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B.- TIPO Y CONTACTOS

INTRODUCTION

On {date} the program {program name} was created. Its objective is {general objective of the program} and its method is {type of program intervention}. The program will work with {facilities; schools; healthcare providers; etc.}.
The program will be implemented in {number of facilities, or as appropriate} and {beneficiaries and eligibility criteria} are eligible for the benefits of the program. 

The program {program name} consists of {description of the benefit}.

The current study is part of the impact evaluation activities for the program, and its main objective is to obtain information that enables {the construction of a baseline for the program; the implementation of impact evaluation etc.}.

This document is a reference tool for enumerators to use in the application of the health facility survey, and it contains the necessary concepts and procedures to carry out this task. This manual must be used both during training and fieldwork until the survey fieldwork is completed. 

2. GENERAL ASPECTS OF THE SURVEY
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(1,31)

¿Cuánto recibió de [FUENTE] 

durante el último año (AÑO)?

MONTO { $ }

TOTAL RECIBIDO

CÓDIGO FUENTE

FUENTE DE FINANCIAMIENTO

(1,30)

¿Durante el último año 

(AÑO), recibió ingresos 

de [FUENTE]?

► PRÓXIMA FUENTE

MAIN OBJECTIVE

2.2 WHO WILL BE SURVEYED?


2.3 GEOGRAPHIC SCOPE

2.4 DURATION OF THE SURVEY

Data collection will take place between the months of {start month} of {start year} to {end month} of {end year}.

2.5 EVALUATION TEAM

,An evaluation team organizational structure has been established in order to properly conduct survey activities. The following diagram shows the positions and roles and organizational structure of this team:
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Survey director: this person is responsible for the management and implementation of all phases of the survey activities. He/she also evaluates, monitors and supervises the development of the survey in an integral way. 

Fieldwork team leader: this person is directly responsible for the entire field operation. He/she is in charge of delivering and receiving the necessary documents and materials for the execution of the survey to the supervisors. He/she must also provide the fieldwork teams with ongoing support, evaluating, monitoring and supervising their tasks, and ensuring that material and financial resources are always available for them to properly carry out their work.

Data manager: this person is responsible for the data entry program and the proper functioning of all its related aspects, with the aim of ensuring that consolidated data is available at a central level, both to remotely monitor the quality of the information collected and to prepare the final database.

Fieldwork teams for data collection and inputting: each team will be composed of a supervisor, a data processor, three enumerators and a driver.

Supervisor: he/she is responsible for monitoring, supervising and supporting the work of the surveyors in the field, so that they can fulfill their roles.

Enumerator: he/she is responsible for collecting information through direct interviews with personnel and students from the health facilities.

Data Processor: his/her roles include the coding and inputting of data. Like the surveyor, he/she works under the orders of the team supervisor.

3. THE ENUMERATOR
3.1 IMPORTANCE OF YOUR WORK

The enumerator is the person in charge of one of the most important phases of the investigation: data collection. Your task consists of collecting reliable information from the health facilities involved in the survey through direct interviews with the facility directors, completing the questionnaire that is provided. In so far as the data is exact and corresponds to the reality of the situation, the results will allow for accurate conclusions. The preparatory work for the survey, the established protocols and the techniques used will not be successful if the enumerator does not perform his or her work with perfection and precision.

3.2 QUALITIES REQUIRED TO BE A GOOD ENUMERATOR
The enumerator’s work requires particular personal conditions, such as: sociability, rigor, flexibility to adapt to the different situations that can arise during the interview and a strong sense of responsibility. Total discretion and seriousness are also required, as he/she has access to sensitive information that cannot be disclosed without violating the confidentiality guaranteed by the statistical law  that governs the collection of personal data.

The enumerator reports directly to the fieldwork team supervisor and indirectly to the people in charge of the survey.

3.3 ENUMERATOR’S OBLIGATIONS

The obligations that an enumerator must fulfill are of great importance, and their strict fulfillment and adherence will ensure that the information collected is of high quality and reflects the reality of the population’s living conditions. As an enumerator, your main obligations are detailed below:

· Punctually attend each day of the training course;

· Be fully versed in the content of the “Enumerator Manual” so as to perform your job in an efficient manner;

· Comply with the established work schedule. Interview hours will be established so that you can efficiently fulfill your objectives; 

· Carry an identity pass, the Enumerator Manual and the material necessary to carry out your work at all times;

· Abide by the instructions contained in the manuals and protocols that will be handed out and by those established by the field supervisor during the distribution of documents, assignment of work positions, and established work team meeting times;

· Consult with your field supervisor regarding any difficulty or special case that arises during field operations;

· Do not, under any circumstance, solicit or accept any sort of compensation from the people interviewed;

· Personally carry out your work and do not ask to be accompanied by people not involved with the survey, in order to guarantee the confidentiality of the information;

· Conduct interviews with the sole and exclusive aim of obtaining the information required by the survey. This means that taking advantage of the visits for purposes other than those related to the investigation (purchasing, selling, publicity, surveys for other entities, etc.) is prohibited;

· Return to visit the facility up to three times if for any reason you have not been able to contact the person responsible, in each case informing the supervisor of this situation;

· Guarantee the quality of the information collected in the survey questionnaires;

· Write in print with uppercase letters in the corresponding spaces, to avoid confusion or distortions of information;

· Use a blue pen to fill in the questionnaires.
3.4 ENUMERATOR’S ACTIVITIES

In order for you to properly carry out your tasks, daily activities must be divided into three phases: before, during and after the interview. 

