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ENGAGEMENT OF A FIRM FOR DATA COLLECTION IN 

CENTRAL REGION OF GHANA FOR GHANA NATIONAL 

HOUSEHOLD REGISTRY (GNHR) 
Project ID: P164603    CR#6337-GH 

REF No.: GH-MOGCSP-186338-CS-QCBS 
 

I.  BACKGROUND & CONTEXT 

The Ministry of Gender, Children and Social Protection (MoGCSP) as a responsible institution to 

coordinate the implementation of the country’s social protection system has proposed the 

establishment of the Ghana National Household Registry (GNHR), as a tool that serves to assist 

social protection programs to identify, prioritize, and select households living in vulnerable 

conditions to ensure that different social programs effectively reach their target populations. The 

GNHR involves the registry of households and collection of basic information on their social-

economic status. The data from the registry can then be shared across programs.  

 

In this context, the GNHR will have the following specific objectives: 

 

a) Facilitate the categorization of potential beneficiaries for social programs in an objective, 

homogeneous and equitable manner. 

b) Support the inter-institutional coordination to improve the impact of social spending and 

the elimination of duplication 

c) Allow the design and implementation of accurate socioeconomic diagnoses of poor people, 

to support development of plans, and the design and development of specific programs 

targeted to vulnerable and/or low-income groups. 

d) Contribute to institutional strengthening of the MoGCSP, through the implementation of a 

reliable and central database of vulnerable groups.  

 

For the implementation of the Ghana National Household Registry, the MoGCSP has decided to 

use a household evaluation mechanism based on a Proxy Means Test (PMT) model, on which 

welfare is determined using indirect indicators that collectively approximate the socioeconomic 

status of individuals or households. It is the most widely used means test in developing countries 

and consists of collection of observable household features through surveys, which are then used 

to calculate a score that indicates the household’s socioeconomic status. The indicators and their 

weights are derived from statistical analysis of data from GLSS6, collected in 2012/2013. 

 

The GNHR is expected to be rolled out in all the regions of Ghana through a progressive process. 

Data collection in Upper West and Upper East have been completed and data collection in the 

Northern, Savannah and North East Region is currently ongoing. 

 

The strategy to data collection is through the Census Approach This entails implementing a 

house-to-house survey with the objective to visit and register every household by collecting key 



2 | P a g e  

 

information that will enable screening for their enrolment into different government programs. The 

tool used for this survey will be referred to as the Data Intake Questionnaire 

 

 

The census data collection is for those Districts whose poverty rate per GLSS 6 is worse than 24.6. 

These are the Districts shown in the table below. 

Table 1: Districts to be considered for Central Region Data Collection 

No District 

Estimate No of 

Households 

1 Abura-Asebu-Kwamankese 39047 

2 Mfantsiman 48624 

3 Ekumfi 18824 

4 Awutu Senya 31456 

5 Agona East 31452 

6 Asikuma-Odoben Brakwa 41128 

7 Assin North  27686 

8 Assin Fosu Municipal  31187 

9 Upper Denkyira East Municipal 26614 

  296,017 

Source: GSS 2020 

 

The other Districts whose poverty score is less than 24.6, a different registration approach will be 

used, and this will be covered under a different arrangement.  

 

The detailed data collection methodology is presented in Section IV: Methodology for Data 

Collection 

 

This Terms of Reference (TOR) describes the scope of work of a Data Collection Firm that 

will collect socioeconomic data from selected households in districts in Table 1.  The data 

collection is planned to be conducted between January   and February 2021. 

 

 

II. OBJECTIVES OF THE ASSIGNMENT 

The objective of this assignment is to undertake data collection by administering the 

Questionnaire to all households in the selected districts within the Central Region. The 

assignment may be extended, upon satisfactory performance, to cover additional districts in other 

regions, if needed. 

Along this line, the MoGCSP is seeking a small Data Collection Firm that has the expertise and 

capacity to: 

a) Undertake data collection using computer-assisted personal interviewing (CAPI) tools 
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b) Perform data quality control on the field during data collection 

c) Perform data cleaning 

The data intake questionnaire will be provided by GNHR. This questionnaire will include a set of 

socio-economic information, biometrics, GPS coordinates & photographic images of household 

heads and/or caretakers. GPS coordinates and photographic images and biometrics will enable 

better identification of households and to decrease the chances of duplication at this point during 

data collection.  The estimated time to fill out the PMT questionnaire for a household of 5 members 

is about 35 minutes. 

 

III. DESCRIPTION OF THE PROJECT AREA  

CENTRAL REGION PROFILE 

Central Region is one of the 16 administrative regions in Ghana with a traditional name “Oguaa.”.  

Cape coast is the capital town of Central Region. Central region was a part of the Western Region 

until 1970 when it was demarcated separately due to a population census conducted. It occupies a 

land area of 9,826km 2 or 4.1% of the land area of Ghana with a total cultivable land area of 

7,864km2.  

