move from ongoart of the questionnaire to another. Once

elefrf-[+]4 ’ ° ! case tree is shown, clicking on the CS icon again will take you uf
hierarchy of the data entry application.
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Q Structure number Text Box
e | , To enter data in a text box field, simply tyf
_ the response using the keypad on threest. If
Eié:jiﬁ?ih... . \ a keypad does not appear automatically, tag
members an... the field and a keypad will appear to st
mermbers ab.. entrv

Migration
outside the c...

Socio_Demog
ranhic Chara

LO6. Indicate the level of completion of the
structure

Radio Buttons

< When presented with a list of radio buttc
Hintel Level you must selecbne andonly one response
Roofing level Click on the response label, or
Partly roofed correspnding radio button, to make yc

Completely roofed SeIeCtion .

10t “all (5701 9:55 PM

| e

L07. What is/are the use(s) of the structure ? 4 Check Boxes

< - > This will allow you to select one ormore
Residential . ) .
(multiple selection) responses. Click on th

<]

Pre Primary O» response label, or the corresponding checkk

Primary to make a selection. Once you are finisk

s - - making all selectins, you can proceed to tr
next field.

Vocational/Technical

Secondary

The CAPI application is usdriendly, with features and navigations that enumerators and
supervisors can easily control.

Navigation: It is the movement between pages and features of the CAPI to access tools and
materials, administer the 2021 PHC questionnaires and record responses. CAPI navigation
features enable field officers to move throulgé application effectively.

Features These are attributes or objects of the CAPI which make itfrisadly for the field
data collection. These features include:

Radio button; Check box; User bar; Text boxes; alphanumeric keypad; Search icon; Questio
mark icon.
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Skip patterns: These are conditional and consistency checks included to ensure field data
collected make logical sense. CAPI does these checks and skips over thpphcable
guestion(s) to the next applicable one. E.g. If a person hasleseito school then the person
cannot respond to a question on highest level of education.

Filters: CAPI automatically selects particular household members to answer questions on

certain modules leaving out other members who are not eligible to atm®@serdguestions. E.g.
Education module is for household members 3 years and older.

2021 PHC CAPI Navigation

User Bar Search
It is usually named by the function it is [ E—G_—————— "
expected to perform. Eg, Get Device uparisor - Publshed 10 Sapmber 220 Image of a.magnlfylng glass located
ID, Clear Training Data Lo A AT, YU at the top-right corner of the CAPI

window.

Navigation Button: Previous Page Navigation Button: Next Page

Enables movementto the preceding
page

Enables movement to the next page

2020 Population & Housing Cens.

Supervisor Menu - Published 10 September 2020

Logged in as ABENA OSEFAKOTO.  YOU ARE IN
TRAINING MODE

Takes one to the home

screen of the tablet Home
Button

Enables termination,

temporary save or  pack Button

advancement of

interview

Task Overview Button
Shows all running applications
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CAPI Application Name g

GHA2020PH. =, [ Q i

1.S04. Does structure have Ghana 0

Post Address

Radio es

Button .
0
Allows choice of only

one response from a
predefined set of
options.

Number of Cases

Shows the number of questionnaires
partially completed or completed.

Completed cases in listing refers to the
number of structures that have been listed.

Completed cases in PHC 1A refers to the
number of households enumerated and for
the other questionnaires (PHC 1B, 1C and
1E) the number of units within the block.

Completed cases in PHC 1D refers to the

number of questionnaires completedin the
floating population area.
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2021

Entry Applications

choose from

{2020 Population & Housing Census Application|[VZ2)]

GHA20.. =, |4 Q

L07. What is/are the use(s) e
of the structure ?

Residential

Pre Primary

Primary

JHS
Vocational/Technical

SHS/Secondary

PHCLIST - 0 Cases qQ

choose from

PHC FI
Copyright © 2021 Ghana Statistical Service

ELD OFFI

Menu Icon
Shows a set of options and settings to

Version

Provides information on the
version of the 2021 PHC
application on the tablet.
Ensures that supervisors’ CAPI
and enumerators’ CAPI have

the same versions.

Check Box

Allows choice of more
than one response
(multiple) from a
predefined set of
response options.

