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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 to provide updated data on the socio-economic, 

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, regional, district and sub-district levels. The 2021 PHC will be 

Ghanaôs first digital population and housing census, following previous censuses that were 

less underscored with information and technological innovations. While the conduct of a 

digital census promotes 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 Field Officerôs Manual has been prepared for the Enumerators 

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 illustrative purposes 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 ensure that enumeration 

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 data collection. 

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 to gain an in-depth 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 structures and completing the listing form; achieving 

complete coverage; enumerating the population and recording responses; tablets and 

Computer-Assisted Personal Interview (CAPI) use; and leadership of the field officer. 

 

This Field Officerôs Manual is the outcome of collaborative efforts by key stakeholders, 

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 in the 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 approximately ten-year intervals since 

1891. Ghana has conducted five population Censuses after independence ï 2010 was the last.  

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

The last Census conducted in 2010 recorded a total population of 24.7 million. Ghana will 

conduct its third Population and Housing Census (PHC) this year with data collection scheduled 

for the first half of 2021.  Field work for the 2021 PHC is scheduled to begin on 13th June 2021, 

with 27th June 2021 as Census Night. 

The main rationale for conducting periodic Censuses is to update the socio-demographic and 

economic data in the country and ascertain the changes that have occurred in 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, evaluation, analysis, 

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 specified 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 the most important 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 housing situation both in terms of stock and 

quality. 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 housing 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 

activities 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 the identification 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 characteristics 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 Censuses, though 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 with well-coordinated 

activities. In this way, the information on 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 characteristics 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 generate statistics that 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 be used for identifying people for taxation or 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 (males viz-a-viz females; young, adults, 

aged); where we live and/or work; distribution of the population across the country; regions, 

districts, urban/rural; how we are evolving as individuals; marital status, educational 

attainment; number of employed and unemployed; 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 communities ï distribution of facilities (schools, health, ICT, 

financial, sanitation). In addition, the PHC would provide information to ascertain what 

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 British 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 at ten-yearly intervals except in 1941 when World War II 

interrupted the series. Post-independence 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 Ghana is conducting a Population and 

Housing Census as one operation.  

Table 1.0: 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 features 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. The four 

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 well-defined territory, must cover all 

persons present or reside in 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 regular intervals; 

The Census must refer to a well-defined 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. It signifies an 

imaginary snapshot of the population status of the country at that point in time. 

Statistically, it is midnight of the Census Night date (27th June 2021). This assumes that 

all persons should have been enumerated at midnight of 27th June 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) in Ghana; and 

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 persons must not be enumerated: 

1. All persons who did not spend the Census Night in Ghana; 

2. All persons born 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 and their characteristics 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, housing, and other social services. The 

information that will 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 (DPs) and Non-

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 Census to update the socio-demographic 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 involves. Census taking is 

a complex, large-scale operation involving three main stages (see Figure 1.1). 
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a) Pre-enumeration Phase:  Good planning and advance preparation are vital to the success of 

every Census. All resources (human, logistics, technology, etc.) necessary for the 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 preparation of 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 set in place which direct Census staff exactly how the required information is 

to be collected. 

c) Post-enumeration Phase: This stage consists of various activities including: 

i. Data Processing: This involves a set of operations that translate the information 

collected in a Census into a useful and timely set of statistical tables. 

ii.  Post Enumeration Survey (PES): The 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 determine how many people were missed or counted more than 

once. It is meant to estimate the completeness of the Census. 

iii.  Production, Publication and Dissemination: The main objective of any Census 

is to collect, compile and transmit information to the public in the form 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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.11 What is new in the 2021 PHC? 

¶ The use of Computer-Assisted Personal Interviewing (CAPI) to ensure efficient 

data, collection, management, and processing. This will help to receive real-time 

data and also minimise the data processing period so that processed 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 sanitation 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 (SDG) indicators. 
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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) access to any premises, 

compound, or 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 

questions as are necessary to complete the questionnaire or check 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 collected 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 any Census 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 6 p.m.) to enumerate 

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 occasions depending on the respondentôs time 

schedule. Any person who hinders or obstructs any Census Officer in the execution of his/her 

duties is guilty of an offense 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 failure 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 there is a penalty for the destruction, defacing, or 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: 

ñAny person, who, without lawful authority, destroys, defaces or mutilates any 

schedule, form or other document containing particulars obtained in pursuance of the 

provisions of this Act shall be guilty of an offense and liable on summary conviction 

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

and imprisonmentò. 

2.6 Confidentiality of Census information 

It must be emphasized that the information you obtain is CONFIDENTIAL and shall only be 

used to compile statistics. The law places a restriction on publishing particulars 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 others may 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 

questionnaire using the 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 he/she is 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 oath-taking, you will promise to fulfill your duties as an enumerator faithfully and 

honestly and you will promise not to disclose any information which comes to your knowledge 

because of your engagement as an enumerator/supervisor. This oath is prescribed by the law 

and is administered 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 offense and liable to punishment, which is either a fine or a term of imprisonment, or 

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 ORGANISATION  

3.1 Introduction  

To ensure 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 implementation 

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 Statistician is 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 responsibility 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 meetings for all the various work streams established by the Chief 

Census Officer. 

 

D. Census Coordinating Team (CCT) 

There is a five-member Census Coordinating Team (CCT) made up of the acting Deputy 

Government Statisticians, two Census Operations Advisors, and one Chief 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 been hired 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 charge of 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 Methodology; IT and Data Processing; Publicity, Education and Advocacy,   



9 | P a g e    2021 PHC FIELD OFFICERôS MANUAL 
Copyright © 2021 Ghana Statistical Service 

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 stakeholders 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 setting-up 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 Regional Census Field Officer in the implementation of the 

2021 PHC programme. 

ii.  At the Regional level, the Regional Census Field Officer takes charge of issues relating 

to the Census with the support of the RCIC. 

iii.  He/she is responsible for all aspects of the Census work (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 district level 

2. Contribute to publicity and education on the Census 

3. Facilitate monitoring of the Census field activities by reporting uncovered areas to the 

District Census Field Officer 

4. Assist with the recruitment of Census field personnel in the districts 

5. Provide logistical support at all stages of the Census programme 

6. 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 other issues that may come up from time to time in the promotion of the 

objectives of the Census. 

M. Regional Census Offices (RCOs) 

At the Regional level, the Regional Census Officer is responsible for all aspects of Census 

work as well as the overall supervision 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 framework of the 

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 be responsible 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 work, during fieldwork and after fieldwork.  



10 | P a g e    2021 PHC FIELD OFFICERôS MANUAL 
Copyright © 2021 Ghana Statistical Service 

Table 3.1: Statistical zones and statistical regions 

 

Zone 

Administrative  

Regions 

Number of 

Statistical Regions 

1 Western and Central 6 

2 Greater Accra  4 

3 Volta, Oti and Eastern 6 

4 Ashanti 4 

5 Western North, Ahafo, Bono and Bono East  5 

6 Northern, Savannah, North East, Upper East and Upper West 7 

 

O. District Census Implementation Committee (DCIC) 

District Census Implementation Committee members' responsibility is equally the same as the 

RCIC but at the district 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 within 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 activities before training, during training, before field work, during fieldwork, and 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 Technical Team members, including a District Field Supervisor, 

Data Quality Monitor, and an IT Officer. 

The key role of the DCO is to handle administrative activities within the district of assignment 

and act as the mediator between the Field Officers and the Regional Census Officer. He/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 district has been visited 

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 Supervisors after completion of their task. 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: 

1. Lead in the publicity and education of Census activities in their district 

2. Receive Census materials from field personnel after fieldwork 

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

4. Identify places of outdoor sleepers and estimate the number of outdoor sleepers in their 

respective district 

5. Identify the location of institutions and ascertain the number of inmates in these institutions 

6. Identify difficult and inaccessible areas and device strategy for enumeration in these areas 

7. Compile list academic institutions with boarding facilities by sex 

8. Compile a list of hospitals or health facilities with facilities for admissions  

9. Compile a list of hotels, guest houses, motels, hostels  

10. Retrieve and convey field materials to the Regional Office 

11. Clear the District Field Supervisors after completion of the task 
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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 manage Census working teams (DFS, DQM & DIT). 