 However, only 3,932km2 is under cultivation. It is therefore the smallest in land area after the 

capital city, Greater Accra Region and Upper East Region. The region has a coastline of 150km, 

and it is the longest coastline in Ghana. It was the capital city of Gold Coast until 1877. The Central 

Region of Ghana is boarded by the Ashanti and Eastern regions on the north and Greater Accra 

Region on the east and the 168km length Atlantic Ocean (Gulf of Guinea) on the south. This region 

lies within the dry equatorial zone and situated on latitudes 6.15 degrees north and 5-degrees north 

and longitudes 2.15 degrees west and 45 degrees east.  In Cape coast, the capital of Central Region, 

the wet season is mostly cloudy, the dry season is partially cloudy and it is hot year round. Over 

the course of the year, the temperature of a typical Central Region varies from 75 degrees 

Fahrenheit to 90 degree Fahrenheit and rarely below 73 degree or above 93 degrees Fahrenheit. 

The months with most rainfall are May/June and September/ October while the dry periods occur 

from December to February and August.  

The Central Region of Ghana contains 20 districts. These are made up of 1 metropolitan, 

6 municipal and 13 ordinary districts as shown below: 
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Metropolitan/Municipal/District in Central Region 
 

District Capital 

1 Abura/Asebu/Kwamankese  Dunkwa 

2 Agona East  Nsaba  

3 Agona West Municipal  Swedru  

4 Ajumako/Enyan/Essiam  Ajumako 

5 Asikuma/Odoben/Brakwa  Breman Asikuma 

6 Assin North Municipal  Assin Foso  

7 Assin South  Nsuaem-Kyekyewere 

8 Awutu Senya East Municipal Kasoa  

9 Awutu Senya West  Awutu Breku  

10 Cape Coast Metropolitan  Cape Coast  

11 Effutu Municipal  Winneba 

12 Ekumfi Essarkyir  

13 Gomoa East  Afransi  

14 Gomoa West  Apam 

15 Komenda/Edina/Eguafo/Abirem Municipal  Elmina 

16 Mfantsiman Municipal  Saltpond  

17 Twifo-Ati Morkwa Twifo Praso  

18 Twifo/Heman/Lower Denkyira Heman 

19 Upper Denkyira East Municipal  Dunkwa-on-Offin  

20 Upper Denkyira West  Diaso  

 

The largest is Assin North with a land area of 2,375km2 with Cape coast as the smallest. The people 

of this region have an economy based on fishing, mining and tourism. Most members of the Central 

Region are grossly into agriculture specifically fishing which is concentrated in 6 coastal districts 

and also employs more than 2/3 of the labour force in many of the districts. Twifo –Hermang 

Lower Denkyira, Assin and Upper Denkyira districts are into cocoa production. They are also 

engaged in agricultural enterprises like pineapple, citrus, grain production and salt mining.  

The region is predominately an Akan speaking region covering over 82% of the people, followed 

by the Guan 6.1% and Ewes of the lowest percentage of 4.8%. Among the Akans in the central 

region, fantes are the predominant group of about 56.6%. The Central Region is famous of its old 

forts, castles and its wonderful sceneries. It is well known for its varied choices in cuisine. Etsew 
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and Fante fante as it’s called, is the main delicacy of the people of Central Region. Festivals serve 

a lot of purposes like purification of stools, cleansing communities of evils, appeasing the gods, 

unity and other desires.  

The firms must go beyond this profile in their bids  and do more research covering the  description 

of the project area with the following parameters, 

 

i. the land mass, 

ii. boundaries with other regions 

iii. settlement patterns 

iv. the firm estimated household’s population for Central Region. 

v. geographical features that have constraints on the data collection, e.g., accessibility, 

landscape, settlement patterns,  

vi. Internet connectivity 

vii. Ethnic groups and Major languages spoken 

viii. etc 

 

It is expected that the firm will take into consideration the parameters described above, 

including the firm’s own household estimate, while preparing the technical and financial 

proposals. The firm must quote/reference their data sources in their proposals.  

 

SCOPE OF THE CONSULTANCY SERVICES 

The assignment should be completed in 3 phases: 

 

• Preparatory phase which includes: the firm must ensure that all the logistics for data 

collection are in place.  

• Data collection from all the districts in the Central region: This include recruitment, 

training and deployment of field staff, distribution of materials and enumeration 

• Post data collection phase: data processing, data analysis and data cleaning and preparation 

of reports 

 

The main tasks are: 

 

i. Participate in the second wave of the public information campaign. The purpose of this 

wave of public information campaign is to educate and create public awareness on the 

GNHR registration exercise in the community 

ii. Organization and execution of the data collection using the data intake questionnaire 

provided by GNHR using electronic devices (tablets). 

iii. Recruitment and training of enumerators, 

iv. Performance of data quality controls while data is being entered, 

v. Organization, cleaning, and preparation of final datasets  

 

The activities to be undertaken under this assignment include the following: 
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a) Participate in the second wave of the public information campaign 

b) Test the tablets and the PMT application to ensure its readiness for accurate and efficient 

data collection. 

c) Ensure all logistical requirements (assignment of human and material resources) to 

undertake the field data collection are in place.   

