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The enumerator manual is an essential tool for successfully collecting data during an assessment exercise. It contains all the key information to support the data collection, from the assessment's goals and timeline to the specific questions that will be asked and how to use the data collection software. This manual goes hand-in-hand with the enumerator training and should be developed during the preparation of the training material and shared with enumerators and other assessment team members during the training. 
Essential topics to be included:
1.Assessment scope, objectives and timeframe
Based on the assessment methodology this session describes the scope, objectives, target population and the timeframe of the assessment. 
2.Data collection method best practices
Based on the data collection method or methods selected for the assessment this session includes the best practices to implement them. 
3.Data analysis plan and questionnaire
Provide an overview of questions from the assessment questionnaire, including possible responses and how the question will be analysed (see data analysis plan). Key terms used in the questionnaire are also defined here.
4.Data collection tools and software
This section provides detailed instructions on how to use the data collection tool such as tablet’s and the selected software, such a KoBoToolbox.
5.Assessment roles and responsibilities  
This section defines the roles and responsibilities of each person involved in the data collection (see assessment team organizational chart, and enumerator terms of reference). This allows field staff to understand their role clearly and perform their tasks efficiently.
6.Data collection plan and logistics for the assessment data collection exercise (including the assessment pilot)
This section includes information on the data collection plan and logistics for the data collection exercise. Each team will have its own detailed plan in this section. 
7.Assessment protocols. 
This section includes instructions on how the assessment will be implemented. Clear protocols ensure that fieldwork is carried out consistently across teams and/or regions. All protocols should be piloted in the survey pilot; shared with the survey firm or implementing agency early in the process; recorded in the enumerator manual; and taught to all data collection staff as part of the enumerator training. Some of the topic to include in the assessment protocols are:
· Respondent Selection
Outline who is the target respondent for the interview, such as the head of the household or any member from the household and, in the case that the target respondent is not available, who, if anyone, is an adequate substitute. 
· Number of Revisits
Define a protocol for how many times a sampling unit will be revisited before being dropped. This is relevant for cases in which a respondent is unavailable, temporarily away, or sick.
· Tracking
If a primary sampling unit has moved from the original or anticipated location, identify whether survey teams should track them down. Tracking can be very costly, so this protocol will depend on resources. 
· Drops
Primary sampling units may have to be dropped if the sampled household has moved out of the study area, does not consent to the interview, or is unreachable. It is essential that field teams report which sampling units were dropped and why.
· Replacement
If a primary sampling unit is dropped, identify whether or not it will be replaced. This will depend on the sampling frame and type of survey. Typically, replacement is more common for baseline surveys and less common for follow-up (panel) surveys. If replacements are to be made, generate a list of replacements using the same strategy as the original sample, and provide that to the data collection teams at the start of data collection.
· Use of the data collection tool, such as tablet
In addition, the protocol should explain the use of the data collection tool during the data collection exercise:
· Who is responsible to keep the data collection device at the end of each data collection day (enumerators, team leader)
· What to do if the device malfunctions during the day
· When the questionnaire should be sent to the sever? (Once the questionnaire is finalised, at the end of the day...) – Consider the implications if an enumerator does not have access to internet for several days.

· Focus group discussion composition
· List the criteria and protocol for selecting focus group discussion members   
· Outline what to do if several members of the focus group discussion cannot attend the discussion
8.Code of conduct
This section includes the enumerators code of conduct. Although this code of conduct should be signed for the enumerator before starting the exercise it is important to include the code of conduct on the manual alongside references to considerations for ethical data collection. 

10.Security and emergency procedures
Outline the action plan for responding to emergencies that could impact the assessment team or respondents that summarizes the security and emergency procedures, including a contact list of telephone numbers, that will be shared with enumerators during the enumerator training. 

Key reference documents
Enumerator Training - Dimewiki (worldbank.org) 
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