The tasks you must complete in each of the three phases are detailed below:
	WHEN?
	WHAT IS THE TASK?

	BEFORE THE INTERVIEW
	Verify that all of the necessary material for collecting the information has been provided and is complete.

	
	Make contact with the facility authorities to schedule the contact visit.

	DURING THE INTERVIEW
	Enter the geographic location and the facility identification data in the questionnaire.

	3.4.1.1.1.1.1.1 
	Agree to the facilities that the field supervisor assigns, without making changes or replacements. 

	3.4.1.1.1.1.1.2 
	Identify the appropriate informant and introduce yourself as the enumerator.

	3.4.1.1.1.1.1.3 
	Request a signature of informed consent, either reading the text of this informed consent or ensuring that the person reads the text of this informed consent. 

	3.4.1.1.1.1.1.4 
	Carry out the survey, interviewing the director or the person who he/she designates based on the information required in each section of the questionnaire.

	
	Say goodbye and thank the informant for his/her collaboration.

	
	Return as many times as necessary to obtain any missing information or to verify cases of inconsistent information. 

	AFTER THE INTERVIEW
	Review all of the content of the questionnaire, which must contain COMPLETE and CONSISTENT information. If this is not the case, the informant must be interviewed again to obtain the required information, before submitting the daily workload to the field supervisor.

	
	Inform the field supervisor about the daily work activities and any incidents that arise in the field.

	
	Submit the properly completed questionnaires to the field supervisor. If the interview is incomplete, report the time and day of the next meeting with that facility. 


3.5 WHAT AN ENUMERATOR MUST NOT DO

An enumerator must never do the following:

· Assume or invent responses;

· Delegate roles to people not authorized by the institution;

· Divulge the information obtained, thus violating statistical secrecy;

· Argue with the informants;

· Ask questions other than those in the survey;

· Promise benefits as a result of the survey;

· Introduce yourself improperly;

· Request or accept any remuneration from the people interviewed under any circumstances;

As far as possible, the enumerator should avoid having other people present during the interview, unless the director or interviewee requires it. If you see that the person is very busy, you can offer to come back at another time.
3.6 ENUMERATOR – SUPERVISOR RELATIONSHIP

· The enumerator reports directly to the field supervisor;

· The supervisor will give additional instructions when necessary;

· The enumerator’s work is monitored and reviewed by the supervisor, who in turn keeps the regional manager informed;

· Enumerators must communicate with the supervisor as soon as possible with respect to any questionable situation that makes it difficult for them to perform their job;

· The enumerator will receive any material needed from the supervisor;

· The enumerator must submit all of the surveys conducted to the supervisor on a daily basis;

· Once the work is finished, the enumerator must submit all unused materials to the supervisor.

3.7 DATA MANAGEMENT AND THE ENUMERATOR
As described above, data entry for this survey will take place directly in the field, using a program that incorporates a set of validations for the information entered, so as to provide an early evaluation of the quality of the data collected. This makes it possible to return to the information source if necessary to complete missing information or correct any inconsistencies.

This allows the team as a whole to improve the quality of the data collected, both due to this evaluation with a standardized tool and due to the dynamic generated within the evaluation team in the daily meetings held by the supervisor to provide feedback for the enumerators regarding any problems observed.

3.8 ENUMERATOR’S TOOLS AND MATERIALS

As an enumerator, you will receive the following materials in order to carry out your work: 

	WHAT IS THE MATERIAL?
	HOW it is IT USED?

	Enumerator Manual
	· Document which contains the definitions and general and specific instructions for the completion of your work.

· This document is given out during the training course, so that you can follow the manual and use it as a reference guide for the survey.

	Pass
	· Document that identifies and accredits you as an enumerator of the Facility Survey, and which must always be carried on your person.

	Survey Questionnaires
	· Documents that you will take with you to collect the survey data.

	Consent forms
	· At the beginning of each interview you must ask the head of the facility or his/her representative to give consent for the interview. The consent form must be signed to indicate approval.

	Copy of the map of the survey plan, and information about its identification and location.
	· To identify the geographic location where the work will be carried out. 

	Plastic bag
	· Protection for the survey material.

	Blue pen to complete the questionnaire.
	· Needed to enter the information provided by the interviewees.


4. THE INTERVIEW

4.1 WHAT IS AN INTERVIEW?

An interview is one of the most valuable techniques in socioeconomic research, as it allows us to understand the problem being investigated through a direct assessment of the population under study. It consists of the application of a series of questions to the people being interviewed, carried out in the form of a dialogue.

To conduct the interview, the survey questionnaires provided will be used as a guiding instrument for asking the questions, collecting the necessary information and recording the answers received from the different interviewees.

4.2 WHO WILL PROVIDE THE DATA IN THE SURVEY INTERVIEW?

The questionnaires contain specific instructions regarding which members of the facility can provide information in each section. In each case, it is expected that the answers will be provided directly by the director of the facility or by whomever he/she designates, to the extent of their knowledge of the requested information.

4.3 HOW IS THE INTERVIEW CONDUCTED?

The interview has three very important phases: Introduction, Development and Completion.