d) Develop operational, recruitment, and supervision plans 

e) Recruit, contract, and ensure timely payment of the agreed amounts for staff involved in 

the collection of data and ensure timely and high-quality training for enumerators 

f) Ensure high-quality training for enumerators/ Supervisors / coordinators 

g) In collaboration with GNHR prepare staff training curriculum, materials, and guidelines 

for field staff. 

h) Setup and provide logistical support (transport, per-diem, etc. where necessary) to field 

staff while data are being collected. 

i) Develop enumeration or route maps for each community.  

j) Collect household information by using the Tablet and software. Preference will be given 

to firm already have tablets for use. GNHR may provide additional tablets to enable the 

firm to meet the proposed timelines. 

k) Ensure the security and proper use of all equipment, electronic devices, and hardware  

l) Implementation of checks and controls designed together with the GNHR to ensure the 

quality of the information being collected during the implementation process and a protocol 

for returning to the field if necessary when errors for a particular questionnaire reach a 

certain threshold. 

m) Ensuring that data are maintained and stored in a manner that is fully confidential.  

n) Undertake a Public Information Campaign to inform households about the data collection 

a few days before the data collection within their assigned geographic area 

o) Manage the field staff team to collect the data based on the specific requirements described 

in these TOR and in coordination with GSS/GNHR and when necessary, adjust the process 

execution procedures according to findings of the rollout evaluation and spot check 

consultants. 

p) Any other activities as may be necessary for the success of the process 

 

Please note contract payment will be linked to satisfactory and timely delivery against the payment 

deliverables and milestones (as certified by TOR) as listed above 

In addition to the task listed above, the Data Collection Firm is also expected to deliver the 

following reports as part of the contractual obligation: 
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Type Content Frequency 

Weekly Update Achievement of outputs, problems and 

issues related to implementation; 

proposed follow up and plan for next 

week 

Every week, effective since 

contract signing date 

Implementation 

of data 

collection 

report 

Report on how the data collection has 

been carried out, description of 

problems found in the field and how 

they were resolved  

 

Every Month 

District activity 

final report 

Consists of a summary of all activities, 

achievements and outputs, lesson 

learned, objectives met, or not 

achieved, and reasons why, 

recommendations for further districts. 

At the end of data collection in 

each district 

Ad hoc Reports Consists of special reports on 

incidences/processes 

As needed  

Final Project 

Report 

Consists of a report that notes 

successes, challenges, and lessons 

learned during the implementation of 

the whole Project 

At the end of the Project 

(Region selected) 
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IV. METHODOLOGY FOR DATA COLLECTION 

The data collection process comprises the following: 

 

A) Inception Report including Logistic Plan and Data Collection Manual 

 

The firm will prepare and submit to the GNHR during the preparatory phase an Inception Report 

which will include a Logistics Plan and Data Collection Manual.  The purpose of Logistic Plan is 

to ensure the smooth implementation of the field data collection and must provide details on the 

following activities: (i) recruitment for field staff; (ii) schedule and location of training workshops 

and stakeholder meetings; (iii) logistics for distribution of all required materials in the field 

(tablets/smart phones devices, stationary, name tags, mobile phone cards, etc.), (iv) Retrieval of 

all required materials from the field (tablets/smart phones devices), (v) Regulation/Measures to 

protect materials from being stolen, damage etc. 

 

The Data Collection Manual should outline in detail all aspects of the field work to be conducted 

by the firm, including but not limited to the following: 

• A Project Gantt Chart 

• Composition of a field team 

• Expected tasks, responsibilities, and schedule of delivery of each member of the team 

• Number of visits per household  

• Transportation and lodging logistics summary from the Logistics Plan 

• Sample Control File for data collection 

• Protocol for confirming that the location has been correctly identified 

• Interview protocols  

• Enumerator instructions (manual) 

• Supervision and spot check plans to ensure adherence to data collection protocols and 

confirm quality of data collection and entry, re-visits to households to confirm the validity 

of the data 

• Protocols and procedures for addressing data inconsistencies/miss-reporting when 

identified  

• Data transmission& security protocols 

 

B) Public Information Campaign: 

 

A key activity for the success of the process is a massive Public Information Campaign (PIC) 

through community outreach to inform the public about the registration process. Such outreach, 

prior to the start of the data collection process in a community, is critical to ensure the success of 

this type of approach and it must be tailored to the literacy levels, cultural and ethnic differences, 

and accessibility to remote areas. The PIC effectiveness would be closely monitored and evaluated 

in a timely manner as to make necessary changes and adaptations along the way. The Firm will be 
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provided with PIC materials and guidance on PIC activities and will be expected to assist in the 

PIC implementation on the ground, given their direct engagement in communities through the data 

collection activities. 

 

Prior to the launch of a data collection process in a community, the Firm should assist the PIC 

implementation with community sensitization activities.  The activities would include informing 

the community about the implementation modality, and the need for households to provide correct 

information. The Firm will assist in carrying out the PIC at least 1-2 weeks prior to the launch of 

the data collection process in each District.  

