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Types of Manuals

There are three main types of manuals:
 Enumerator/interviewer/census taker
* Supervisor
* Trainer manual
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Training Manuals’ Content - Introduction

All training manuals—regardless of their type—should

include:

* Introduction:
* What is a population census?
 What is a housing census?
 Why hold a census?
* Who will be counted?
* Legal mandate and powers
* Privacy (people) and confidentiality (data)
* Timeline
* Use of data collected

* Census gquestionnaires: household, collective housing

(institutionalized vs. non-institutionalized)
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Training Manuals’ Content - Interview

All training manuals—regardless of =B

i
1

|
L

their type—should include:
* How to conduct a good interview: ;”i\

* Personal introduction ;ﬁjlﬁﬁ
 Building rapport M__!saét

* Probing techniques ‘ h

* Controlling the interview T

* Ending the interview mﬁ‘m;gﬂy

* Obtaining consent ;ﬂ | ﬁ?@é

-Part of the informed consent process details our pledge that the answers
the respondent gives us are never revealed to anyone who is not part of
cumulating them to produce statistical information.

cUnited States® U S AI D
e n S u S i’%,,‘o'm ;;fg FROM THE AMERICAN PEOPLE

oassssssss— Bureau




Training Manuals’ Content — Definitions

All training manuals—regardless of their
type—should include:

* General concepts and definitions:
* Enumeration area

* Housing unit

Household and household membership
De facto vs. de jure censuses
Head of household or person of reference

* Sunningdale
&
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Training Manuals’ Content - Questionnaire

All training manuals—regardless of their
type—should include:

* Questionnaire by sections (household,
persons, economic activity, etc.):

* Include text of question or screenshots

* Include uncommon scenarios in more complex
guestions

* Measuring education when the educational system
in the country changed

* Include definitions of difficult or ambiguous terms:
* What is ethnicity?
* Who is considered an emigrant?
* How is habitual residence determined?
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Don’t forget to explain difficult questions!

2. Alfabetizacéo Alfabetizagdo

4. Ensino Primario do 2° Grau (62 / 72 Classe) Ensino Secundario / Ciclo Prep. (52 / 62 Classe) Liceu 1° Ciclo / Ciclo Preparatério - 1°/ 2° Ano

6. Ensino Sec. Geral do 2° Ciclo (112 / 122 Classe) Ensino Pré-Universitario (10%/112 Classe) Liceu 3° Ciclo - 6° / 7° Ano

8. Ensino Técnico Basico Ensino Técnico Basico Ensino Comercial / Industrial

10. Curso de Formagao de Professores Primarios Curso de Formagéo de Professores Primarios Curso de Formagéo de Professores Primarios

12. Licenciatura Licenciatura Licenciatura

14. Doutoramento / PhD Doutoramento / PhD ' :Doutoramento / PhD
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Training Manuals’ Content -
Appendices

All training manuals—regardless of their
type—should include:
* Appendices

* Code lists (e.g., countries, languages)
* Questionnaires
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Appendix 3: List of Country Names and Codes

N N
UM Standard Standard Standa
Coumiry Country Country Coumiry Coumnt
Name Code Couniry Name Code Name Ciods
Afehanistan 4 DF. Conso L&D Madazzscar 430
Alhania g Ecuadar 1% Malawi 434
Algeria 12 Ezpt ElE Malavsiz 458
Andorra 20 El Salvadar 22 Maldives 462
Am=ola 24 G‘I:L'i]‘.'rEz.nsl 126 Ml 466

Antizaz and . -
Earbuda n Eritrez 132 Malta 470
32 233 hlzrshall 304

Arzenting Estomia Tslands -
Armenia 51 Eshiopia 131 Manritaria 478
Anstraliz 34 Fiji 242 Mmritins 450
Austriz 40 Finland 244 Mexico 484
Agarhaijam 3l France 230 Micronesiz =83
Eahamas 44 Gabon 185 Muoldova 408
T
Eahrzin 4 Gamihia 7 Moraco kY,
= -,

Eangladesh 3 Georgia 28 Mongolia ee
Earirados 3l Cremrnamy 178 Muntenegm 409
Eelars 112 Ghanz 188 Morocco 4
Eelgium 34 Greece 300 Mozambique 208
Eeliza 24 Greanada 308 Nivarmar 104
Eesin 04 Guatemala 320 Hamibia sl&
Ehutan &4 Fuinea 34 Manm 320
Eoliviz 55 Guinea-Bizsan 624 Mepal 324




Training Manuals for CAPI - Interviewers

In addition to what has been mentioned, training
manuals for CAPI should include:
* Introduction to CAPI (paper vs. tablet, CSPro, etc.)

General handling and care tips for tablets
* Battery life, applications, physical and cyber security, etc.

GPS
Questionnaire instructions and CAPI
Getting started
* Open the app, log in, open questionnaire, close interview
Main menu functions

* Manage household from map, synchronize with supervisors,
navigate help menu, etc.

Troubleshooting (hardware and software)
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P40 - GRADE ATTENDING

What is the grade John Doe is currently
attending?

Grades in parentheses represent the
educational system in place from 1956 to
1965.

Pre-Primary/Kindergarten O
Grade 1 (Sub Standard A/B) ®)
Grade 2 (Standard 1) O
Grade 3 (Standard 2)
Grade 4 (Standard 3)
Grade 5 (Standard 4)
Grade 6 (Standard 5)

Grade 7 (Standard 6)

O O O O O O

Grade 8 (Form 1)
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Training Manual for CAPI - Supervisors

* |n addition to what is included in the
interviewer manual, supervisory manuals
should include:

e Supervisory duties

e Supervisory menu (CAPI)
* Quality control

* Household assignments

* Synchronization with census takers (if
applicable) and headquarters
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Connecting to http://154.120.217.100/csweb/api...

CCCCCC

Successfully synchronized all applications and data
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Training Manual for CAPI - Trainers

* |n addition to what is included in the
interviewer and supervisory manuals,
trainer manuals should include:

* Duties
!
* Training organization (include facilities and N\ /
schedule) i

How to conduct training sessions
Material aids

Role play/mock interviews

Field practice
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Questions?
fabian.romero@census.gov
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