4.3.1 Introduction
As an enumerator, this is your first contact with the members of the facility and, when conducted appropriately, it allows you to ensure the success of the interview. Your initial actions and words are of vital importance to gain the cooperation of the interviewee. 

It is very important that:
· Your clothing is appropriate for the area in which the work will be carried out, as this will create respect, trust and acceptance on the part of the interviewees.

· A good introduction is conducted. The first thing you must do is say your name and show your pass that authorizes you to conduct this task. The pass must indicate your name and the institution you work for. 

· You explain motive for the visit and the objectives of the survey.

· You explain that there is a consent form that must be signed by the director of the facility or his/her representative to authorize the interview.

Enumerator: please read the following example carefully, as it will serve as a guide for your own introduction:
“Hello, my name is ….. I am a surveyor from … which is conducting a Health Facility Survey in your area and throughout the entire country. Our goal is to collect information about the activities of this facility and how they are conducted. The information that you can provide us is very important for this study and we hope that you would like to participate. If you agree, I would like you to read this consent form, and if you are satisfied with its contents, I will ask for your signature as a sign of approval.”

Make sure to take the following advice into account:

· Greet the interviewee cordially and conduct the interview with respect, creating an atmosphere of trust at all times.

· In order to establish effective contact with the interviewee, it is not advisable to open with phrases such as: “Are you busy?” “Could you give me a few minutes?” or “Could you answer some questions?” Questions like these are likely to receive a rejection. It is best to use a method that invites acceptance, such as, “I’d like to ask you a few questions...” 

· Politely persist when you receive a rejection, and explain that the information they are providing is confidential and only for statistical purposes.

If for any reason you are accompanied by a member of the supervision team, he/she must introduce him/herself at the same time as you, that is to say, at the start of the interview. These introductions play a very important role in people’s willingness to answer the questions.

It must be explained that names will not be published under any circumstances and that all of the information collected will be used to prepare a document based on statistical data.

4.3.2 Advice for conducting the interview

The following suggestions will help you to obtain the information needed to complete the questionnaire:

· Treat people with respect, regardless of their social condition, age, occupation, etc.;

· Take control of the interview with an attitude of seriousness and respect. Avoid making comments that are not directed solely at encouraging the interviewee to provide the requested information;

· Maintain a natural and relaxed appearance when asking the questions;

· Read the entire question exactly as it is written in the questionnaire, and follow the order of the questionnaire. Changes in the type of language used can alter the meaning of the question. If the interviewee does not understand the question, you must repeat it slowly and clearly; 

· Make sure throughout the entire interview that the order of the questions is not changed, and skip questions when necessary according to the indications of the arrows in the questionnaire;

· If there are questions that the interviewee does not wish to answer, continue to the next question. Once all of the questions have been asked, politely try to obtain the missing information; 

· Do not assume answers. If the person being interviewed is unsure, remains silent or answers “I don’t know,” repeat the question until obtaining the required response, but do not under any circumstances make assumptions about the answer. In these cases, try to give the interviewee more confidence and make him/her feel more comfortable;

· Inquire further if there are incomplete or unsatisfactory answers. In these cases, some additional questions must be asked with the aim of obtaining an appropriate answer. This procedure is known as “Prodding” or “Probing.” To do this, neutral words should be used rather than words that encourage the interviewee to give particular answers;

· Do not react with surprise, approval or disapproval, in terms of tone of voice or facial expression, to the interviewee’s answers;

· Be careful that the interview is not influenced by your personal opinions. Be brief in your explanations and limit yourself to listening to the answers of the person being interviewed;

· Do not rush the interview. The questions must be asked slowly to ensure that the interviewee has understood what he/she is being asked. Once the question has been asked, he/she must be given the necessary time to think; if he/she feels rushed or is not given sufficient time to formulate his/her own opinion, it is possible that he/she will respond evasively;

· If you believe that the person being interviewed is answering the questions without thinking in order to finish the interview quickly, it is a good idea to explain to him/her that there is no rush and that the answers are very important for the research;

· Guide the interview. If the interviewee gives answers about other topics or issues that do not have anything to do with the interview, it is not a good idea to interrupt him/her. Avoid talking about topics related to politics, religion or financial problems. At the first opportunity, kindly explain that this is not your assignment, and that you have little time to finish your work, always trying to maintain a good atmosphere during the interview;

· Avoid receiving food from the people you interview; remember that you do not have much time to conduct your work;

· Direct interview. It is important that the people indicated in each section of the questionnaire are interviewed. If they cannot be found at the time of the visit, request an appointment to come back at a time when they can be interviewed. Although there are parts of the questionnaire that can be filled in by third parties, there are other parts that require the indicated person.

4.3.3 Completion of the Interview

Once the interview is completed, the information in the questionnaire should be reviewed thoroughly to ensure that it is complete, without incorrect annotations or omissions. If any questions have been omitted or are incomplete, or in any other case that merits it, the people interviewed will be asked these questions again, with the aim of obtaining the information.

Before leaving the facility, thank the people interviewed for their collaboration and kindly say goodbye. Tell the informants that if there is any inconsistency in the answers to the questionnaire, they will be visited again and their collaboration will be requested, and that the supervisor may also visit the facility to verify your work.