 

The Firm, with the support of GNHR will contact the representatives of community leaders of the 

area to seek their support in terms of information dissemination about the process, and request 

them to: a) make special announcements in respective local languages to reach every household in 

the community; b) place posters, brochures and information materials in their schools, or health 

centers, among other activities that are deemed appropriate in the Region. 

 

C) Pre-training pilot (field-testing) 

 

Before the field staff training, the firm along-side the GNHR would conduct field-testing of the 

instruments. The firm must pilot the questionnaires on a selection of 20-30households with 

experienced field staff from the firm. The head trainer and the survey manager must be part of the 

pilot. The field testing will also be used to test the data entry system. The firm must immediately 

report any issues that arise because of the field test to the GNHR. 

The piloting procedures may include but are not limited to the following:  

• Enumerator training on the pilot version of the data collection form and pilot testing 

protocols with sample beneficiaries. 

• Revising the draft data collection form to develop the final version for field use and related 

field manual. 

• Enumerators’ training led by the pilot testing core team. 

The pilots (or pretests) are essential for examining the following sets of issues:  

• All the equipment/tools/connectivity/data syncing is working as designed. 

• Field teams have a very good understanding of the data collection exercise. 

• The questions are appropriately phrased for the local environment. 

• Indications that some questions are misunderstood, answered incorrectly because of 

ambiguities, or not answered at all because of lack of information or resentment. 

• How well the data entry system works, including range checking and consistency 

checking 

The pilot will provide useful feedback on length of interview, strategies for approaching 

beneficiaries, and will inform the content of the field staff program. It is expected that the firm 

will work in close collaboration with the GNHR in identifying areas that may require fine-tuning 

(translation to local languages, adapting questions to country context, etc.). 
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Associated adjustments to the Data Collection Manual and training program for interviewers and 

field operators will be made upon completion of the adjustments to the instruments. The firm 

will be expected to update the training accordingly using the adjusted questionnaire and 

implementation materials.  

All modifications to the data collection form, instructions that may be suggested from the 

piloting results must be approved by the GNHR team before the data collection starts. Any 

changes to the format or ordering of the data collection forms to facilitate implementation must 

be cleared with GNHR and fully documented. 

 

D) Training of field staff 

 

GNHR will provide technical training on the use of data collection tools. GNHR will provide 

Training of Trainers (TOT) to staff of the firm who will be responsible for training field 

personnel on all aspects of the data collection.  

 

The firm will them be responsible for developing training content and training all staff that will 

in involved in data collection.  GNHR will provide inputs and necessary support for the 

preparation of the training modules. The training should include instructions and guidance about 

the process; the management of the instruments used in the process; and the setup, logistics and 

the supervision of the process. Besides the process overview, the training should be hands-on and 

tailored to each specific task to be performed. 

 

The firm should train at least 20 percent more interviewers than will be required, so that the best 

interviewers can be retained after training as well as to replace interviewers who drop out during 

the actual fieldwork and interviewing. In case the training has finished more than one week 

before interviewers take place, refresher training needs to be conducted.  

The firm must have a well-developed plan to thoroughly train their team supervisors, enumerators 

and the data entry staff on the data intake forms and the survey procedures. All team supervisors 

and enumerators are expected to read, study, and understand the Data Collection Manual. 

The firm should conduct the training of the interviewers. The training should last a minimum of 

five days (including field work) and should include explanations of all questions, role-playing of 

enumerator and actor-respondents, at least two interviews with real participants, and a test at the 

end.   

Fieldwork should start within five days from the completion of supervisor/ enumerator training. 

The firm is expected to use the Data Collection Manual as a guide to preparing presentations to be 

used during training.  

The list of enumerators and supervisors, including name, mobile phone numbers, and email 

address, will be provided to the GNHR at the end of the training and the GNHR may contact them 

at any time. 
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E) Development of enumeration or route maps: 

This activity should be undertaken by the Firm before starting the house-to-house visits in a 

specific community.  The enumerators (from the Firm) should go to the community to be surveyed 

and develop the route maps in which they establish the number of structures to be surveyed.  All 

structures in which households are living will be surveyed. During this process each structure 

should be identified with a number that will then be captured in the data collection process.  Also, 

key local landmarks should be identified to help the process of determining all the different clusters 

of structures which comprise the community. These enumeration and route maps will be critical 

for ensuring that the data intake questionnaire is administered to all households. 

 

F) Data Collection Process: 

 

Enumerators will carry out house-to-house surveys in their assigned areas, using Computer-

Assisted Personal Interviewing (CAPI). The CAPI software has been developed by GNHR and  

provides: (i) basic and complex skip instruction capabilities and validation of the response, to 

minimize data-entry errors: (ii) Provide online and offline capabilities; (iii) Capability for 

collecting finger print biometrics to ensure effective identification of people and to decrease the 

chances of duplication.  For that purpose, the tablets should be equipped with electronic fingerprint 

sensors, 10 individual plain impressions of separate fingers will be collected from every household 

member above the age of 16; (iv) Capability for collecting photograph of each household member 

and their home (a single photograph should be taken of each household member as well as a single 

photograph of the household structure); (v) Capability for collecting geolocation of households: 

the tablets should be equipped with GPS through which the geolocation of the interviewed 

households, should be taken. 

