VERI FI CATI ON_MANUAL

PURPOSE OF EDI TI NG / VERI FYI NG

Editing/ Verifying are key steps in data processing. They
constitute the link between the raw data collected by the
interviewers and the input for the conputer program through
whi ch statistical tables can be | ater generated.

The objective of office editing is cleaning the data.
Editing/ Verifying help mnimse interview and response errors.

DEFI NI TI ONS:

Editing/ Verifying is a process to check whether the
information or data In questionnaires are conplete, answers
are consistent and are recorded in the correct nmanner and to
take appropriate action when these conditions are not net.

MATERI ALS NEEDED

For doing the editing/verifying you need:
- a conpl eted questionnaire
- Verification Manual
- a |l ead pencil or blue pen.

GENERAL GUI DELI NES TO EDI TORS/ VERI FI ERS

Never assune an entry is correct. The editor/verifier
should always look for errors due to wong entries. The
| ogi cal inconsistencies observed in the pattern of information
recorded on the questionnaire could also give sone indication
of wong entries.

In case where age determnes the respondents to answer
certain questions, verify that respondents were asked the
ri ght questions according to their age.

Ensure that the conmpound nunbers for each set of form A
of a given E. A are arranged in ascendi ng order of nagnitude.
If a nunber is mssing in the series of conpound nunbers
ensure that form C shows that the conpound has a nosque,
unoccupi ed buildings, ect. Oherw se contact the supervisor.

One or nore questionnaire(s) nay be conpleted for sone
households - in this case, you should ensure that all the
questionnaire(s) filled for each household is verified before
proceedi ng to anot her househol d.

The arrangenent of households according to serial
nunbering order is inportant. Also wverify that al |
questionnaires handled belong to the sane Local Governnent
Area and Enuneration Area.

ALVWAYS SEEK ASSI STANCE FROM YOUR SUPERVI SOR.VWHENEVER | N
DOUBT AT _ANY G VEN STAGE OF EDI TI ON VERI FYI NG STAGE.




PART

THE HOUSEHOLD QUESTI ONNAI RE gFCRNIAg AND
| )

1 OF FORM A/ B

1. | dentification Particul ars:

Shoul d be entered by verifiers if colum is blank.

- Local Governnent Area

- D strict Nunber

- Village or Town nunber

- Enuneration Area nunber (E. A

- Conmpound Nunber (within E. A

- Normal group (1 or 2)

- Househol d nunber (w thin conpound).

The above particulars are very inportant for ease of

reference at later stage of data processing and care nust be
taken to ensure that the correct spellings for Town/ Vill age,
etc and correct codes are used.

nmust

In cases where nore than one questionnaire is used, each
contain all the required identification particulars.

Local governnent area should consist of a 1 digit entry

District, 2 digits

Vil lage/ Tomm nunber should consist of a 5 digit entry

Enuneration area nunber, 5 digit entry code
Conmpound nunber within E. A should be 3 digits entry code

Normal group: For Form A wite 1, FormB wite 2 if not
pr ecoded

Househol d nunber w thin conpound should be 2 digits code
ENTRI ES I N GPCS

(a). Check entries in GPC 3, GPC 4 and GPC 5 to ensure
that the total No. of persons are correct.

(b). Also check that Part 2 (inside page) contains numnber
of entries equal to sum total of entries in GPC 3
and GPC 4.

(c). Ensure that persons nentioned in GPC 5 are not
included in Part 2. |If so, delete themin part 2.



RT 2 OF FORM A/ B

Rl AL NO -

Wthin a household each person has nunber marked agai nst
his nanme. This nunber (2 digit entry) refers to the line on
whi ch the name of respondent appears. These |ine nunbers run
serially in ascending order. If a nunber/row is cancelled,
the nunbering on the questionnaire should be changed to
mai ntai n conti nuous sequence.

@ - SEX

|f sex of a person is not given, go through the follow ng
checks:

Refer to GPC 3 or GPC 4 of form A and check whether the
sex of person is stated. If stated in on GPC3 /| GPC4,
transfer sex to Form A Part 2.

OR Determne the person's sex by his or her given first
narne. Refer to relationship on GPC 3/GPC 4 and check
relationship to head and Q19 - Nunber of children born
Check if respondent is 12 years and above. In case of
Form B consult your supervisor.