Read the following example carefully, as it will serve as a guide for saying goodbye: 

“Thank you for your collaboration in this survey...,” “for the time you have given us in this interview...,” “if we need to complement this information, we will visit you again...” etc.

The survey questionnaires will be submitted to the field supervisor at the end of the day so that he/she can check their contents and transfer them to the data processor.

5. GENERAL INSTRUCTIONS FOR USING THE QUESTIONNAIRE

5.1 The questionnaire: Structure Analysis

The questionnaire has a format that is designed to facilitate its use in the field and to reduce the risk of errors in individual pieces of information in order to ensure the quality and correct entry of the data.

The quality of the information depends largely on:

· Reading the survey questions to the interviewee exactly as they appear in the text;

· Asking all questions in the order in which they appear in the questionnaire;

· Recording answers with clarity and precision, without anticipating any answers or presuming that they are obvious, ridiculous or repetitive;

We will now briefly review the structure of the questionnaires, which have two parts: the front page and the main body.

Identification data is largely entered on the front page. This includes:

· The identification of the questionnaire form with pre-established codes;

· Geographic location data (region/state, province, municipality, town, block number, georeferencing data, address, etc.);

· Details about the facility and its director;

· The enumerator’s and supervisor’s basic information;

· Other information about the interview (date, time and duration of the interview, language, visit number, etc.);

· Other data (results, observations, etc.).

The main body consists of various pages that contain the specific information provided by the interviewee. It is divided into sections by content.

Each section of the questionnaire is identified with a title, which facilitates the respondent’s task by describing the content of the block of questions. Therefore, the respondent can anticipate the “topic” of the following questions, which helps him/her to find information, and also reduces uncertainty regarding “what is coming next.”

Also, in each section, the subject who must answer the questions is identified underneath the title.

5.2 Types of questions

Within each section, the questions are related to the topic indicated in the title. The types of questions are as follows:

· Questions in which the response alternatives MUST NOT BE READ, where the enumerator must read the questions and wait for a spontaneous answer from the interviewee.

· Questions in which the response alternatives MUST BE READ, where the surveyor must INQUIRE, pausing after reading each alternative to give the interviewee time to understand and respond.

· Questions that the enumerator COMPLETES BY OBSERVATION.

5.3 Trajectory of the questionnaire

It is important to take into account that the questionnaire design employs a flow of questions (trajectory of the questionnaire) that must be followed rigorously, not skipping any question or making inappropriate inquiries.

5.4 Skipping
The skips are placed in the questionnaire to deliberately alter the flow of questions.  

The skips are indications for the enumerator, or questions asked prior to another question, that are designed to avoid asking questions to people who do not fit the predefined criteria: age, sex, educational level, etc.

The skips are used in the questionnaires to save time, as they determine whether or not subsequent questions will be asked.

The symbol ► indicates that a question should be skipped or that the order of questions in the questionnaire should be altered. Whether or not a question is skipped is defined according to the response that the interviewee gives in the previous question. For example: if the person answers NO in question 1.17, they will skip directly to question 1.22.

Even when you, as an enumerator, feel familiarized with the questionnaire and are confident in your acquired experience…

…YOU MUST ALWAYS READ THE QUESTIONS AND RESPECT THE SKIPS.

Otherwise, you run the risk of presuming that you already know the next question or answer and you could potentially accumulate systematic errors.

Before some questions there is a brief text in uppercase letters; these are instructions for the enumerator and must not be read to the interviewee.

5.5 How to fill in the questionnaires

Abide by the following when completing the questionnaire:

· In all cases, indicate the code corresponding to each answer;

· For open questions or when a particular option must be specified, print answers in uppercase letters;

· Write complete words instead of abbreviations;

· Write only a single letter in each cell, without exceeding the limits, and starting from left to right;

· Leave one cell blank between one word and the next;

· Record numbers from right to left, writing a single number in each cell;

· Use a blue pen;

· If necessary, make corrections by crossing out and rewriting the correction next to it (never erasing);

· Practice and familiarize yourself with the questions, since greater familiarity will make for a more fluid interview;

· If time must be taken to calculate something, write down the information needed to do so and make the calculation immediately after leaving the facility instead of taking the time to make calculations during the interview;

· Do not leave any questions unanswered unless you have been instructed to skip the question. Questions left blank are difficult to answer later. It could be assumed that you forgot the question, which will generate subsequent confusion;

· Record the answers immediately;

· Review the entire questionnaire before leaving the facility to ensure that it has been completed fully and correctly.

Examples: Multiple occurrence tables (rosters) 

In some sections, multiple occurrence data can be entered. An example is data on all of the health facility personnel.
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Single occurrence items

· Non-spontaneous single response code items, for which the response options must be read aloud to the interviewee. The options are written in lowercase letters.


[image: image4.emf](1,08) ¿Con qué frecuencia se interrumpe el servicio eléctrico?

LEER EN VOZ ALTA:

1 Casi a diario

2 Algunas veces por semana

3 Algunas veces al mes

4 Algunas veces al año

5 Nunca o casi nunca


· Spontaneous single response code items, for which response options are not read aloud to the interviewee. The options are written in uppercase letters. 


[image: image5.emf](1,03)¿De quién depende este establecimiento de salud?