 

GNHR will provide the Firm with electronic tablets and biometric devices, as well as any other 

equipment needed for operationalizing data collection. However, the firm will need to provide the 

internet connectivity for the tablets for the entire duration of the data collection. 

 

The firm would complete data collection within sixty days (60) according to the timelines agreed 

upon. Summaries of enumeration activities will be made by enumerators/supervisors during the 

data collection as soon as enumeration is completed and shared with the GNHR on a weekly basis. 

 

In case the household is not available for interview, the data collection firm should make up to two 

additional attempts to visit the household considering their circumstances (work schedules and/or 

household responsibilities). Information on such households and attempts to re-interview should 

be regularly included in the weekly reports.  
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G) Quality Control Procedures 

 

The firm shall take the necessary measures to ensure the data gathered is of high quality. The data 

collection firm shall put in place several quality controls measures.  In addition to close supervision 

of the data collection exercise by both supervisors, several control systems would be introduced to 

ensure complete coverage of all households in the assigned districts.  Using these systems, the 

supervisors shall closely monitor the quality of the data.  In addition, supervisors will be expected 

to make spot checks in areas covered by enumerators to ensure proper completion of the data intake 

questionnaires. To successfully achieve this, the firm is required to develop a data quality 

assurance plan and will also establish and maintain regular communication with the GNHR for 

progress updates on implementation.  

 

The firm will be considered to have failed to comply with the terms of this assignment if, based 

on a random and representative sample, it is determined that either: i) it is shown that 1% or more 

of the questionnaires that are presented were filled without the firm having visited the household, 

ii) it is shown that 1% or more of the questionnaire is inconsistently completed. The GNHR will 

use its right to conduct its own checks on 5 to 10% of the interviews (in addition to the proposed 

check-backs by the firm in their own data quality assurance protocols). If the data do not meet the 

GNHR ’s requirements in terms of integrity of data, it will reserve the right to request a repeat of 

the work or the option of not paying for the work done (being reimbursed for any initial payment). 

 

Under the guidance and supervision of the GNHR, the contracted firm will develop and implement 

systematic quality assurance procedures to prevent unacceptable practices and to minimize errors 

in data collection. This will include the following:  

a) Standardized supervision tools. All supervisors shall understand and use standard 

instruments to follow-up and monitor field activities.  

b) Regular internal discussions among field teams to assess progress and challenges;  

c) Documentation of processes. All supervisors should maintain continuous 

documentation of the achievements and solve any challenges as they occur and should 

not wait until the last moment;  

d) Regular meetings with the GNHR to verify and validate progress to minimize bias and 

manipulation or error;  

e) The firm must identify ethical, practical, theoretical, and methodological issues that 

need to be considered and how they will be addressed in this data collection process.  

f) The GNHR has sole copyright and ownership of the all data and documentation 

resulting from the process. 

H) Data Synchronization, Data Validation and De-Duplication Process 

 

Once a household interview is completed, the enumerator will synchronize the data gathered and 

send it to the GNHR Central Servers, using the data connectivity provided by the tablets SIM 

cards.  For areas with limited connectivity, the data should be synced at the end of each day, or 



13 | P a g e  

 

once enumerator has reached an area with connectivity. Since tablets have limited storage, the data 

that is posted to central servers needs to be deleted from the enumerator’s tablets, that will be 

controlled by the CAPI solution 

 

Once data has been uploaded to the Firm’s servers, the process of sata validations fingerprint 

deduplication and adjudication will commence.  

 

The firm shall be provided with access to GNHR’s Quality Assurance platform from which the 

Firm’s QA officers will review household data that has been received from the field to identify 

inconsistences, poorly taken photos, and cross-checking consistency of the Member numbers as 

entered compared to the captured identification documents. 

 

Any issues identified shall be sent back to the enumerator’s tablet for correction through the 

Quality Assurance platform. The firm may follow up with the enumerators/supervisors using 

phone calls.  

 

Questionnaire that pass the QA process, will sent to deduplication and adjudication process. This 

is to ensure a duplicate-free member database. All records marked as unique, after the 

deduplication process, will start the validation stage in which the consistency of the data will be 

verified.  If inconsistencies are detected, the Data Collection Coordinators of the Firm will check 

the data reported by the field teams and will provide feedback as soon as possible, via mobile 

phones. 

 

I) Data cleaning methodology 

 

The firm will submit a data cleaning proposal which should include the following phases: (i) 

Screening Phase: To identify key oddities in the dataset: lack of data (missingness); outliers, 

including inconsistencies; strange patterns in distributions; and unexpected results and other types 

of inferences and abstractions; (ii) Diagnostic Phase:  to clarify the true nature of the worrisome 

data points, patterns, and statistics and; (iii) Treatment or Editing Phase: After identifying errors, 

missing values, and true (extreme or normal) values, what statistical techniques or methodologies 

will be used to correct the anomalies identified during the screening and diagnostic phase. 