@ - AGE

Certain questions should only be answered depending on
t he respondents age:

1. QL3 Literacy (Aged 10 & over)

2 QL4 Full tinme education (Aged 7 and over)
3 QL5 Type of activity (Aged 10 and over)
4. QL9 and Q 20 Fertility (Aged 12 and over)
5

QL6, 17, and 18. Those working or unenployed ( Aged
10 and over)

Rel ate the age of children to those of their parents as a
rough consi stency check procedure. For exanple, if a son's
age is reported as 35 years, it is obvious that the father's
age cannot be 45 years or less. Simlarly, the age difference
between a nother and child should maintain the expected
consi stency. Age diffence should be 12 years or nore. Bri ng
such cases to the notice of your supervisor.

&4 - RELATI ONSHI P

Refer to GPC 3 / GPC 4 and check relationship to head
| f necessary correct codes or contact supervisor.

@ - MARI TAL STATUS

Check if correct codes are used. Do not try to determ ne
the marital status of a person based on the nunber of
children the person has.



Qr -

TYPE OF UNI ON

Question on type of wunion should be restricted to those
ever married (i.e married, wdowed, separated, and
divorced). |If code 1 is entered in @B, cancel entries if
there is any in Q6.

NATI ONALI TY

For non- Ganbi ans check that country nane is readabl e.
Pl ease note that children bel ow age 18 of parents who are
both non-Ganbians should be treated as non-Gnbians

(parents nationality).

(B -

(;D -

QL0 -
EDI Tl
.

Q1 -

Q2 -

ETHNI CI TY

| f Ganbians did not report their ethnicity wite 99. If
Non- Ganbi ans reported their ethnicity in @, wite 97.

RELI G ON

If religion is not stated and age is 18 years or |ess
assign religion of father (or parents). |[If not stated or
bl ank for 18 years and above, assign 9.

Bl RTH PLACE
NG OF ENTRIES IN QUESTION 10 OF FORM5 A & B

| f question 10 is (00) and question 11 is (00) then
if QL2 is answered, cancel entry in QL2.

If question 10 (in other Town/Village), check that, the
District and Town/Village is entered.

If answer to question 10 is in a specific country outside
Ganbia, and QL1 is in a specific country outside Ganbia,
then check for an entry in Ql2.

PREVI QUS RESI DENCE

I f question 11 is 00, check Ql2. Cancel entries if any.
| f question 11 is 00, check QL0 is also 00.

| f question 11 (in another Town/Village), check that, the
District and Town/Village is entered.

DURATI ON OF STAY

I f question 12 is blank, check entry in QLl. If Q1 is
in another town/village or country, wite 99 in Ql2.




3 - LITERACY AND 14 FULL TI ME EDUCATI ON

| TING OF ENTRIES I N QUESTI ON 13 AND 14 OF FORM A/ B

1. If question 13(a) has been answered, check age in
guestion 3. If age is less than 10, put a cross over the
entry in question 13(a).

2. If entry in question 13(a) is 3, check educational |evel
in question 14(b). If some grade is recorded, correct
entry in question 13(a) as 1.

3. If there is no entry in question 13(a), check age in
guestion 3. If age is 10 and over, check educati onal
level in question 14(Db). If sone grade is recorded,
record 1 in 13(a), otherw se record 9.

4. If 13(a) is blank and in 13(b) 1, 2, or 3 is recorded,
enter 1 in 13(a).

5. If entry in 14(a) is 1, check educational Ilevel in
QL4(b). If some grade is recorded correct entry in 14(a)

as 2 or 3 depending on the age of the respondent in
consul tation with your supervisor.

6. In 14(b), if "Dara" is recorded with one of the codes 91
to
96, give code 81. |If blank, code 99.
7. If code is "70" or "80", check whether the special
Gr aduat e/ D ploma Holder Schedule is filled. |f NOT
filled, consult the supervisor who will prepare a speci al

statenent on this.
EDI TI NG OF ENTRIES I N QUESTI ONS 15 TO 18

@: msc. entries - @: Entries to be cancel ed
15(a) 15(b) | 15(c) | 15(d) (16 |17 |18 Edi t
1 @ @ @ @ @ @ | Cancel 15(b), 15(c)
2 @ @ @ @ @ @ | Cancel 15(b), 15(c)
and 15(d)
@ 1 @| @ | @ |Cancel 15(b)
lor2 @ Cancel 15(d)
lor2 @ @| @| @ |Correct "3" in 15(a)
to "1" - cancel 15(c)
1 @ Cancel 15(c)
2 lor2 @ Cancel 15(d)
@ @ @ | @ @| @|Cancel 15(b), 15(c),
15(d), 16, 17 and 18
@ Cancel 15(c)
lor2 @ Cancel 15(d)

QL6 - OCCUPATI ON AND QL7 | NDUSTRY
Check that entries are readable. Check that age is 10 or



over. |If age of respondent is less than 10, cancel entry.