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

17. Ensure that all Census activities (pre-enumeration, enumeration, and post enumeration) are 

delivered on time and are quality-assured 

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

19. Identify and collaborate with key stakeholders of the Census in the District 

20. Maintain strong coordination and networking among stakeholders 

21. Organize and coordinate the celebration of Census Night activities in the district ï (provide 

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 meetings 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 handling logistics based 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% of Type 1 EAs) for 

validation of demarcation exercise 

30. Availability of electricity and other essential facilities for Census 

31. List of hard-to-reach localities 

32. Identify and facilitate modes of transport for hard-to-reach areas within the District 

33. Provide a road map on how to deal with hard-to-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); District Census Officer; 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 Centre Lead becomes the District Field Supervisor.  In 

some districts, however, 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 addressing 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 in Section 19.9. 

 

District Data Quality Monitor (DDQM):  The role of the District Data 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 the Data Quality Monitor manual. 

District Field Supervisor (DFS): The DFS will work closely with the DCO, Data Quality 

Monitoring officers, and IT officer but generally will be in charge of technical issues. DFS will 

be responsible for a certain number of SAs to ensure that work from the assigned SAs is of 

high quality. 

 



12 | P a g e    2021 PHC FIELD OFFICERôS MANUAL 
Copyright © 2021 Ghana Statistical Service 

Specifically, the role of the DFS: 

1. Supervises all the supervisors in their jurisdiction and ensure that supervisors working 

under them sync collected data daily  

2. Conducts spot checks 

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

4. Addresses maps 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 challenges  

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 completion of their task 

 

S. Field Supervisors 

Each District is divided into Supervision Areas (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 correctly. 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 found in Chapter 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 accurate and 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 persons present 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 co-operate in giving the needed information. By the time you approach 

the people, every effort would have been made already to publicize 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 the co-operation of 

the people. Nevertheless, your success as a Field Officer 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 visits to other 

peopleôs 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: 

ñGood Morning Sir/Madam, I am sure you have already heard about the 2021 Population and 

Housing Census which is now taking place in all parts of the country. I 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 

disclosed to anybody. This information is needed for planning purposes.ò 

Many of the people you will visit may already be aware of the nature of the work you are 

engaged in. If 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 such as the 

provision of pipe-borne 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 taxation and deportation of non-Ghanaians. Again, 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, 

Department, or other Government organization for taxation or deportation of non-Ghanaians. 

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 act overly aggressive or too sociable.  Maintain a pleasant and business-like 

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, conduct your interview 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 understand 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. This person must 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 acceptable to the 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 whose co-operation you are seeking. It is important 

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 not frighten, intimida te or offend any person and 

that does not indecently expose parts of your body. The golden rule: dress to blend into the 

environment of the interview.  

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

4.5 Patience and tact are needed 

Remember that 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 it 

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 Enumerator, you play an important role in the census operation.  You are one of a team 

of about 70,000 Enumerators 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 household on Census 

Night (27th June 2021) 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 Enumerators carry out your 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 be better than the data you 

obtain. The success of the census largely depends upon the publicôs willing cooperation and it 

is your job to obtain this by being polite, tactful, and patient at all times.  

4.6.1 You must work through to the end of the census data collection 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 except for the 

reason of sickness. In case you become ill or incapacitated while 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 full-time enumerator without engaging in any other activity    

during the enumeration period 

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

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

during the period 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 that punitive 

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 (EA) in the district or a nearby district if there is a 

need. 

4.7 Interviewing Skills 

Field Officers must utilize the following interviewing skills: 

a. Establishing a good rapport with the respondent; 

b. Being mindful of their sitting posture during interviews;  

c. Obtaining respondentsô consent before starting interview; 

d. Maintaining neutrality throughout the interview period; 

e. Refraining from suggesting answers to the respondents; 

f. Asking the questions without changing the wording or sequence; 

g. Handling difficult/reluctant respondents tactfully; 

h. Recording information accurately;  

i. Being patient to go through the interview with the respondent; 

j. Being courteous, patient, and tactful; 

k. Answering questions from the respondent frankly; and 

l. Keeping to appointment times on the call-back card and never keep the respondents 

waiting 

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 that all the 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 explaining 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 the Chief 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 carried out. 

d) If he/she still refuses to co-operate, take note of it and report the matter to your Field 

Supervisor who will take it up with a higher authority. 

e) If all these approaches fail, then as a last resort, tell him/her that the Statistical Service 

law requires him/her to give answers to your questions. Failure 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 be interviewed; 

b) Carry your Identity Card or introductory letter, tablet and your Field Officerôs Manual 
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 uncertainties 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 respondents are always assured of 

ñconfidentialityò. 

4.10 Things you must NOT DO 

a) Do not enter any fictitious information on your Tablet. You will be found out and be 

charged with fraud.  In some cases, respondents themselves will tell you ñto provide the 

answers for themò. You should patiently explain to them that the census regulation 

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 the same 

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 relating to politics 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 

receive 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 census work 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 other things, 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 go back to the 

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, the Supervisor 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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4. Ensure all households are enumerated;  
5. Check for duplicates and partial save cases for corrections and completeness; 

6. Sync data with enumerators 

7. Review the work of enumerators; 

8. Conduct re-interviews; 
9. Sync data to HQ; 
10. Ensure to sync with enumerators anytime there is a CAPI update; 

11. Run reports 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). 
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CHAPTER 5 

KEY CONCEPTS AND DEFINITIONS  

5.1 Census Night (27th June 2021)  

In order to meet one of the essential requirements for a modern Census, 27th June 2021 is 

designated as the Census Night. All enumeration must relate to the CENSUS NIGHT. Thus, 

it is a reference point to which all enumeration must relate. Note that only persons alive in 

Ghana at midnight of this day must be enumerated. Census Night will be publicized in 

advance throughout the country so that it will be easily remembered by everyone. Remember 

that all the questions you ask (e.g. Socio-Demographic and Economic Characteristics, 

Information Communication Technology (ICT), Housing Conditions, and 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 

enumerate him/her.  Visitors are enumerated if they spent Census Night in the household. 

5.2 Concepts of structure, housing unit, and dwelling unit 

As indicated in Section 1.2, all living quarters in Ghana would be enumerated during the 

Census. Therefore, it is important to know what structure to be listed and enumerated so that 

you do not miss out on 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, converted, or 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 or (b) although 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 or uncompleted with any of the following characteristics (see 

question LS05 in Section 10.4): 

1. Fully completed 

2. Fully roofed but uncompleted 

3. Partially roofed 

4. Roofing level (with improvised roof) 

5. Lintel level (with improvised roof) 

6. Roofing level (without roof) 

7. Lintel level (without roof) 

8. Window level 

9. Concrete/metal pillars level 

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, straw, and bamboo. A structure may be immovable or movable. A residential structure 

may contain one or more housing units (for example, single houses or apartments). Note that a 

structure need not be surrounded by a fence wall or a hedge. For example, multiple houses, a 

house, kitchen, and toilet may be on one compound, whether or not surrounded by a wall 
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should be considered as separate structures. In the same 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 identify those 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 structures under 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 a separate and independent place of abode that is intended for 

habitation by one or more households. Households usually occupy the whole or a part of, or 

more than one 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 part of a structure or an entire structure serving as a home or residence. A 

dwelling unit may have one or more rooms that may or may not be occupied at the time of the 

Census. It includes units within a structure such as a compound house, apartment building, 

detached or semi-detached house, and a kiosk.  

In some cases, the dwelling unit and the structure are the same and in other cases, the two are 

distinct and different. For example, a ómetal containerô as a structure could be a dwelling unit 

for a particular household. However, within an óapartment buildingô structure, the apartment 

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 individuals are identified since the 

majority of the population lives in 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 may be either:  

a) A one-person 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 more persons living together who make 

common provisions 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 constitute a combination 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 common provision 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, unrelated, or a combination of 

persons both related and unrelated. It is important to emphasize that not all 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 their catering arrangements. 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 consist of one or more óhomelessô people. These include 

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 you have 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 for the 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 where 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 as one 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 house-help and his/her family who live in a house or an out-house on the same 

compound as the employer but prepare their own 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 house-help who eats and sleeps with the family of the 

employer must be considered as a member of the 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 friends who 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 as the 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 one-member household. 

Note the following in identifying 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 unit (refer to Section 5.2.3) to the respondent and ask 

for assistance to identify and count all the 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 from the number 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 dwelling unit 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 living in 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 a household? 

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 

making major decisions on the householdôs living arrangements. The person (could be either a 

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 based on the 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 least the next six 

months with the household. 