 

The Firm will be responsible for reviewing reports on submitted data, review data quality, daily 

progression, and area wise segregation with complete audit trail of each entry. 

 

Only after completing each of these steps should the data be considered clean and may be 

synchronized with the GNHR ‘s Registry. 

 

J) Household Categorization 

 

The categorization of households and assessment for eligibility in Social Protection Programs is 

the responsibility of the GNHR. The PMT formula will be applied to Error free & deduplicated 



14 | P a g e  

 

data to generate Proxy Means Test scores. The scores will then be used to classify households into 

poverty categories depending o according to cut-off points established. 
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V. TEAM COMPOSITION, QUALIFICATIONS AND EXPERIENCE: 

 

The Data Collection Firm must have a field team comprising of at least: Data Collection 

Coordinator, Supervisors and Enumerators. 

 

For purposes of these terms of reference, the firm should follow the indicated qualification and 

skills for field staff; however, the firm’s proposal should also include clear descriptions, which 

comprise the experience and roles in the process along with the detailed CVs of the management 

team. If a firm is selected for this consultancy assignment, it is expected that the firm will mobilize 

the field staff indicated in their technical proposal. If they wish to substitute any member of the 

field staff, they must first obtain written permission from the GNHR. It is recommended that each 

enumeration team should be composed of a maximum of ten enumerators per supervisor.   

 

The firm must, as much as practicable, recruit and train the staff in the respective Districts or 

communities of the data collection assignment. 

 

1. Data Collection Coordinator 

The Data Collection Coordinator is responsible for the staff, logistics and training, as well as for 

operationalizing the data collection process on behalf of the Data Collection Firm. The Data 

Collection Coordinator should be a senior staff of the firm. 

 

The specific responsibilities include: 

a) Responsible for the overall timely and accurate implementation of the data collection 

process. 

b) In-charge of training district coordinators, supervisors and enumerators.  

c) Ensure the successful implementation of the entire data collection process according to the 

operational plan. 

d) Ensure strict compliance with the methodologies and procedures established for data 

collection.  

e) Provide technical guidance and troubleshooting services to district coordinators. 

f) Regularly review the quality and quantity of data and ensure its accuracy. 

g) Facilitate full completion of interviews by maintaining close contact with district 

authorities, community leaders of all data collection areas. 

 

Qualifications: Candidates should have at least a master’s degree in social sciences or any related 

field and at least 10 years of experience in similar jobs requiring personnel supervision and 

teamwork. Or a bachelor’s degree, with 12 years of experience in a similar role. Candidates must 

have strong interpersonal communication and organizational skills.   

 

2. Field Supervisors  

The Supervisor is responsible for managing the planning and execution of the data collection in 

one enumeration area and providing technical support to the enumerators during fieldwork. S/he 

will report to the Data Collection Coordinator. 

 

Specific tasks to be carried out by the Supervisors are: 
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a) Participate in training workshops to be prepared by the firm and get well acquainted with 

the data collection process. 

b) Undertake overall planning for the data collection in a specific enumeration area, as per the 

Logistics Plan of the firm.  

c) Distribute the materials and hardware needed by the team. 

d) Coordinate the logistics required. 

e) Ensure the safety and proper handling of hardware. 

f) Inform the Data Collection Coordinator about the implementation of the data collection 

process. 

g) Maintain a close liaison with local community leaders, public representatives, and 

government officials to ensure entry to communities and understanding of the purpose of 

data collection. 

h) Provide technical guidance to enumerators to ensure quality of the process; 

i) Organize and lead the daily debriefing meetings with the enumerators at the end of each 

day. 

Qualifications: Candidates should have at least a bachelor’s and at least 3 years of experience in 

similar jobs requiring personnel supervision and teamwork.  Candidates must have strong 

interpersonal communication and organizational skills.  Good knowledge of the community. 

Experience on the use of CAPI is an advantage. 

 

3. Statistical Officer/Data Analyst  

 

The main responsibility of the statistical officer/data analyst is to analyze, interpret, report/present 

data collected from the field. The Data Analyst Officer will perform the following duties: 

• Develop and implement a work plan for data coordination, cleaning, analysis and reporting 

• Perform data analysis, interpretation, recording and reporting in accordance with GNHR 

guidelines and standards. 

• Facilitate data collection, collation, data validation and storage of all GNHR Data daily. 

• Provide a variety of statistical analyses of data. 

• Prepare and submit data required for audits. 

 

Qualifications: Degree in statistics, mathematics or a related subject involving Maths, such as 

economics or data science. 3 Years’ experience in data collection. Experience with database 

queries and data analysis processes. Proficiency in one of the statistical and visualization tools.   

 

4. Enumerators 

An enumerator is responsible for the filling of data intake questionnaire with the use of tablet for 

data collection. They will interview household representatives (usually household head) and work 



17 | P a g e  

 

closely with their colleagues in the enumeration area. Every enumerator will report to his/her 

Supervisor. 