Sub Menu
Shows a set of options and settings to

Search Button

Allows the search of information
pertaining to any particular page

Add New Case

Starts listing for a new structureor a
new questionnaire

CERO6S MANUAL



CAPI Question
STRUGTURE (0. Narme of Gwres H/ Help Icon

Displays the question to be answered 2 ST D ) . . )
Provides clarification to guide

HSE NUMBER N53 OPPOSITE

CHIEF'S PALACE, AMISANO, END OF administering of the question.
MAIN STREET]
: >
< =] GIF B £ &
Textbox QWERTY U I"0 P
Allows an enumerator to type text such ASDFGHJKL Alphanumeric
as name of a person, numbers such as # ZXCVBNM®@ Keypad
age of a person or both numbers and nzm @ CAPI brings up alpha-numeric keys for

alphabets (alpha-numeric) such as an

“ddress textboxes that require both alphabets

and numbers.

GHA_2020_PHCLIST [t Take Note
T : M EEn . .
thetlef@ritian in/chall atove the Allows one to type in observations or
make notes
Numeric Keypad
Delete

Used for typing in numbers only
Clears inputs or characters in the

textbox

Why Consider CAPI Navigation and Features

q Itidentifies the key CAPI navigation features necessary to perform tasks rel&itd t
data collection.

f The features make it usétendly.

q It accords the field officers control to move between pages and features flexibly and
conveniently

q It reduces time spent during field data collection. It saves the enumerator time for
flipping pages and looking for the next applicable questions and household members
who are eligible for a certain module.

9.12 Supervisory Area (SA) and Enumeration Area (EA) Assignment

9.12.1 Introduction

The country has been demarcated into-aeerlapping (omortintersecting) adjoining smaller

areas for enumeration during the 2021 Population and Housing Census. These smaller areas
are called Enumeration Areas (EA). A number of adjoining EAs are grouped to form a
Supervisory Area (SA). These SAs are also adjgiand noroverlapping in each district.

An SA is assigned to a supervisor and the EAs in the SA are assigned to Enumerators.
Therefore the Supervisor is responsible for the listing of all structures and enumeration of the
population in the SA. Similay] each Enumerator is responsible for the listing of all structures
and enumeration of the population in the assigned EA.
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A team of one supervisor and a number of enumerators, will be formed for the 2021 PHC
enumeration.

The assignment of SA/EA is whalitiates the data collection process. Each team must ensure
that the assignments are done correctly so that each team member will work in the right SA/EA
assigned.

A database of all the SAs and EAs in the country have beelogded into the 2021 PHC
CAPI Application. As a result, all these areas must be completely and correctly assigned to the
team in their respective districts for a complete coverage.

All the SAs in each district will work under a District Data Quality Management Team made
up of tre following officers; DCO, DDM, DFS and DIT.

The SA/EA assignment is a responsibility of the Supervisor. Each would be given an SA/EA
Assignment Sheet prepared by the DDQMT after the teams are formed. This sheet presents the
list of EAs in an SA with theorresponding login IDs of the Supervisor and the Enumerators.
The SA/EA assignment process is explained with diagrams in this section.

SA/EA Assignment Preparation

The assignment process begins with the formation of teams by the facilitators. A team is
composed of a Supervisor and a humber of Enumerators, according to the number of EAs in
the SA. Thus, each team corresponds to one SA. Each team will be givEA/BA
Assignment shegirepared by the Training Team (facilitators).

Supervisor (SA) Assignnent
This is the assignment of ti#A to the Supervisor by him/her self. The Supervisor logs in
with the ID provided on the Assignment Sheet.

9.12.2 Steps to create SA assignment:

1. Tap on the CSEntr)% to open the application, showing the CARIcAppn name
and version. At this stage, it is version 1.0 (v1.0).

CSEntry i

Entry Applications

2021 Population & Housing Census Application|(v1.0)

CAPI Application name CAPI version
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2. Tap on the2021 Population & Housing Census Applicatiorio open the Application.

2021 Population & Housing Cens.. =, [4 Q i 2021 Population & Housing Census Ap.. =, [
Continue to login or synchronize with supervisor to get Enter your enumerator or supervisor id
assignment
Continue to login ® 20510000400
Sync with supervisor 0O
< N < >

3. At this page, choos€ontinue to login and tap on théorward arro w to go to next
page to key in the Supervisor login ID. Tap on the forward arrow after keying in the ID.