1 MINISTERIO DE SALUD

2 ENTIDAD PRIVADA

3 ORGANIZACIÓN NO-GUBERNAMENTAL (ONG)

4 MISIÓN/ORGANIZACIÓN RELIGIOSA

5 MILITAR

6 OTRA (ESPECIFIQUE)


· Single non-coded response items: the enumerator must fill in the box by writing the interviewee’s answer.  


[image: image6.emf](1,05)

NÚMERO PERSONAS:  

¿Cuál es el número estimado de población que el establecimiento tiene a cargo en su zona de 

influencia.


Multiple response code items. 

Non-spontaneous.

· The enumerator must read each of the options and write the corresponding code in the right-hand column (1 YES, 2 NO). 

[image: image7.emf]ELIMINACIÓN DE DESECHOS MÉDICOS/BIOLÓGICOS

(1,14)¿De qué manera son desechadas la agujas que se utilizan?

1 SI

2 NO

1 Descartador de agujas (recipiente rojo rígido especial)

2 En bolsas rojas especiales

3 Igual que el resto de la basura

4 Otra (ESPECIFIQUE)


References in the text

Text in UPPERCASE LETTERS

None of the text in uppercase letters should be read aloud.

The instructions for the enumerator about how to fill in the questionnaire or formulate a particular question are indicated with uppercase letters. 

[image: image8.emf]01 Estetoscopio auricular

02 Balanza infantil

03 Balanza de adultos

CÓDIGO EQUIPO

EQUIPO

(4,01)

NÚMERO



¿Podría señalarme el 

número de unidades 

que tiene de [EQUIPO]?

ESCRIBA CERO SI 

NO TIENE


If the question requires the incorporation of data, the surveyor will insert this data before asking the interviewee the question. Missing data is indicated in brackets and with UPPERCASE LETTERS. For example: [FUNCTION]


[image: image9.emf](3,04)

¿Cuántas horas semanales 

trabajan en promedio los 

trabajadores que ejercen 

[FUNCIÓN]?


In the case of questions with spontaneous responses, the possible answers are indicated with UPPERCASE LETTERS, and they must not be read aloud.  

  


[image: image10.emf](1,03)¿De quién depende este establecimiento de salud?

1 MINISTERIO DE SALUD

2 ENTIDAD PRIVADA

3 ORGANIZACIÓN NO-GUBERNAMENTAL (ONG)

4 MISIÓN/ORGANIZACIÓN RELIGIOSA

5 MILITAR

6 OTRA (ESPECIFIQUE)


Instructions for skipping questions ►

· Skip to another item



[image: image11.emf]1 SI

2 NO

1 Ministerio de salud

2 Cargos a los usuarios

3 Venta de medicamentos

4 Entidad privada

5 Organización no-gubernamental (ONG)

6 Misión/organización religiosa

7 { AGREGAR OTRO 1 }

8 { AGREGAR OTRO 1 }

9

(1,31)

¿Cuánto recibió de [FUENTE] 

durante el último año (AÑO)?

MONTO { $ }

TOTAL RECIBIDO

CÓDIGO FUENTE

FUENTE DE FINANCIAMIENTO

(1,30)

¿Durante el último año 

(AÑO), recibió ingresos 

de [FUENTE]?

► PRÓXIMA FUENTE


· Skip to another question

[image: image12.emf]SUPERVISIÓN

(1,17)

1 SI

2 NO ►

(1,18)¿Cuántas veces recibió visitas de supervisión los últimos 6 meses?

NÚMERO DE VECES:  

(1,19)Alguna visita(s) de supervisión ¿fue realizada por la { Red de Salud }?

1 SI

2 NO

(1,20)Alguna visita(s) de supervisión ¿fue realizada por el { Nivel Central }?

1 SI

2 NO

(1,21)¿En alguna visita de supervisión se observó la atención de niños/as menores de 5 años?

1 SI

2 NO

CALIDAD

(1,22)En el establecimiento de salud ¿existe personal asignado como Gestor de Calidad? 

1 SI

2 NO

(1,23)¿Se ha realizado alguna auditoría técnica interna de servicio durante la última gestión?

1 SI

2 NO



(1,22)

El establecimiento de salud ¿ha recibido alguna visita de supervisión los últimos 6 

meses?


6. SPECIFIC INSTRUCTIONS FOR FILLING IN EACH PART OF THE QUESTIONNAIRE

The health facility questionnaire consists of the following sections:

· FRONT PAGE OF THE QUESTIONNAIRE 

· SECTION 1: GENERAL INFORMATION 

· SECTION 2: MEDICAL SERVICES 

· SECTION 3: PERSONNEL 

· SECTION 4: EQUIPMENT 

· SECTION 5: MATERIALS 

· SECTION 6: MEDICINES 

· SECTION 7: DIRECT OBSERVATION OF THE INSTALLATIONS 
In the following pages, explanations and recommendations for filling in each of these sections will be provided.

6.1 FRONT PAGE OF THE QUESTIONNAIRE

This is the initial section, which will largely be completed with information about the health facility, the geographic location of the facility, contact details and information about the result of the interview provided by the enumerator.

The front page has four areas: the first is to indicate the name of the facility and the health facility identification number; the second is to indicate the address and georeferencing data of the facility; the third is for the type of facility, the director’s name and contact details; and the fourth is to record the result of the interview and information about it.