 

Specific tasks to be carried out by an Enumerator are to: 

 

a) Participate in training workshops and get well acquainted with the data collection process. 

b) Conduct interviews with household heads/representatives and fill the data intake 

questionnaire. 

c) Assure quality work by filling the questionnaire as completely as possible, and without any 

errors. 

d) Discuss in detail the observations and follow the suggestions by the Supervisor, to ensure 

quality of the data collected. 

 

Qualifications: Candidates should have a minimum of a Higher National Diploma and have 

excellent verbal and written communication skills. Ability to write and read English is also 

necessary. Experience on the use of Tablet (ODK/Kobo, etc.) to collect data is an advantage. 

Enumerator should be conversant in the local dialect of the area/District the application is sought.  

 

 

5. ICT OfficerS/Technicians 

 

The ICT Officer/Technician will be required to support the field teams on the use of CAPI devices 

during that data collection. S/he shall perform the following functions: 

• act as the first line of support in the field to resolve the technical problems encountered by 

the enumerators and supervisors. 

• fix the faults and operational difficulties related to the handheld devices and their operating 

system; and 

• fix the faults and operational difficulties related to data transmission and the GPS. 

• Maintain an up-to-date inventory of all infrastructure equipment received from GNHR 

• Provide coaching, and training to GNHR staff and data collection teams.  

 

Qualifications: Candidates should have a minimum of a National Diploma in ICT, have excellent 

verbal and written communication skills. Demonstrated experience in the use and troubleshooting 

tablets. 

 

6.  Community Focal Persons (CFPs) 

The CFP will serve as the primary communication channel to Households (HHs) and facilitate 

community mobilization. Large communities will be zoned into smaller units and a CFP will be 

assigned to each zone.  A CFP shall perform the following functions: 

 

a) Notify HHs of registration dates and times through a third wave PIC. 

b) Carry out community structure listing by giving each residential structure a number with 

GNHR prefix.  

c) Undertake Community sensitization on the data collection exercise. 

d) Assist enumerators in household identification and listing during the Proxy Means Test 

data collection. 
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e) Assist in addressing case management issues. 

f) Act as liaison between the community members and enumeration teams (ET). 

g) Assist the enumeration teams (ET) to do community entry. 

h) Assist in the arrangement of accommodation for the enumerators at places where they must 

stay in those communities for extra days. 

i) Validate enumerated community data provided by GNHR. 

j) Conduct home visits to track and refer case management cases. 

k) Follow up complaints brought to them by community members. 

l) Help community members fill out case management forms. 

m) Provide feedback to the GNHR about what the community says about the exercise. 

 

 

Qualification: Candidates should have a minimum qualification of Senior High School certificate. 

S/he must be able to speak the local dialect and be familiar with the target community. The 

preferred candidate should understand community conflict and complaints resolution mechanism 

and be prepared to make time to handle information updates requests from the community. It is 

strongly recommended that the preferred candidate is approachable and accepted by members of 

the community. 

 

V. DELIVERABLES 

The firm is expected to undertake the following specific tasks and provide the following 

deliverables: 

Specific Activities Deliverables 

Logistics Plan and Data Collection Proposal, which shall 

comprise:  

▪ Details on core staff: provide CVs and biographic 

information that demonstrates the experience aligned 

to individual roles and responsibilities in the process. 

▪ Procedures and protocols for data collection, quality 

assurance and supervision of data collection 

▪ Detailed timelines for implementation: indicating a 

list of activities (e.g.: staffing, development of 

instruments, field visits) with a detail timeframe for 

each activity. 

▪ Detailed information on how the enumeration teams 

will be organized and located.  

▪ A recruitment plan summarizing a detailed 

explanation on how the firm will recruit the staff 

necessary to perform and complete the work within 

the timeline. 

Inception report including a 

Logistics Plan and Data 

Collection Proposal acceptable 

to the GNHR.  
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▪ Supervision plan: illustrating how the firm will 

deploy the core team to the field and monitor their 

staffs’ performance in data collection. 

▪ Field-testing plan: A proposal for conducting field-

testing of the equipment, software & tools. This 

should include timeline for implementation of field 

testing.  

▪ Data management and security plan: detailing the 

processes to ensure that data collected will be safe 

and in line with data collection and dissemination 

ethical standards and best practices. 

▪ Data cleaning methodology proposal. 

Field-testing: The firm should conduct field-testing of the 

instruments per the field-testing plan. 

 

Interview guide for training of 

the field-testing acceptable to 

GNHR. 

Field test documented and data 

from field test successfully 

transferred to GNHR. 

Recruitment and Training of field staff: The firm is 

responsible for training all field staff and developing staff 

training curriculum, materials and guidelines for field 

staff. GNHR will be responsible for providing inputs and 

necessary support for the preparation of the training 

guidelines. The training plan should include instructions 

and guidance about the process; the management of the 

instruments used in the process; and the setup, logistics 

and the supervision of the process. Besides the process 

overview, the training should be hands-on and tailored to 

each specific task to be performed. 

Roster of recruited 

enumerators with their 

corresponding qualifications 

acceptable to the GNHR. 