Assignment does not exist for this login. Create
supervisor assignment or reenter login?

Create account

Reenter login

4. Note the prompt that pops up. The message tells that the SA needs to be assigned to the
Supervisor. Choos@reate accountto continueto the next page.

5. Key in the Personal Identification Numb@1IN) of the Supervisor. The PIN is a 15 digit
ID of every field officer participating in the 2021 PHC enumeration whereas the login ID is
a 12 digit code.

Note: The PIN is not the same as tbgin ID. This is a combination of th®&erial Number
and thePassword given to all persons who applied as Census field officer through GSS
website (Enumeratorsdé Bureau) during the rec

2021 Population & Housing Census Ap... 2021 Population & Housing Census Ap.. =, [Z
Supervisor Personal Identification Number (PIN) Enter your last name
010206435780118 ‘ ‘
< > < >
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6. After keying the PIN tap on the forward arrow tater the Last Name of the Supervisor.
Proceed to enter the First Name on the next page.
2021 Population & Housing Census Ap... = 2021 Population & Housing Census Ap...

Enter your last name Enter your first name

OSEI-AKOTO ‘ ‘ ABEN

) _> <.‘ .>

7. From the Last Name the CAPI asks for either manual or automatic entry of the tablets
(device) mar k addt®letshe CAPIpDKthe devib&lamteneatically.

8. On the next page choose Training Mode during training. The Census mode is for the actual
2021 PHC field data collection.

o Do you want to create this supervisor
Do you want to manually enter your device id? assignment in training mode?

Yes Training mode

No Census mode

9. Confirm theTraining mode by tapping on th&raining mode again. Afterward€onfirm
that you wanto create supervisor assignment for the name that appears.

Confirm you want to create supervisor
assignment for ABENA OSEIFAKOTO
[20510000400] IN TRAINING MODE

As a confirmation, select your training mode
status one more time.

Training mode Confirm

Census mode Cancel
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10.The message that pops up after confirmat
indicatesh Successfully ¢
Assignment for ABENA OSEI-AKOTO
[ 2051000040100 OHKfhei
CAPI returnsto the page where the login IL
was keyed. Tap on théorward arrow to
continue to th&upervisor Main Menu.

Successfully created supervisor assignment for
ABENA OSEI-AKQTO [20510000400]

0K

9.12.3 Steps to create Enumerator (EA) Assignment

This is a process in which the Supervisor assigns an EA within the SA to an Enumerator. At
this stage the Enumerator cannot login into the CAPI Application with the login ID from the
assignment sheet since the EA has not yet been assigned to him/her by the Supervisor. The EA
has to be assigned to the Enueneardadynted todhe t he
Enumerator before he/she can login to start work.

Steps to create Enumerator (EA) assignment.

1. After opening the 2021 Population & Housing Census Application the Enumerator gets
access to the page tontinue login. Here, the enumei@r is expected to obtain the
Tablet (Device) mark address (ID) from the tablet and give it to the Supervisor to use in
the assignment creating process.

Note: The Device ID links the tablet and the EA to allow the tablet to work in the EA.

2021 Population & Housing Cens... =

Continue to login or synchronize with F efviStmig
assignment

Tap on theUser Bar to
get the Device (Tablet

Continue to login @) |D

Sync with supervisor @)

Tap on theGet Device Id

to get the 16 digit ID of the
tablet.

The Enumerator must
correctly write it down and
give to the Spervisor.

If the Supervisor keys in
the ID wrongly the
assignment will not be
successful. Note that the IC
Get Device Id is case sensitive.
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This the device ID of
the tablet.

Every device has a
unique ID. Therefore, a
one tablet (device) ID
cannot be used for
anothertablet. Each
tablet has its own ID.

The device id is: 41e78e1cfb1605ff

The device id is: 41e78e1cfb1605ff

3. On the Supervisor Main Menu on his/her tablet, let the Supervisor choose
Assignment Creationand tap on théorward arrow . On the next page chooSeeate
assignmentto start creation of assignment for the Enumerator.