The following, however, must also be considered as usual members of the household, even 

though they do not satisfy the residential requirements: 

a) Persons who have not spent the last six months with the household but who have the 

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. However, if they were 

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, should not be 

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 with the 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 members 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 in Section 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 should be 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] parent in-law (either father or mother of spouse); e] son in-

law; f] daughter in-law; g] grandchild; h] great-grandchild (either great grandson or great 
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granddaughter); i] brother or sister; j] step child; k] foster child; l] adopted child; m] other 

relative (such as uncle, auntie, cousin, etc.); n] non-relative (such as friend, friendôs daughter, 

etc.); o] house-help (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 has been identified as household head says: 

a) Akrofi is my son  - write    SON 

b) Borketey is my brother - write  BROTHER 

c) Cecelia is my wife  - write  WIFE 

d) Daniel is my father  - write  PARENT 

On the other hand, if a member of the household other than the head is responding to the 

questions then, you must reverse the relationship before recording. E.g. a household 

member says: 

a. The head is my father - write SON or DAUGHTER (as applicable) 

b. The head is my mother's brother - write OTHER RELATIVE 

c. The head is my son - write PARENT 

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

e. The head is a friend to my mother - write NON-RELATIVE 

Most relationships are established either by blood (descent) or by marriage (affinal). This 

means that your brother and 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: 

Á 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 non-biological but legal child of the head 

 

Á Relative child and non-relative 

1. Relatives are related by blood and marriage 

2. Non-relatives are persons not related to the head by blood or marriage 

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 going through all 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, etc. Half-brothers, e.g. persons having 

one mother but different fathers, or one father but different mothers must be recorded as 

brothers. Similarly, half-sisters must be recorded as sisters. Adopted Son/Daughter must be 

classified as Son/Daughter. 

Any other relationships must be clearly stated e.g. Parent/Parent-in-law, Grandchild, etc.  

Other household members, who are not related to the head of the household such as lodgers, 

guest, friend, etc. must be classified as non-relatives. Paid unrelated house help(s) must also be 

classified as non-relative(s). 

Always remember to avoid such 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 child or mother, father and child sleeping outdoors at fixed locations 

such as Tema Station and CMB in Accra, Asafo Market in Kumasi, etc. Such persons may 

be found in front of shops, under sheds, etc. These are person(s) who usually are located at 

ófixed locationsô and continually live in the street. They usually do not live in but live around 

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 may be identified as 

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, on verandas, pavements, hideouts and all 

such places which are not houses or compounds. A typical example of the homeless 

households is the kayayei who sleep in identified locations in Tema Station in Accra. 

5.5 Group Quarters population 

These are persons who 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 and non-stable 

institutions (see Sections 12.3.1 ï 12.3.3). 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, seminaries, convents, monasteries, etc. 

b) Children's Homes, Orphanages, Nurseries, Old Peopleôs Homes, etc. 

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 treated as members 

of group quarters/institutional population  

Note: staff members living in private houses in the institutions form household population and 

must not be considered as part of the institutions. 

Note also that in tertiary and other institutions, there may be students or friends who are 

illegally in residence with their friends. These persons who are usually referred to as 

ñPerchersò, should be enumerated provided they spent the Census Night there.  

5.6 Floating population  

The FLOATING POPULATION  are transient 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 details 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 locations due to some circumstances such as travelling and taking care of the sick. The 

following are examples of persons in this category: 

a) Persons who may be at bus terminals or lorry stations and travelling long distances 

from one town/village to another within the country on Census Night.  Note 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 intention of travelling outside the country after 12 midnight. These are people 

who even though are travelling outside the country, will be found on Ghanaôs territorial 

boarders by Census Night. 

c) Persons on Ship/Boats in Ghanaôs Territorial Waters/Airports on Census Night. 

d) Persons on Oil Rigs in Ghanaôs Territorial Waters on Census Night. 

e) Persons at Ghanaôs Border Posts/Check Points. 

f) Persons found on Census Night to have slept on verandas, corridors and pavements in 

and around hospitals while taking care of their sick relatives (in-patients). 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 (including 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 Census Night must not be 

treated as part of the floating population. 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 

after Census 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 a distinct name. 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 information on the types of EA). Locality names are 

pre-populated 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, geographic terrain 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 shows each enumerator 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 the CENSUS 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 that the 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, there is a 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 ENUMERATIO N 

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 the duties of the field officer before, during and after 

enumeration. 

The training would adopt a participant-centred approach which involves lectures, video 

presentations, face-to-face interactions, mock interviews, assessments, field practice, small 

group discussions (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, it is expected 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 the CAPI 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 the district 

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 materials: 

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) Identity Card 

j) Census Cap 

k) Certificate of Enumeration  

l) Chalk 

m) Call-back Cards 

n) Enumeratorôs Materials Receipt Form (Photocopy) 

o) Raincoat  

p) Wellington Boots (in rural and marshy areas) 

q) 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 of enumeration. The 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 

Enumerators) 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 or 

materials to him/her. 

6.4 Community entry and household entry  

6.4.1 Introduction 

Securing and sustaining the community/household membersô interest is critical during the 2021 

PHC because the support and cooperation of communities and households will ensure the 

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 Census Officials the 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 are likely 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 sustaining a 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 meeting, interacting, 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/or organized structure or hierarchy that can be used to facilitate the 

Census process. A community as defined above includes residential spaces or settlements (e.g. 

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 successfully list 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 urban areas, it is necessary to contact the Chief or ñOdikroò and opinion 

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 forget 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: 

¶ Teams should, as much as possible, visit all localities within their jurisdiction and meet 

with the power brokers (Chief and Elders, Assemblyman/woman, etc.);  

¶ Introduce the Team and the Enumerator who is likely to be working in that locality 

often; 

¶ Talk about the importance 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 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 various communities with 

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 Officers 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 various communities 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 process, and the benefits 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 and ask for 

direction to all these localities 

 

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

¶ Ensure that the list of localities on the PHC2 Form are exhaustive, and identify missing 

localities to achieve complete coverage; 

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

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

the Census; and  

¶ Administer the Questions in F01, F01a and F01b. 

6.4.3 Household entry 

ñHousehold Entryò is the process of accurately identifying households that occupy a dwelling 

unit. This process starts with the community entry, properly locating structures where people 

live and correctly identifying households within the structures. Refer to Section 5.3 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 

peopleôs homes on each visit. These rules and customs include the following: 

¶ Knock, ring the bell and/or announce your presence (with agoo, gafara, etc.) and wait 

for response to usher you in. 

¶ Cheerfully greet the people in the customary way and introduce yourself: 
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Good Morning/Afternoon/Evening Sir/Madam. My name is ééé I am the Census 

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

quarter in this area. I 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 out when an adult may be available and make an appointment 

accordingly (including leaving a call-back 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. 

¶ Emphasise confidentiality. 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 benefits of 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 household of a possible re-visit should there be the need. 

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

interview. 

 

Note: An effective community and household entry would require you the Field Officer to 

make a good first 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 Field Officers  

6.5.1 Introduction 

As a Field Officer, you are going to operate within complex, hazardous, remote, and dynamic 

socio-political contexts to collect Census data. The quality of data collected, and the security of 

the Field Officers and logistics are key 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 mitigating/de-escalating 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 possible threats to his/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 be able 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 quickly what 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 emphasise that apart from ensuring your own safety, you are also responsible for 

whatever equipment are in your custody. The under-listed guidelines are to prepare Field 
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Officers to prevent or effectively handle such security threats. These guidelines, though not 

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, etc.) inside your bag always 

except when administering a questionnaire. 

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

place to the other. 

5. Avoid indulgence in any kind of arguments with natives. 

6. Leave behind expensive articles such as jewellery, etc. 

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

8. 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 luggage has a good lock to keep items safe after relocating into 

communities. 

10.  If you become suspicious, consider changing the ókey cylinderô in the lock on the door 
of the room you live/sleep in. 

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

6.5.4 Health Guidelines 

The emergence of COVID-19 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: 

¶ Person to person 

¶ Between people who are in close contact with one another (within about 6 feet) 

¶ Via respiratory droplets produced when an infected person coughs or sneezes, and are 

inhaled into the lungs of a person nearby 

¶ Possibly through touching an infected person who has touched their own mouth and 

nose which are spread when a person with COVID-19 coughs or exhales. 

Also, it spreads when oneôs fingers (or hands) touches infected surfaces such as door handles, 

tables and fabrics, and the infected fingers touch the mouth, eyes, or nose. It can also be 

transmitted from animals to humans. Symptoms may include: 

¶  Fever 

¶  Cough 

¶  Running nose 

¶  Sore in the throat 

¶  Frequent headaches 

¶  Body temperature above 37.5oC 

¶  Shortness of breath 

¶ Loss of taste and/or smell 

The symptoms may appear from 2ī14 days (incubation period) after contact with an 

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: 

 

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

¶  Physically distance yourself ï at least 2 metres from any person.  