Name and identification number of the health facility

In this part of the questionnaire, the name and identification number of the facility must be entered. The supervisor will provide this information.

[image: image13.emf]IDENTIFICADOR DEL ESTABLECIMIENTO 

DE SALUD

C-1

NOMBRE DEL ESTABLECIMIENTO:


A.- Exact Address of the Facility

In this box, you, the enumerator, must copy the information that will be provided by your supervisor. The geographic coordinates will also be provided by your supervisor once he/she locates the coordinates in the GPS. When copying the coordinates particular care must be taken with their format. 

B.- Type and Contacts 

The type of facility and name of the director must be entered in this box. It is important to write down contact telephone numbers for future visits. 

C.- Information about the Interview

You must indicate your name and code, along with the name and code of your supervisor and of other personnel who have participated. 

Do not forget to record the date, start time, end time and result of each visit. This is necessary to complete the survey in accordance with the established procedures. If the person did not give consent to continue with the interview, you must write option 3 (rejection) in “result.”

It is important to make contact with the director of the facility prior to the start of the interview, since the survey must be answered by the director or whomever he/she designates for each section. In the first contact with the director, he/she must be made aware of the visit, so that the person in charge of answering the questionnaire has time available. The type of information that will be requested must also be explained to ensure that it is available. If in the course of the first visit you cannot contact the director of the facility, you must return on at least three more occasions, at different times and on different days.

In the case of a rejection, you can politely insist and explain that their answers are very important for us. If, despite this, the director declines the interview, kindly say goodbye and inform your supervisor so that he/she can try to obtain the interview.

[image: image14.emf]C-15ENCUESTADOR/A C-22IDIOMA DE LA ENTREVISTA

1 CASTELLANO

C-16SUPERVISOR/A 2 { OTRA LENGUA - 1 }

DD MM 3 { OTRA LENGUA - 2 }

C-17{ OTRO PERSONAL - 1 } 1 4 { OTRA LENGUA - 3 }

2 5 { OTRA LENGUA - 4 }

C-18{ OTRO PERSONAL - 2 } 3 6 { OTRA LENGUA - 5 }

4

C-19{ OTRO PERSONAL - 3 } C-21CÓDIGOS RESULTADO

1 COMPLETA 3 RECHAZO 5NO LO ENCONTRÓ

2 PARCIAL 4 NO CONTACTÓ 6



: :



: :



: :



AAAA



: :

C. INFORMACIÓN SOBRE LA ENTREVISTA



VISITA

FECHA

RESULTADO

HORA INICIO

HORA FIN


6.2 SECTION 1: GENERAL INFORMATION 

Objectives of this section

The objective of this section is to identify the person who will be interviewed and obtain general data about the health facility: area of influence, electricity, water, sanitation service, communications, disposal of medical/biological waste, supervision, quality, referrals and financing.  

Person to be surveyed

The director of the facility should be surveyed. If he/she is not present and will not be available for another interview, whoever is replacing him/her will be contacted. This person must be a member of the facility who has the knowledge necessary to respond to the items in question. The director may request that particular sections be answered by the person responsible for the unit, or whomever he/she designates.

Instructions for filling in this section

Respect the sequential order of the questions, which you should begin reading from the upper left-hand margin vertically from top to bottom. Then continue on to the questions that are found on the right-hand side, always reading vertically from top to bottom, as indicated in the figure.

[image: image15.emf]SECCIÓN 1: INFORMACIÓN GENERAL

RESPONDE:  DIRECTOR/A DEL ESTABLECIMIENTO O AL SUBDIRECTOR

(1,01)ENTREVISTADO: ELECTRICIDAD

A. NOMBRE:   (1,07)¿Cuál es la principal fuente de electricidad en este establecimiento de salud?

1 SI

B. TELÉFONOS:   2 NO TIENEN ELECTRICIDAD ►

(1,02)¿Qué cargo tiene usted en este establecimiento? (1,08) ¿Con qué frecuencia se interrumpe el servicio eléctrico?

1 DIRECTOR/A LEER EN VOZ ALTA:

2 SUBDIRECTOR/A 1 Casi a diario

3 OTRO (ESPECIFIQUE) 2 Algunas veces por semana

3 Algunas veces al mes

(1,03)¿De quién depende este establecimiento de salud? 4 Algunas veces al año

1 MINISTERIO DE SALUD 5 Nunca o casi nunca

2 ENTIDAD PRIVADA AGUA

3 ORGANIZACIÓN NO-GUBERNAMENTAL (ONG) (1,09) ¿Cuál es la fuente de abastecimiento del agua que es utilizada en la unidad de salud?

4 MISIÓN/ORGANIZACIÓN RELIGIOSA

5 MILITAR 1 RED PÚBLICA (AGUA CORRIENTE)

6 OTRA (ESPECIFIQUE) 2 DE PERFORACIÓN CON BOMBA MOTOR

3 DE PERFORACIÓN CON BOMBA MANUAL

(1,04)¿En qué año comenzó este establecimiento a operar? 4 DE POZO CON BOMBA

AÑO:   5 DE POZO SIN BOMBA

6 { OTRA }

ÁREA DE INFLUENCIA (1,10) Esta fuente, ¿está situada dentro de la unidad?

(1,05) 1 SI ►

2 NO

NÚMERO PERSONAS:   (1,11) ¿Qué tan lejos está la fuente de agua de este establecimiento?