2021 Population & Housing Cens.. =, [/ Q

2021 Population & Housing Cens.. =, [ Q

Supervisor Menu - Published 4 November 2020

Assignment Creation @
. Logged in as ABENA OSEI-AKOTO.  YOU ARE IN

Data Collection 0 TRAINING MODE

GIS Resource
O [01] Create assignment ®

Training Resource
O [02] Modify assignment 0O

Data Transmission |

<) O > < [03] View assignments 0O ?

4. This pagehas a list of all the EAs in the SA by their nameboosethe EA that is to
be assigned to the Enumerator and tap offiativeard arrow to the next page.

Note that assigning an EA to a Support Enumerator is not permitted when a Primary
Enumerator has nditeen assigned the EA. The Support Enumerator is designed to support
Primary Enumerators when their workload cannot be completed within the Census
enumeration period.

5. ChoosePrimary Enumerator and tap on théorward arrow to thepage that requires
the EnuneratorsPIN.

2021 Population & Housing Cens...

2021 Population & Housing Cens...

Select EA for enumerator to work in
Enter enumerator type

NARKWA COMMUNITY CENTER @)

OLD POST OFFICE ® Primary enumerator ®

ADWEN PA YE FIE @) Support enumerator @)

& ) 12 APOSTLES CHURCH o >

JOSEPH O. DADZIE LICENCED CHEMICAL o

STORE < ) >
TWELVE APOSTLES CHURCH @)
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6. Key the Enumeratoroés PIN in the textbox o

2021 Population & Housing Census Ap...

Enumerator Personal Identification Number (PIN)

0124023967607150]

7. Key in the Last Name and First Name. Tap on the forward arrow to go to the next page.

2021 Population & Housing Census Ap.. =, 2021 Population & Housing Census Ap.. =, [/

Enter enumerator's last name Enter enumerator's first name
ENYAN ‘ ERNES
C ¢
< > < ),

8. Keyinthe b u me r ddviceridarsl tap on the forward arrow to go to the next page.

2021 Population & Housing Census Ap.. =, [

Enter enumerator's device id

374faa088262377
Confirm you want to create a primary
enumerator assignment for ERNEST ENYAN
< [20510001401]
Confirm
Cancel
Tap on AConfirmd to indicate that you want

ERNEST ENYAN [20510001401]. This means that EA 014 is now assigned to ERNES
ENYAN.
The login ID is 020510001401.
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9. Assignment Creation for the Enumerator is Successful at this stage. Tap on Ok to return
to the submenu under Assignment Creation option.

2021 Population & Housing Cens.. =, [ Q

Supervisor Menu - Published 4 November 2020

Logged in as ABENA OSEI-AKOTO.  YOU AREIN

TRAINING MODE
[01] Create assignment O
Successfully created primary enumerator [02] MOdlfy aSSIQnment O
assignment for ERNEST ENYAN [20510001401] >
[03] View assignments 0O

After the process is successfully completed, the Supervisatdgbkync with the Enumerator to
transmit the assignment from his/her tablet to the Enumerators tablet. After the syncing process
is completed successfully, the Supervisor must view assignment and get the login ID
corresponding to the Enumerators namegiwnd it to him/her to login.

START LISTING

Double click/ Tap on th€SENTRY

Application Icon on the Tablet Select/Tap on the2021 Population and
Screen/desktop to launch the program Housing Census Application (Trial) t
start the2021PHC CAPI App

= N Y ]

Entry Applications

2020 Population & Housing Census Application |

=Y it Login: Enter 12digit user
~ it Fremna) Login ID number to
A 107 10000201 Proceed

Supervisor M.

< 3 >

Enumerator M.
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2020 Population & Hous.. =, [ Q

Login as NANA DEBRAH o
Q Select Listing Form to
%SE01B% begin listing of structures
~ (Id Items)
Interviewer Menu v3.0
Login
10110000201 e
=) - 9 Go to next using the
A Open Forward Navigation
W Questionnaire Key to start a new case

View EA Map O

Tap on thePlus (+)to start a ne
case

Note: If you complete listing 4
structure youwill require to Tap
on the(Green +)to list the second

ctriirntiira

2021 Population & Housing Census Ap.. =, []

Enter the  structure
number in this field.

Note: The field accept
only numbers and
should be 4digit code.
E.g. 0002

Enter the detail address of the structure.
Note: This is a text box which accept
both alphabets and numeric characters

E. g. Mr Hausel. H/Nod $50, Mile
50, Koforidua
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