¶  Use an alcohol-based hand sanitizer with at least 70% alcohol. Always wash hands 

first with soap and water if hands are visibly dirty. 

¶  Avoid touching your eyes, nose, and mouth. 
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¶  Cover your nose and mouth with disposable tissue when coughing or sneezing, and 

then properly dispose of the tissue. 

¶  Clean and disinfect frequently touched objects and surfaces using regular household 

cleaning spray or wipe. 

¶ Wash your hands often with soap and water for at least 20 seconds, especially after 

going to the bathroom, before eating, and after blowing your nose, coughing, or 

sneezing. 

¶ Avoid close contact with people who are sick. 

¶ Stay at home if you are sick. 

6.6 Planning your itinerary  

Before you commence your work in the rural areas, you must draw up your itinerary for the 

enumeration and submit this to your Field Supervisor for discussion and approval. An itinerary 

is a schedule of events relating to planned travel, and which generally includes the destinations 

to be visited at specified times and means of transportation to move between those 

destinations. The 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 EAs, the prepared itinerary should be in agreement with the Chief 

or Assemblyman/woman or Unit Committee Member, and a copy given to your Supervisor. 

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 to stay home 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/structures 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, when 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 work out 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 essential for 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 Maps serve as the 

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 also serve as a 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 man-made features. Maps may be drawn to scale 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 period. Each EA map has a description 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 enumerated. The 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 have a negative 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 shows the boundaries 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 it can be more or less. It is expected that 

the enumerator enumerates ALL  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 name and 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 locality). This type of enumeration 

area is formed 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 5.7 for definition of a locality)  

 Figure 7.1: Example of 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 map below (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) 

 

 

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 type 3 EA is 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) 

 

7.5 EA Boundary Description (PHC2) 

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) Sub-District    Sub-District Code 

e) Base locality Name   Base locality code 

f) Locality Type    Locality Code 

g) 2010 EA Number   2021 EA Number (provisional)             

h) Ghana Post Digital Address 

i) EA Name 

j) 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 alongside 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, canvass the base 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 to read Type 1 EA Map and locate 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 the 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) 

 

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 EA which 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 Stations, Chiefôs Palaces, etc., called the EA Base. In a few instances where no such 

prominent features could be found in the area, house numbers (may come with the ownersô 

name) are used as the EA Name. 

2. The first step is to lay/hold the map flat so that the features on 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 map should 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, roads, rivers 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 man-made features might have sprung up or no longer still exist.  

Despite any such changes, the map should still be useful.  

5. Canvass 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. 

6. Start the listing 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) 

 

7.5.4 How to read Type 3 EA Map and locate Type 3 EA 

Several 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 EAs, tracing the boundary can be 

challenging. And so it is not advisable to canvass this type of EA. 

2. Identify 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. Additional information can be obtained from the local people. 

6. Start the listing from the Base locality (i.e. the locality with the highest population ï the 

most populous locality). When listing is completed in the base locality, find out from the 

local people how best 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) 

 

 

Note: Special EAs have their codes beginning with a ó9ô.  They are designate as special EAs 

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, correctional homes, forest reserves/camps, hotels, boarding 

schools (public and private at all levels), prayer camps, mining camps, childrenôs homes, witch 

camps, orphanage homes, etc. Enumeration in such areas will require permission for entry and 

require prior arrangements 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 EA) which 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 3 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 enumeration. Consult 

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 enumeration. 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 consult your 

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 your District Census Officer or 

District Field Supervisor for a thorough understanding. 

7.7 Identifying 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 EA. If some 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 (space) that does 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 gap. 

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 other Supervisors 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 

 

 

Figure 7.8: Adjoining EAs with Gaps and Overlaps 

 

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

The Interactive Map is an add-on to enable enumerators and supervisors identify their position 

or location in the 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 on your tablet and search for the CSEntry application. Tap on it and log in. Then tap 

on the ñ2021 Population & Housing Census Application (v1.0)ò inscription.  This takes 

you to an interface where you select your resources. 
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Figure 7.9: CSEntry Interface 1 

 

 

 
 

2. On the resources selection interface, select ñGIS Resourceò. Then select ñ1. View EA map 

(interactive)ò. This would open into the map interface. 

 
Figure 7.10: GIS Resource  

 

 
 

Note: you would need internet 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. 
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3. On the map interface, tap on the navigation to zoom to current position.  

 

Figure 7.11: Map Interface 

 

  
 

4. Click on the ñOpen Listingò, and start listing your structures. 

 

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

7.9 Supervision Area (SA) Map 

SA Map is a group of adjoining 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 

 

In some cases, the initial SA 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 to the District 

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 supervision and monitoring of field work.  
 

Figure 7.13: Example of District Map 
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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 on the 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 established since 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 or collapsed, 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, report to your supervisor who will in turn report to the DDQMT  

7.13 Geographic Identification Codes (Geo-Codes) 

Enumeration Areas (EAs) have been assigned consecutive numbers within the administrative 

division and in conformity with the geographic coding of the 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). 

 Table 7.1: Geographic codes 

Geographical 

Area 

Digit Location Code Range Remarks 

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

Upper West =16 

District 3rd and 4th  2-Digits 01- 43 Ashanti has the Highest = 43 

District Type 5th 1-Digit 1- 3 District=1, Municipal = 2, 

Metropolitan = 3  

Sub-Metro 6th and 7th 2-Digits 01- 05 KMA has the highest = 5 

EA Number 8th, 9th & 10th 

 

3-Digits 001-999 To be numbered sequentially within 

district/municipal/sub-metro 

1. Region name: There are 16 regions in Ghana. Each region has its own code, based on the 

serpentine ordering recommended by the United Nations for listing. 

2. District : Within these Administrative Regions are districts (MMDAs) and there 260 

Administrative districts in Ghana. 

3. Statistical District: For purposes of the Census, 271 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 defined urban jurisdiction or centre performing governance 

and administrative functions at the sub-metropolitan level. It is represented by a 2-digit 

code. Kumasi Metropolitan Assembly has the highest number of 5 sub-metros.  
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 Table 7.2: List of Sub-metros within the Metropolitan Assemblies 

Metropolitan Assembly      Name of Sub Metros Number of 

Sub Metros 

STMA Takoradi, Sekondi and Esikado-Ketan 3 

Cape Coast Cape Coast North and Cape Coast South 2 

AMA  Ablekuma South, Ashiedu Keteke and Okaikoi South 3 

TMA Tema Central and Tema East 2 

KMA  Nhyiaeso, Subin, Manhyia South, Manhyia North and 

Bantama 

5 

Tamale Tamale South and Tamale Central 2 

Total 17 

1. EA Number: EA number is a 3-digit number assigned to each Enumeration Area in the 

district. 

2. Locality Code: This is three-digit 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 occupies a particular point. 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 on the ground that 

are shown on the map in relation to ground features. The process of aligning a map with 

ground features is known as ñmap orientationò. 

5. Legend - In cartography, the information on a map that explains which symbols are used 

for the features and variables 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  ï It is a geographic area that serves administrative 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, which may define 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. 

8. Contiguity  - if two or more geographical features are neighbours or adjacent. 

9. Geographic code - unique alphanumeric identifier that is assigned to a legal, 

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 structure/dwelling. 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: disputes relating to boundaries between two 

EAs and disputes relating to boundaries between localities and districts. Whereas the former 

could easily be resolved, localities and districts boundary disputes can be sensitive and must be 

handled tactfully. All boundary disputes in the EAs, localities 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, the Census 

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 

that the 2021 PHCôs goal of achieving complete coverage and collecting quality data is 

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   
o Action:  Align boundaries described on the PHC 2 

2. Boundary extent issues i.e., where enumerator is not sure which structure to end the EA 

in an outskirt situation  
o Action:   Include all structures you can identify with the locality 

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

4. EA Names/Base locality names not matching e.g. St. John the Baptist Catholic Church 

and Catholic Church  
o Action:   Indicate the full or correct name on the PHC 2 and inform GIS Zonal 

Field Officer 

5. Point of interests without labels  
o Action:  Write name on the map and inform GIS Zonal Field Officer 

6. How to treat new localities found during fieldwork  
o Action:  Add on to the PHC 2 list and inform GIS Zonal Field Officer 

7. EA Name/Base locality different on the ground from what is provided on the map and 

PHC 2 
o Action:  Align your map properly and match other features on the map with 

ground features to confirm your location 

8. Overlap/Gap detected 
o Action:  Inform GIS Zonal Field Officer 

9. Wrong EA Code 
o Action:  Inform GIS Zonal Field Officer 

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

 