1 KILÓMETROS

(1,06) 2 METROS

PORCENTAJE:   DISTANCIA:   UNIDAD DISTANCIA:  

SERVICIO SANITARIO

(1,12) ¿Qué tipo de servicio sanitario está disponible en este establecimiento?

1 INODORO CONECTADO AL SISTEMA DE DRENAJE

2 INODORO CONECTADO A FOSA SÉPTICA

3 LETRINA

4 { OTRA }



(1,12)



(1,13)



¿Cuál es el número estimado de población que el establecimiento tiene a cargo en su zona de 

influencia.



Considerando el total de la población que se atiende en este establecimiento ¿Me podría 

señalar el porcentaje que tiene cobertura de salud?


In some boxes, you are asked to enter totals. Do not forget to calculate and include these before submitting the survey to the supervisor. 

 


6.3 SECTION 2: MEDICAL SERVICES

Objectives of this section

This section covers the medical health services that the facility provides. All of the services that have been conducted by the facility in external consultations and emergency services must be recorded.

People to be surveyed

This section must be answered by the director, or whomever he/she designates to answer. 

Instructions for filling in this section

As indicated in the previous section, the chronological order must be respected when asking the questions, starting at the upper left-hand margin and progressing vertically from top to bottom, then continuing on to the questions that are found on the right-hand side, always reading vertically from top to bottom. 

In the case of questions 2.01 and 2.02, you must fill in the total number of hours for each day that the establishment provided the services in question.

[image: image16.emf]1Lunes

2Martes

3Miércoles

4Jueves

5Viernes

6Sábado

7Domingo

DÍA

Servicio de consulta externa Servicio de urgencias

NÚMERO TOTAL HORAS

(2,02)



NÚMERO TOTAL HORAS

(2,01)

De los últimos siete días, señale el total de horas en que el establecimiento 

de salud brindó…


In questions 2.03, 2.04 and 2.05, first ask about the items on the list in question 2.03. If the answer is 1 (YES), move on to questions 2.04 and 2.05. If the answer is 2 (NO), move on the next service listed. 

[image: image17.emf]1 SI

2 NO

01 Consulta externa para niños POR CONSULTA

02 Consulta externa para adultos POR CONSULTA

03 Consulta dental POR EVENTO

04 Consulta de especialidad POR CONSULTA

05 Hospitalización POR DÍA

06 Cirugía menor POR EVENTO

07 Urgencias (sutura) POR EVENTO

08 Atención de parto normal POR EVENTO

09 Control neonatal POR EXÁMEN

10 Vacunación / Inmunizaciones POR INMUNIZACION

11 Transfusión sanguínea POR UNIDAD

12 Consulta pre-natal POR CONSULTA

13 Ecografías POR CONSULTA

14 Rayos X POR CONSULTA

15 Hormonales orales POR CICLO

16 Hormonales inyectables POR INYEC MENSUAL

17 Inserción de DIU POR EVENTO

18 Retiro de DIU POR EVENTO

19 Preservativos (condones) POR UNIDAD

20 Otros:  POR CONSULTA

NÚMERO SERVICIO

SERVICIO

(2,03) (2,04)

NÚMERO 

DE DÍAS



(2,05)

MONTO { $ } UNIDAD



¿Ofrece este 

establecimiento 

de salud 

[SERVICIO]?

¿Cúantos 

días a la 

semana 

ofrecen 

[SERVICIO

]?

►PRÓXIMO 

SERVICIO



¿Cuál es el precio normalmente cobrado 

por este [SERVICIO]?


It is important that you have a good command of the terminology used. If this is not the case, do not hesitate to ask questions during training, or ask your supervisor if you have any doubts during fieldwork.

6.4 SECTION 3: PERSONNEL

Objectives of this section

The questions in this section are designed to collect basic information about the personnel that work in the health facility. 

People to be surveyed 

This section must be answered by the director, or whomever he/she designates to answer. 

Instructions for filling in this section

The box to be completed in this section is divided by the type of personnel that work in the health facility. Question 3.01 verifies if there are personnel of this type, and if so, you must then ask and fill in questions number 3.02, 3.03 and 3.04. If there are no personnel of this type working in the facility, continue with the list.

6.5 SECTION 4: EQUIPMENT

Objectives of this section

This section is designed to record information about the equipment that the health facilities have at their disposal. 

People to be surveyed 

This section must be answered by the director, or whomever he/she designates to answer. 

Instructions for filling in this section

There is a box where the equipment is listed, which includes blank spaces to be filled in with equipment not included in the list. Read each of the items and fill in the quantity of units the facility possesses for each type of equipment. If they have none, enter zero. 

Sometimes the equipment or instruments are known by another name, and for this reason it is important for you to be familiar with the type of equipment and be able to identify it or explain to the interviewee what it is. If you have any doubts, ask for clarification from your supervisor or consult the set of images that have been provided.

6.6 SECTION 5: MATERIALS

Objectives of this section

The objectives of this section are to observe and ask about the materials that the health facility possesses. 

People to be surveyed 

This section must be answered by the director, or whomever he/she designates to answer. 

Instructions for filling in this section

In this section there are questions that must be completed through direct observation (5.01 and 5.02), and others that must be answered by interviewing the person responsible (5.03).