Training plan and manuals 

acceptable to GNHR. 

Local Public Information Campaign:  based on the 

communication strategy and materials designed and 

prepared by the GNHR, the firm should prepare a PIC 

implementation plan and deploy it. 

PIC implementation plans 

acceptable to GNHR. 

Data collection and quality assurance:  the firm should 

complete data collection according to the timeline and 

should take the necessary measures to ensure the data 

gathered is of high quality. To successfully achieve this, 

the firm is required to develop a data quality assurance 

plan and will also establish and maintain regular 

communication with the GNHR for progress updates on 

implementation 

Data Collection, submission of 

all quality assurance 

documentation, data collection 

summary statistics acceptable 

to the GNHR. 
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Upon request, the firm will 

provide samples of data 

collected. 

Weekly data synchronization 

with the GNHR servers 

At the end of data collection, the firm will: 

▪  Produce a final cleaned dataset 

Final Cleaned Data transferred 

to the GNHR Data Servers  

 

 

 

In addition to the task listed above, the Firm is also expected to deliver the following reports as 

part of the contractual obligation: 

Type Content Frequency 

Updates Achievement of outputs, problems 

and issues related to implementation; 

proposed follow up and plan for next 

week 

Every week, effective since 

contract signing date 

Implementation 

of data 

collection 

report 

Report on how the data collection has 

been carried out, description of 

problems found in the field and how 

they were resolved etc. Descriptive 

statistics of the data 

Every Month 

District activity 

final report 

Consists of a summary of all 

activities, achievements and outputs, 

lesson learned, objectives met, or not 

achieved, and reasons why, 

recommendations for further districts. 

At the end of each district 

activity 

Final Project 

Report 

Consists of a report that notes 

successes, challenges, and lessons 

learned during the implementation of 

the whole Project. 

At the end of the Project  

 

VI. QUALIFICATION REQUIREMENTS FOR DATA COLLECTION FIRM  

To be considered for this activity, the firm must demonstrate capacity and capabilities in the 

following: 

a) Demonstrated experience in implementing data collection in Ghana or neighboring West 

African countries over the past three (3) years. Experience should be demonstrated by 

providing evidence of at least three (3) Data Collection activities the firm has implemented. 
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Stated experiences should be backed by official documentation by Clients worked for with 

letter of satisfactory completion. Experience in carrying out similar exercise in catchment 

areas or Ghana would be an added advantage. 

b) Demonstrated strong capacity and experience in planning and organizing data collection 

logistics, including the design and implementation of protocols to ensure high quality data 

c) Evidence of Capacity to store and maintain data in a manner that protects respondent’s 

identities.  

d) The applicants should submit the field manual of the most recent data collection process 

completed. 

e) A duly registered business entity and has been engaged in the business of providing 

consulting services that has not been declared ineligible to participate in any public tender 

in Ghana or elsewhere. 

f) Availability of managerial and technical capacity of the firm to provide the desired 

services. 

Minimum Requirements for Tender Submission 

The following is required:  

a) Providing a list of at least 3 data collection activities the firm has implemented in the past 

three (3) years. Stated experiences should be backed by official documentation by client 

worked for with letter of satisfactory completion. 

b) A field manual of the most recent data collection process completed. 

c) CVs of the Management team and all key staff who will be part of this assignment  

d) Description of the firm and individual experience covering:  

• Data collection of households in Ghana or nearby counties in West Africa. 

• Data quality assurance protocols experience  

e) Estimated timeline  

VI. CLIENT’S INPUT 

The Client will provide the following inputs: estimates of households to cover per district/region, 

the data collection software solution, as well as relevant project data and reports to facilitate the 

work of the consultant. Client shall also provide Tablets, scanners and power bank and may require 

or request from firm when necessary.  In addition, the clients shall prepare introduction letters to 

the authorities of the districts for data collection when necessary. 

 

VII. CONFIDENTIALITY AND DATA OWNERSHIP  

All data is confidential and the property of the MoGCSP.   No data or other information from this 

survey will be released to third parties without the written approval of the MoGCSP. The firm will 

turn over all data, data collection tools and other material to the MoGCSP and will not retain any 

information or material after the survey data collection has ended. 

 

VIII. DURATION OF THE ASSIGNMENT 
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The Data Collection Firm will undertake the assignment from February 2021, or in 3 months after 

the contract signature.  

 

IX. REPORTING REQUIREMENTS 

The Data Collection Firm shall report to the National Coordinator for GNHR 

 

X.  FINANCIAL ARRANGEMENTS 

The Consultancy fee shall be paid as per financial guidelines of the World Bank and Government 

of Ghana. Payment will be disbursed in installments as spelled out in the consultancy contract.  

 

XI. SELECTION CRITERIA 

The Consultancy Firm will be selected using Quality-Cost Based Selection (QCBS) method as 

specified in the World Bank’s “Procurement Regulations for IPF Borrowers (“Procurement 

Regulations”) dated July 2016 and revised in November 2017, and is open to all eligible Proposers  

as defined in the Procurement Regulations. 

 

 

 