EA LIST  

1. Issues with locality numbers (where different localities have same locality numbers) 
o Action:   Inform GIS Zonal Field Officer  

2. Differences in spelling of locality names (i.e. between Map and PHC 2) 
o Action:  Provide the correct spelling and inform GIS Zonal Field Officer 

3. Typographical errors   
o Action:  Effect necessary correction and inform GIS Zonal Field Officer 

 

LOCALITY LIST  

1. Differences in spelling of locality names (i.e. between Map and PHC 2) 
o 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 
o Action:  include and indicate all localities within the EA boundary with the 

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  
o Action:  Inform GIS Zonal Field Officer and DCO to ascertain where these 

localities really belong and enumerate them accordingly 

4. Suburbs of large localities captured as separate localities   
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o Action: Use locality name and provide information on suburb to GIS Zonal Field 

Officer 

 

PHC 2 

1. Where description is  inconsistent with map 
o Action:  Rely on map for decision, after checking map with ground features 

2. Position of included and excluded features on the map and PHC not reflecting ground 

situation 
o Action:  Confirm position using linear feature for EA boundary  

3. Turn left/right issues i.e. where the turns in the description are inconsistent with ground 

situation 
o Action:   Check EA boundary together with other features for confirmation 

4. Differences in EA code between PHC 2 and Map 
o 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 termed listing operation and this would start 

two weeks before enumeration begins (i.e. 13th June 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 a 4-digit serial number to the structure. This 4-digit 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, you will be 

visiting the households again for the actual enumeration of the population and structures, 

which will start a day after the Census Night (28th June, 2021). 

Concepts and Definitions 

1. Structure:  This refers to a separate and independent building or an enclosure. It could be: 

Á Completed or uncompleted  

Á Residential or non-residential 

Á Occupied or unoccupied  

Á 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 process 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 habitation by one or more households. 

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

households. 

Á The unit could be part of a structure or an entire structure serving as a home of 

residence.  

Á A unit may have one or more rooms which may or may not be occupied at the time 

of the Census and may include units within a compound house, apartment building, 

detached or semi-detached house and a kiosk. 

8.2 Listing of structures in the EA 

As part of the field strategy aiming at achieving complete coverage, 28 days will be dedicated 

for fieldwork.  

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

Á For effective monitoring of fieldwork and access to collected data for editing and 

analysis, areas of poor connectivity will 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.  

Á 22nd to 26th June, 2021 will be dedicated to the completion of the analysis of listing 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, moving into the 

enumeration stage of the field work.  

Á 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 7-day period), then the team 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 week preceding 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 strategy in 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 to be 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 mentioned earlier, table 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 and vacant) are 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 take note 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 4-digit serial numbers to different structures that are distinct but are on 

a plot or compound (whether 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 that there could be one or more households occupying these different 

and separate structures. E.g. House No. F/89, One-storey building and House No. F/89, 

boyôs quarters, occupied by Efo Kwadwo. 

c) Semi-detached houses bearing the same house number, must be regarded as two 

separate houses and be given two different 4-digit 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 must be 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 is to divide your area into segments, then 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 streets and 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 you have listed 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 

Consulates 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 be given access to these 

structures. Therefore, for their security, safety and convenience, members of the Diplomatic 

Corps will be required to conduct self-enumeration i.e. complete the questionnaire for all 

persons who spend the Census Night in their residences by themselves.  

If after the house-listing 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 in the Listing Form. 

Note: In case an un-demarcated 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 the 2021 PHC, structures to be listed should reach any of the following 

levels of completion: 

1. Fully completed 

2. Fully roofed but uncompleted 

3. Partially roofed 

4. Roofing level (with improvised roof) 

5. Lintel level (with improvised roof) 

6. Roofing level (without roof) 

7. Lintel level (without roof) 

8. Window level 

9. Concrete/ metal pillars level 

 

List all structures whether: 

i. Completed or uncompleted; 

ii.  Residential or non-residential; 

iii.  Occupied or unoccupied; or 

iv. Movable or immovable.  

 

1.  For block of flats, list each block separately. 

2. Every detached structure should be listed separately. 

3. For semi-detached 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 a 4-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 stickers may be used 

mostly in urban areas and in rural areas where chalking on walls will be difficult. Before 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 and subsequently enumeration will be easier once 

permission is sought. 
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The 4-digit 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/175/0003, 

2021PHC/175/0004, 2021PHC/175/0005, etc. where 175 is the EA number of the assigned 

EA and ó0001ô, ó0002ô, ó0003ô, ó0004ô, ó0005ô are the serial numbers of the structures 

identified in the EA. An arrow should be indicated to show the direction of the listing 

operation. During the listing period, you are to administer questions LS01 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 

 

8.2.3 Listing of kiosks, containers, and other makeshift structures 

Due to the increasing number of kiosks (including lotto kiosks and mobile money shops), 

containers and other such makeshift structures being 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 listing period, there 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 house, a separate 4-digit 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 

ii.2021PHC/044/0007  :  Kiosk placed on the compound  

 

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/container. The structure 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 containers 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 separate 4-digit serial number. The kiosks and 

containers should be numbered 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, prisons, hotels, 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 a 4-digit number and continue listing until 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 Halls (e.g. Commonwealth Hall, Legon Hall, Atlantic Hall, 

Oguaa Hall, etc.) should each be given a separate 4-digit serial number for effective control. 

However, you should remember that structures which are houses or flats for doctors, nurses, 

teachers, lecturers, etc. of these institutions and are separate from the blocks should also be 

listed separately and treated as non-institutional population because these are household 

populations. 

8.2.5 Listing in EAs with several localities 

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

in one locality before moving to another locality. Serial numbers assigned to structures should 

continue from one locality to another within the EA. For instance, if locality óAô ended with 

serial number 2021PHC/044/0016, locality óBô should start with 2021PHC/044/0017 and the 

numbering should continue till the last structure is assigned (e.g. 2021PHC/044/0045). Serial 

numbering then continues in locality óCô and should start with serial number 

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) and list as many 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. On the 27th June, 2021, you 

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

On the morning after Census Night (i.e. 28th June, 2021), start enumerating persons in this 

locality. When you come to localities not listed, you should first list the structures then 

enumerate persons and structures 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 already, you 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 11th structure until all structures are assigned numbers 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 structures in the EA, complete the Listing Form for the last 

structure chalked in the EA and work towards the 11th structure. Make sure you complete the 

Listing Form for the remaining structures in the EA.  

However, this approach might not be feasible in Type 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 done for the individual localities one after the other.  

The enumerators will have to chalk the 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 11th structure until all structures in the locality are assigned numbers. Sync 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 that locality, then fill the Listing 

Form for all the identified structures. The 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 the actual census enumeration, which will start on the night of the 27th June, 

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 in Information 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 real-time data transmission and monitoring thereby 

improving data quality over the Paper Assisted Personal Interviewing (PAPI) method. This 

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 than a smartphone. 

Tablets use android, windows or mac (IOS) operating systems. The 2021 PHC tablets use 

android operating system.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9.2.2 Tablet Accessories  

These are items that are added to the tablets to aid its functionality. E.g. SD card, charger, 

power bank and android cable.  

Figure 9.2: Tablet Accessories 

 

 

 

 

 

 

 

 

 

Figure 9.1: Features of a tablet 
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¶ Android charger:  It is an accessory that is attached to the tablet to enable you recharge the 

tabletôs battery whenever the battery life is low or exhausted.  

¶ SD card (Secure Digital card): It is a type of memory card slotted into the tablet purposely 

for backups. 

¶ Power bank: It is a portable power storage device designed for recharging the battery of 

mobile phones, 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 functions are 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 (GPS): This is a global navigation satellite system that determines 

the location of structures in the form of coordinates. These are unique identifiers of a definite 

geographic location on the earth. They are usually expressed as a combination of Latitude, 

Longitude, Altitude and Accuracy level. GPS Accuracy level refers to how close a deviceôs 

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 acceptable accuracy level is 5 meters or 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 coordinates 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): 

¶ Swipe down from the top of the Tablet Home Screen to view the status bar 

¶ Tap on the Location icon to activate it. The icon will change colour when activated. 

 
Figure 9.3: How to turn on GPS 

 
 

Picking accurate GPS Coordinates  

¶ Do not pick GPS coordinates under cloudy/dark weather 

¶ Do not move 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 taking the GPS 
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Location Accuracy Settings 

¶ Open your deviceôs Settings 

¶ Tap on Location.  