[image: image18.emf]OBSERVE: OBSERVE:

1 SI

2 NO

1 SI

2 NO

NIÑOS/AS

01

02 Balanza pediátrica de bandeja (escala mínima de 10 g) o balanza madre-bebé en buen estado

03 Balanza de pie, escala mínima 100 gs, en buen estado

04

INSUMO

NÚMERO INSUMO

(5,01) (5,02) (5,03)

PREGUNTE AL 

RESPONSABLE: ¿CUENTA ESTABLECIMIENTO DE 

SALUD CON [INSUMO]?

¿QUÉ CANTIDAD HAY 

APROXIMADAMENTE? ¿Es esta cantidad suficiente 

para las necesidades del 

establecimiento de salud?

► PRÓXIMO INSUMO



CANTIDAD



Tallímetro/infantómetro de madera apropiado (3 cuerpos, madera sólida, cinta métrica en buen estado sobre 

todo en las uniones de los cuerpos, con tope fijo, con tope móvil ‘sin juego’)



Aerocámara espaciadora para salbutamol (puede ser elaborada artesanalmente con un vaso o un envase de 

suero)


If you have any doubts regarding the direct observation questions, check the answer with the interviewee. Make sure during training that you are familiar with the different materials that you will be using in the field.

6.7 SECTION 6: MEDICINE

Objectives of this section

This section aims to collect information about the medicine that the facility has at its disposal and whether the quantity of each medicine is sufficient to satisfy the facility’s needs.

People to be surveyed 

This section must be answered by the director, or whomever he/she designates to answer. 

Instructions for filling in this section

As in the previous section, there are questions that must be completed through direct observation (6.01 and 6.02), and others that must be answered by interviewing the person responsible (6.03).

If you have any doubts regarding the direct observation questions, check the answer with the interviewee. Make sure during training that you are familiar with the different materials that you will be using in the field.

If you have any doubts about the names of the medicines, ask for the active ingredient.

It is very important to record the number of days that the establishment has not had a particular medicine available.

6.8 SECTION 7: DIRECT OBSERVATION OF THE INSTALLATIONS

Objectives of this section

This section is designed to obtain information about the state of the patient examination installations in the facility by means of the enumerator’s observations. 

People to be surveyed 

No people need to be surveyed in this section. You must ask to see the health facility’s installations, and via the observation of a single room, you must take notes and answer the corresponding questions.

Instructions for filling in this section

Once you find yourself in the room where patients are examined, you must observe and write down your answers. Remember that you should not ask questions unless clarification is necessary. 

Make sure during training that you are familiar with the different materials that you will be using in the field. Clarify any doubts with your supervisor.

Note to user: The present document is an example of an enumerator manual for a survey to be implemented in health facilities. Because of its similarity, its content is based on the example manual for household survey enumerators. As with the household interviews, for this example interviews are conducted face to face with the help of paper questionnaires and are entered into a computer at the end of each workday. 


The text contains notes similar to this one with suggestions for adapting this document according to the characteristics and methodologies of each study.











Note to user: This section contains a brief description of the program that is being evaluated, and must include the objective and the role played in the impact evaluation. The following text is included by way of example.





Note to user: Indicate the main objective of the survey, for example “to obtain information about the condition of health facilities and the services provided to the population prior to the program intervention, in order to have a baseline for evaluating the program.”


























Note to user: This section must clearly state what facilities are involved in the survey, indicating any possible exclusions. In the facilities, different types of personnel may be interviewed depending on the type of information required. In this survey, for example, the information must be provided by the facility director or whomever the director designates for this purpose.








Note to user: Please indicate the area(s) where the survey will be conducted, indicating the zones that are excluded if this is not evident. 


Example: “The survey will cover almost all the national territory, excluding the departments of Alto Paraguay and Boquerón, whose populations represent less than 2% of the country’s total population.”











Note to user: This section must specify the organization of the evaluation team planned for the survey, ideally including an organizational chart and a description of the positions. In terms of the fieldwork teams, the organization can be modified to accommodate additional personnel, for example, to conduct observations of the healthcare professionals’ work.


The example text included here shows the organization recommended for this type of survey. 














Note to user: The content in this chapter should not differ significantly from one survey to another, since the interview technique to be used does not change.














Note to user: when adapting the manual, the sample images used must be changed for the definitive questionnaire. The type of instructions should not be modified if the question complies with the best practices on the subject. Do not forget that these instructions are for an interview that will use a paper questionnaire. These instructions must be reviewed if the survey is to be carried out via an interview guided by a computer questionnaire.




















Note to user: With respect to the specific instructions for filling in the questionnaire, the manual must contain explanations about the questions or concepts that could be controversial and/or ambiguous, but a detailed explanation of all of the questions and possible answers is not necessary. Too many explanations could result in a tool that is not very practical for use in the field.


The adaptation of the questionnaires and this manual must be validated in a pilot test, during which the definitive elements that merit further explanation will surely emerge. 


The manual must be adapted only once the final version of the questionnaire is available.


The details in the explanations for each section illustrate the potential difficulties that could arise during the interview, based on previous experience in similar surveys. However, the relevance of this specific content must be evaluated for each case depending on the questionnaires and the specific methodology and protocols.











The totals must always be completed





NO





SI





Answer per observation





Ask the person in charge 