8 - EMPLOYMENT STATUS

Check if age is 10 & over. |If age is less than 10 cancel
entry. Entry in this question is valid only in follow ng
cases: -

l. Answer to question 15(a) is "working" or

1. Answer to question 15(a) is "had a job but not at

1. Answer to question 15(b) is "Yes" or

V. Answer to question 15(c) is "Yes", but unenployed
person who once had a job. or

V. Nunmber of days in 15(d) is given.
QL9 - NUMBER OF CHI LDREN EVER BORN ALI VE

QL9 Collects information on the nunber of children born
alive to Females aged 12 years and over who were present in
di fferent househol ds on census night. It is worth noting that
the nunber of children living in same household w th nother
19(c) and 19(d) is different fromthose living el sewhere (i.e.
colum 19(e) and 19(f). In other words these two figures are
mut ual Iy excl usi ve.

To be sure that no child is counted nore than once or
omtted, the nunmber of children born alive to a respondent
shoul d be equal to the total of the nunmber of children |iving
with her in the sane household, the nunber of children Iiving
el sewhere and the nunber of children dead. Adobt the
foll ow ng steps:

(1) Check the figures in 19(c) and 19(d) with reference to
colums @, @B, A and GPC5, and correct figures in 19(c),

19(d) accordingly.

(i1i) Correct figures in 19(a) and 19(b) according to this

formul as:

19(a)
19(b)

19(c) + 19(e) + 19(9)

19(d) + 19(f) + 19(h)
If the total of 19(a) + 19(b) exeeds 20 - contact supervisor.

Check the age of the respondent and sex, due to the high risk
of "dropping" dowmn to the next Iline at the tine of
enumner ati on.

Q@0 - BIRTHS I N THE LAST 12 MONTHS

The question ains at collecting information on nunber of
children born in the last 12 nonths. Check total nunber of
mal e and female children in 20(a) and 20(b) respectively. For
a wonan who did not have a child in the last 12 nonths, code
0. If left blank, code 9.

@Q0(a) and QO(b)



Nurmber of children born during the |last 12 nonths:
If Q@0(a) + QO(b) is 2 or nore, contact supervisor

@0(c) Year of Birth

The year of nobst recent birth within the last 12 nonths
(92/93)

@Q@0(d) Mnth of Birth

Wiere the nonth of birth is stated according to the
| sl am ¢ cal endar, use appropriate conversion.

Q0(e), Q0(f)
Children born in the last 12 nonths, still alive

@Q@0(e), Q@O(f) collect information on the survival status
of birth during the last 12 nonths. Check nunber of nmale and
nunber of Female children still alive in 20(e) and 20(f)
respectively. 0 for no survival under nale and fenal e.

If Q0(e) + QRO(f) is 2 or nore, contact supervisor.

If @@O0(e) + @QO(f) is greater than Q@0(a) + QO0(b)
cont act super vi sor.

@1 - SURVI VAL OF PARENTS

This question collects information if the nother and
father of the respondent are still alive or not. In cases
where parents and children |ive together see the entries here
reflect the situation i.e in these cases, for children, answer
should be 1 in both 21(a) and 21(Db).

PART 3 OF FORM A

HOUSI NG_CONDI T1 ON

Check that only one code/answer is circled for each
guesti on. If nore than one code/answer is circled refer to
t he supervi sor

PART 4 OF FORM A

DEATHS | N THE HOUSEHOLD I N THE LAST 12 MONTHS

This question collects information on total nunber of
deaths in household during the last 12 nonths by sex and age
of the deceased. Check that sex and age are stated and
r eadabl e.

SPECI FI CS OF FORM B

The househol d questionnaire (form A) and Form B are very
simlar, and the verification assigned to the various answers
given in FormA wll also be utilized for FormB. In very few
cases sone questions asked in Form A were not covered in Form
B and such questions include the follow ng.



The question of fertility and nortality were omtted in
Form B. As a result, the question of verification does
not ari se.

The code for househol d nunber in identification
particulars of FormB is not applicable.
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