¶ Tap on Advanced >> Google Location Accuracy. 

¶ Turn on Improve Location Accuracy on 

9.3.2 Bluetooth 

Bluetooth is a wireless function that connects one tablet to another in a short-range (10m). This 

function allows first level data transmission (synchronization) between the Enumerator and 

Supervisor. It is also used to sync assigned EA from the Supervisorôs tablet to the 

Enumeratorôs tablet. 

 
Figure 9.4: Bluetooth 

 

 
Using Bluetooth to pair your Tablet  

¶ Use the status bar to turn your deviceôs Bluetooth on. From the Home screen, swipe 
down from the top to access the status bar. 

¶ Tap on the Bluetooth Icon to turn it on. 

¶ Firstly, it scans for nearby Bluetooth 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 the target device. 

¶ 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 successful   .  

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 
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How to turn on mobile data 

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

¶ Tap on the Mobile Data Icon to turn it on. Note that a SIM card is required in order to 

have an internet connection. Check 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. 

¶ The strength of the internet connection varies depending on the type of network service 

available to the tablet. 

9.3.4 Wi-Fi /Mobile Hotspot 

The Wi-Fi function allows computers, smartphones, or tablets to connect to the internet being 

broadcasted within a particular area i.e. a facility that allows 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 access 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 9.6: Wifi/Mobile Hotspot 

 
 

How to turn on/off Wi-Fi   

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

2. Tap on the Wi-Fi icon to turn it on and identify available networks to connect to. 

 

Troubleshooting Samsung/Huawei Tablet Internet Connection: 

1. Samsung Tablet 

¶ From Settings >> Connections >> tap on the Wi-Fi to turn it on.  

Or   

¶ Swipe the Status bar down to display the notification panel. 

¶ Tap on Wi-Fi to turn it on Wi-Fi.  
1.  

When Wi-Fi is turned on, the 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 connect. 

 

https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&cad=rja&uact=8&ved=2ahUKEwi73qrJsKvlAhUMahQKHTFLBY4QwqsBMAB6BAgKEAQ&url=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3DSulE5Ovan8g&usg=AOvVaw0O44J9qykbWfLWexlqTy7K
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Figure 9.7: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 
 

Figure 9.8 

 

 

 

 

 

 

 

 

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 from the logout screen, 

Home Screen or at the Top 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.  

 

 

1. Huawei Tablet 

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

¶ Tap on Wi-Fi to turn it on. Or  

¶  

¶ Swipe downward from the status bar to open the notification panel. 
o Tab on the Settings  

o  

¶ Tap on Wi-Fi to turn it on. 

¶ Identify available network, to connect to and tap on it. 

¶ Type in the password if required. 

1 

2 

3 4 
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How to Set Date and Time (Steps Below) 

 

 Samsung Tablet: 

i. From a Home screen, tap on Settings >> General Management  

ii.  Switch automatic time zone off or uncheck 

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

iv. Select Set Date >> Set the date on the Calendar that pops up.  

v. Select Set Time >> Set the time on the clock that pops up. 

vi. Select Region >> set time zone to Ghana (GMT) / Azores 

 

Huawei Tablet: 

i. From a Home screen, tap on Settings >> Advance Settings >> Date & time  

ii.  Switch automatic date & time off   

iii.  Select Set Date >> Set the date on the Calendar that pops up >> OK   

iv. Select Set Time >> Set the time on the clock that pops up >> OK 

v. Tap on Select time zone >> select Greenwich Mean Time (GMT+00:00) 

 

9.3.6 Recharging Tablet Battery 

Battery Power/Life is measured by the amount of power stored in the battery 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 

                                                                                         
                                                                                        

                                                        

 

 

¶ Unplug the charger from the electric socket when it is fully charged 

¶ 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.  

 

 

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 can also reduce the screen brightness to save battery life. 

¶ Switch off Bluetooth, Wi-Fi, Mobile Data and Hotspot when not in use. 

 

9.3.7 Navigation Icons 

The following icons are commonly used on the Home screen or other application screens. 

Touch the icons to perform the following operations.  
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9.4 Rules Governing Tablet Use  

Field officers must adhere to GSS acceptable tablet use policy. 

¶ The Tablet and its accessories are properties of GSS, and you are responsible for taking 

care of them. 

¶ The purpose of the tablet is for 2021 PHC field data collection. Using the tablet for any 

other purpose is strictly prohibited. 

¶ Each tablet has been prepared for one enumerator only, and should be used by that 

enumerator alone. Sharing the tablet with unauthorized persons is strictly prohibited. 

¶ Never create a password to lock the tablet screen. 

¶ Do not attempt to upgrade, update, or download/install any 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). 

¶ Do not copy data off the device since it is a breach of the Data Protection Law.  

 

9.5 Tablet and Accessories Care and Use 

When handling tablet and accessories, do not: 

¶ Expose the tablet to any liquid substance, e.g. water, cooking oil, petrol and kerosene. 

If any liquid enters the tablet, stop 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 avoid sitting 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 40oC).  

¶ Throw or slide the tablet when putting it down. 

¶ Place or slide the tablet on 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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¶ During thunderstorms, put off the tablet and disconnect 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 (Computer-Assisted-Personal-Interviewing) is a technology that uses mobile devices 

(personal digital assistants, laptops, tablets, and smartphones) and internet or cellular networks 

to enable field officers to collect data on the field.  Interview Data is collected using electronic 

questionnaires on mobile devices and transmitted to a central server (Database) for real-time 

quality control and analysis. CAPI also offers active data collection management tools such as 

progress reports, which allow project managers to monitor and organize fieldwork efficiently. 

9.6.2 Why use CAPI in 2021 PHC Data Collection? 

Use of CAPI eliminates several operational and data processing steps in traditional face-to-face 

paper interview data production (such as printing, data entry and physical management of the 

questionnaires). This reduces the time lag between data collection and analysis. Overall data 

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 analysis as soon as an interview is 

completed.  

9.6.3 Benefits of CAPI over Paper Questionnaire for Data Collection 

A. Quality 

¶ Computes skip & codes automatically. 

¶ Incorporates Multimedia. 

¶ Enables use of GPS functionality. 

¶ Survey progress monitoring in real time for quality control and analysis. 

¶ Automatic filters and range checks. 

¶ Real time prompts for errors made. 

 

B. Timeliness 

¶ Reduces the time lag between data collection and publication of results. 

¶ Reduces data entry time. 

¶ Enables real time data access. 

¶ Enables real time monitoring of coverage 

 

C. Cost 

¶ Space for Data Entry Office resolved 

¶ Saves paper cost 

¶ Eliminates data entry cost 

¶ Save cost of storage for paper questionnaire  

9.7 Data flow in 2021 PHC CAPI application operations  

There are three ways of which data will be transmitted to HQ (Servers)   

¶ The first level is between the Enumerator and Supervisor, where the data is transmitted 

(synced) via Bluetooth connectivity to the Supervisorôs tablet for review. 
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Figure 9.10: Data flow in the 2021 PHC CAPI application 

¶ The second level is where the Supervisor sends the Teamôs Data to HQ (2021 PHC 

Main Server)  

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

 

 

 

  

 

 

 

  

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legend: 
 

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 roles which were factored into 

the development of the 2021 PHC CAPI application. The role and operations expected of a 

Supervisor is organized under the ñSupervisor Menuò and that of the Enumerator is organized 

under the ñEnumerator Menuò. The 2021 PHC CAPI Menu is the only ñKEYò used to access 

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 or Enumerator.  

 Data transmitted from enumerator to supervisors and then from supervisor HQ 

Server 

Data transmitted from enumerator to a separate Server at HQ. 

 

 Clean Data transmitted by DP to GSS Head Office Separate Server 

 

 

 Raw data from Server to Data Monitors/Data Processing team/HQ Redundant Server 

Data downloaded by data processing unit/data monitors  from the HQ Server  

 Message/Feedback/Assignment 
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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 explained in the 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 ID, a 12-digit code which is required before 

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: 

2  

 

 

 

 

 

 

 

Enumerator Login ID  

The 2021 PHC field data collection will deploy Primary 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 

Enumerator within the enumeration period, Support Enumerators would be engaged to assist 

the Primary Enumerator to complete the work with the period. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Combining these codes make the Supervisorôs login ID. 

All Primary Enumerators have status code 01 

020510000700 

Regional Code         =    0 

District Code           =    05 

District Type           =    1 

Sub Metro          =    00  

SA Number             =    007 

Status                      =    00 
 

NOTE: All together make the Supervisorôs 

login ID. The SA number should not be 

confused with the EA number even when 

the digits are the same. 

020510000201 

Every Enumerator is assigned a unique ID, a 12-

digit code which enables the Enumerator to use the 

CAPI Application.  This is to control the actions of 

the Enumerator in a designated Enumeration Area 

(EA) and ensure accountability. 

The composition of the ID is: 

Regional Code    = 02  

District Code      = 05  

District Type      = 1 

Sub Metro     = 00  

EA Number       = 002  

Status      = 01 
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NOTE:  Support Enumerators would be assigned status codes 02, 03, 04 é 99 depending on 

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

9.9  Supervisorsô Main Menu: 
 

The Supervisor logs in with the ID to access the Main Menu. An example of a Supervisorsô 

login ID is 020510000700. There are five broad options in the supervisorsô main menu.  These 

are ñAssignment Creationò, ñData Collectionò, ñGIS Resourceò, ñTraining Resourceò, and 

ñData Transmissionò as indicated in Figure 1. Each broad group has submenu options. 

Figure 1: Supervisorsô Main Menu 

   

 

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 Menu allows the Supervisor to set roles for each team member in the 

Supervisory Area. 

 

Assignment Creation: Supervisors use ñAssignment Creationò to assign the SA to 

him/her self and the EAs to the Enumerators. There are three items in the assignment 

creation; Create Assignment, Modify Assignment and View Assignment. 

 
 

 

Å  

Å  

Å  

Å  

Å  

Å  

Å  

 

The items on the Supervisor Main Menu are: 

 
Assignment Creation: Allows the Supervisor to Create, 

View and Modify assignment. 

Data Collection: Grants the Supervisor access to run 

reports on data collected and conduct re-interview for 

completed listing and PHC 1A questionnaires.  

GIS Resource: Contains interactive maps, pdf maps and 

the EA boundary description (PHC 2) sheets. 

Training Resource: Contains copies of the 2021 PHC 

questionnaires, field officers manual, presentations and a 

link to take exams during training. 

Data Transmission: Allows the Supervisor to sync with 

Enumerator to transmit assignment to the Enumerator or 

receive data from the enumerator, and sync data to HQ. 
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Å Create Assignment: This is used to create the Supervisors and Enumerators assignments. 

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

Å 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 9.3: View Assignment interface showing assignment for three enumerators. 

 

                                               
 

9.9.2 Supervisors Menu: Data Collection 

Data Collection: There are six (6) items under the data collection option in the 

supervisorsô menu. These are listed as follows. 

  

Å Share Household: 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. 

Å PHC 1A Re-interview: This is used to launch the PHC1A re-interview application for 

the supervisor to conduct re-interview during enumeration. This application has 

sampled questions from the main questionnaire for the re-interview. CAPI randomly 
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selects five (5) completed households for the Supervisor to conduct re-interview. The 

final report compares the responses recorded by the Supervisor with that of the 

Enumerator to identify differences.  

Å Listing Re-interview:  This is used to launch the Listing Re-interview Application for 

the supervisor to conduct re-interview during listing. This application has sampled 

questions from the listing form for the re-interview. CAPI randomly selects five (5) 

listed structures for the Supervisor to conduct re-interview. The final report compares 

the responses recorded by the Supervisor with that of the enumerator to identify 

differences. 

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

the supervisor. 

Å View Reports: This takes you to the next page where you choose among three reports 

(i.e. completion, duplicates and gaps reports). 

Å 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 must not switch to become Enumerators and vice versa 

during main field work. 

9.9.3 Supervisors Menu: GIS Resource 

Select GIS Resources to have access to all GIS resources for the Supervisor. 

 

  

 

The GIS resources are: 

¶ SA Map (Interactive): This plots the GPS 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 shown in Figure 

9.11.    

 

 

 

 

 

 

 
2.   
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                  Figure 9.11: Interactive SA map showing listed structure numbers in the SA 

        
 

 

¶ 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. Figure 9.12 show the interface of the SA 

Map (PDF) on the tablet.  

                                                      

 Figure 9.12:  SA Map (PDF) 

 
 

 

9.9.4 Supervisors Menu: Training Resource 

ñSelect Training Resourceò to have access to the following materials. 
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¶ Open Presentation: This gives the Supervisor access to all the presentations relating to the 

2021 PHC. Field officers can select one presentation at a time. 
 

Å View 2021 PHC Questionnaires: These are soft copies of all the 2021 PHC questionnaires 

for training. Hard copies may be printed for field data collection where required. 
 

Å View 2021 PHC Manual: This is a soft copy of the field officersô manual included in the 

CAPI. 
 

Å Take Exams: Field officers would be assessed on everything learnt during training. ñTake 

Examsò grants the Supervisor access to the examination platform to participate in all 2021 

PHC training exams. 

 

Å Delete Training Data: This allows the Supervisor to delete data entered during training to 

prepare the tablet for the main field work. 

 

Å 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 Transmission option in the Supervisors Menu. 
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¶ 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 Supervisor selects ñData Transmissionò in the main menu and then selects ñSync 
with enumeratorò. The Enumerator also selects Data Transmission on his/her main menu 
and then selects Sync with supervisor. These actions on both tablets activates the Bluetooth 
pairing to pair both tablets. As a result, 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 with Enumerator via Bluetooth 

 

                    
 
 
¶ Sync Shared Households: This allows the Supervisor to transmit shared households to 

enumerators for enumeration.  

¶ Sync with HQ: This allows the Supervisor/Enumerator to sync data to HQ server as in 

figure 9.13. This data serves as a backup for both Supervisor and Enumerator. Hence field 

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 9.13: Supervisor and Enumerator syncing data to HQ via internet 

 
 
 
 
 
 
 
 
 
 
 

                       
       
 
 
¶ 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 update the 
CAPI Application files on their tablets. 
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9.10 Enumeratorsô Main Menu 

The Enumeratorsô Main Menu  is accessed through the login ID. Example of such login ID is 

020420000101. There are four broad options under the Enumeratorsô main menu.  These are 

ñData Collectionò, ñGIS Resourceò, ñTraining Resourceò, and ñData Transmissionò as 

indicated in Figure 9.7.  Each broad group has submenu options. 

Figure 9.7:  Enumeratorsô Main Menu 

 

9.10.1 Enumerator Menu: Data Collection 

The items under the Data Collection option on the Enumerators Menu are described as follows. 

 

  

ñOpen Listingò gives the Enumerator access to the listing Application. 

ñOpen Questionnaireò gives the Enumerator access to the PHC 1A, B, C and E Application. 

ñWork with floating populationò gives the Enumerator access to the PHC 1D Application.  

ñStart Available Facilitiesò gives the Enumerator access to the Available Facilities 

Application. 

 

The items on the Enumerator main Menu are: 

ñData Collectionò - This gives the Enumerator access to 

all data collection resources and reports. 
 

GIS Resources ï This gives the Enumerator access to all 

GIS resources; pdf maps, interactive maps and EA 

description form 
 

Trai ning Resources ï This allows the Enumerator to 

access all training resources. E.g. questionnaires, manual, 

power point presentations and take exams.   
 

Data Transmission ï This grants the Enumerator access 

to data transmission (Data Syncing) resources. 
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ñView Reportò gives the Enumerator access to items to run report on Progress of work 

(Completion report), 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 

the same tablet. CAPI automatically records household numbers in a structure serially.  

 

ñChange from One EA to another EA (Primary/ Support)ò Allows Enumerator to change 

status from a Primary Enumerator to a Support Enumerator. 

 

ñSet Listing Completionò This is used to confirm the completion of listing in an EA by the 

enumerator. 

9.10.2 Enumerator Menu: GIS Resources 

ñSelect GIS Resourcesò to have access to all GIS resources in the CAPI. 

 
 

The GIS resources are: 

¶ EA Map (interactive): The interactive map plots 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. 

¶ EA Map (pdf):  This is a static map showing the features in the EA on the map to guide 

the enumerator during EA boundary canvassing. 

¶ 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 structures in the EA.  
 

9.10.3 Enumerator Menu: Training Resource   

The content is the same as that on the supervisor menu 
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ñSelect Training Resourceò to have access to the following materials. 

Å Open Presentation: Gives the Enumerator access to all the power point presentations 

for the 2021 PHC field officers training. Field officers can select to open one 

presentation at a time. 
 

Å View 2021 PHC1 Questionnaires: These are soft copies of all the questionnaires for 

2021 PHC field officers training. One questionnaire can be opened at a time. 

 
 

Å View 2021 PHC Manual: This is a soft copy of the field officersô manual included in 

the CAPI. 
 

Å Take Exams: Field officers would be assessed during training. ñTake Examsò option 

on the Enumerators menu grants him/her access to the examination platform to 

participate in the exams. 
 

Å Delete Training Data: This allows the Enumerator to delete data recorded during 

training to prepare the tablet for the main field work. 
 

Å Leave Training Mode: This enables the Enumerator to switch the 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 Sync with HQ.  
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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 them work in the EA. Using 

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

Bluetooth.   

 

Receive Shared Households: This option allows the enumerator to receive the shared 

households from the supervisor for enumeration.  

 

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 PHC field data 

collection. There are two versions of CSPro ï Windows 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 user-friendly with features that field officers can easily control. Its 

user-friendliness makes it easy to use to collect accurate information from the respondents. The 

features of the CAPI Application are explained in this section. 

 

A. Predictive text functionality: 
3.  

Predictive Text suggests 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 version helps you to know if there is a new upgrade or 

changes in the application. 

 

9.11.1 CAPI Features 

 

 

  

   

 

 

 

 

 

 

 

 

 

 

 

 

        

 

Note Box 

Clicking on the pencil and paper icon, you will have the opportunity to 

type a field-specific note. If you do not want to add a new note, you can 

press the Android back button to cancel. 

Search Box 

After clicking on the search icon, a space will appear where you can 

type a search query. The list of responses will automatically filter based 

on your search query. The full text of each response is searched, not 

necessarily starting from the first letter of the response. 

Navigation Buttons 

These are the left and right navigation buttons, which correspond to 

moving backwards or forwards in the data entry application. Clicking 

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

case. 

Case Tree 

Clicking on the show case tree icon brings up the case tree. The case 

tree displays all fields that have been entered in the data entry 

application, showing the field label as well as the field response. If you 

click on a field, you will be taken to that field. This allows you to 

quickly move from one part of the questionnaire to another. Once the 

case tree is shown, clicking on the CS icon again will take you up the 

hierarchy of the data entry application. 
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The CAPI application is user-friendly, 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 through the application effectively. 

 

Features: These are attributes or objects of the CAPI which make it user-friendly for the field 

data collection. These features include: 

 

Radio button; Check box; User bar; Text boxes; alphanumeric keypad; Search icon; Question 

mark icon. 

Text Box 

To enter data in a text box field, simply type 

the response using the keypad on the screen. If 

a keypad does not appear automatically, tap on 

the field and a keypad will appear to start 

entry. 

 

Radio Buttons 

When presented with a list of radio buttons, 

you must select one, and only one, response. 

Click on the response label, or the 

corresponding radio button, to make your 

selection. 

 

Check Boxes  

This will allow you to select one or more 

(multiple selection) responses. Click on the 

response label, or the corresponding checkbox, 

to make a selection. Once you are finished 

making all selections, you can proceed to the 

next field. 
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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 the non-applicable 

question(s) to the next applicable one. E.g. If a person has never been to 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 answer these questions. E.g. 

Education module is for household members 3 years and older. 

 

2021 PHC CAPI Navigation 
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Why Consider CAPI Navigation and Features 

¶ It identifies the key CAPI navigation features necessary to perform tasks related to field 

data collection. 

¶ The features make it user-friendly. 

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

conveniently 

¶ 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 non-overlapping (or non-intersecting) 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 adjoining and non-overlapping 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. Similarly, each Enumerator is responsible for the listing of all structures 
and enumeration of the population in the assigned EA. 
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CAPI version 

A team of one supervisor and a number of enumerators, will be formed for the 2021 PHC 
enumeration.  
 

 
The assignment of SA/EA is what initiates 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 been pre-loaded 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 the 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 the corresponding 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 number of Enumerators, according to the number of EAs in 
the SA. Thus, each team corresponds to one SA. Each team will be given an SA/EA 
Assignment sheet prepared by the Training Team (facilitators). 
 
Supervisor (SA) Assignment 
This is the assignment of the SA 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 CSEntry          to open the application, showing the CAPI Application name 

and version. At this stage, it is version 1.0 (v1.0). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CAPI Application name 
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2. Tap on the 2021 Population & Housing Census Application to open the Application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. At this page, choose Continue to login and tap on the forward arro w to go to next 

page to key in the Supervisor login ID. Tap on the forward arrow after keying in the ID. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Note the prompt that pops up. The message tells that the SA needs to be assigned to the 

Supervisor.  Choose Create account to continue to the next page. 

 

5. Key in the Personal Identification Number (PIN) 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 the login ID. This is a combination of the Serial Number 

and the Password given to all persons who applied as Census field officer through GSS 

website (Enumeratorsô Bureau) during the recruitment. 
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6. After keying the PIN tap on the forward arrow to enter the Last Name of the Supervisor. 

Proceed to enter the First Name on the next page.  

 

 

 

 

 

 

 

 

7. From the Last Name the CAPI asks for either manual or automatic entry of the tablets 

(device) mark address (ID). Choose óNoô to let the CAPI pick the device ID automatically.  

 

8. On the next page choose Training Mode during training. The Census mode is for the actual 

2021 PHC field data collection. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

9. Confirm the Training mode by tapping on the Training mode again. Afterwards Confirm  

that you want to create supervisor assignment for the name that appears. 
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10. The message that pops up after confirmation 

indicates ñSuccessfully created Supervisor 

Assignment for ABENA OSEI-AKOTO 

[20510000400]ò. After tapping on óOKô the 

CAPI returns to the page where the login ID 

was keyed. Tap on the forward arrow  to 

continue to the Supervisor Main Menu. 

 

 

 

 

 

 

 

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 Enumerator on the Supervisorôs tablet and afterwards synced to the 

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 to continue login. Here, the enumerator 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tap on the User Bar to 

get the Device (Tablet) 

ID.  

Tap on the Get Device Id 

to get the 16 digit ID of the 

tablet.  

The Enumerator must 

correctly write it down and 

give to the Supervisor. 

If the Supervisor keys in 

the ID wrongly the 

assignment will not be 

successful. Note that the ID 

is case sensitive. 
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2.  

 

3. On the Supervisor Main Menu on his/her tablet, let the Supervisor choose 

Assignment Creation and tap on the forward arrow . On the next page choose Create 

assignment to start creation of assignment for the Enumerator. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. This page has a list of all the EAs in the SA by their names. Choose the EA that is to 

be assigned to the Enumerator and tap on the forward arrow  to the next page.  

 

Note that assigning an EA to a Support Enumerator is not permitted when a Primary 

Enumerator has not been assigned the EA. The Support Enumerator is designed to support 

Primary Enumerators when their workload cannot be completed within the Census 

enumeration period. 

 

5. Choose Primary Enumerator  and tap on the forward arrow  to the page that requires 

the Enumerators PIN. 

 

 

 

 

 

 

 

 

This the device ID of 

the tablet.  

 

Every device has a 

unique ID. Therefore, a 

one tablet (device) ID 

cannot be used for 

another tablet. Each 

tablet has its own ID. 
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6. Key the Enumeratorôs PIN in the textbox on the page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

CAPI takes the names in capital letters by default. 

 

 

 

 

8. Key in the Enumeratorôs device id and tap on the forward arrow to go to the next page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tap on ñConfirmò to indicate that you want to create a Primary Enumerator assignment for 

ERNEST ENYAN [20510001401]. This means that EA 014 is now assigned to ERNEST 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After the process is successfully completed, the Supervisor should sync 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 name and give it to him/her to login.  

  

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Login:  Enter 12digit user       

             Login ID number to        

             Proceed 

NOTE: This Login ID will be 

typed once  

 

             

3 

1 

START LISTING  

Double click/ Tap on the  CSENTRY 

Application Icon on the Tablet 

Screen/desktop to launch the program 

 

1 

Select/Tap on the 2021 Population and 

Housing Census Application (Trial) to 

start the 2021PHC CAPI App 

2 
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 9 

  
Tap on the Plus (+) to start a new 

case 

Note:  If you complete listing a 

structure you will require to Tap 

on the (Green +) to list the second 

structure  

             

5 

  
Select Listing Form  to 

begin listing of structures  

             

  Go to next using the 

Forward Navigation 

Key to start a new case 

             

Login as NANA DEBRAH 
4 

  Enter the structure 

number in this field.  

Note: The field accept 

only numbers and 

should be 4digit code. 

E.g. 0002 

 6 

7 

  Enter the detail address of the structure.  

Note: This is a text box which accepts 

both alphabets and numeric characters 

 

E.g. Mr Otibuôs House. H/No. 150, Mile 

50, Koforidua     
































































































































































































































































































































































































































































