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Introduction

The number and scope of surveys covering many cultures, languages, nations,
or regions have increased significantly over the past decade. This has led to a
growing need to provide information on best practices across the multiple phases
of cross-cultural survey design and administration to ensure the collection of high
quality comparative data. However, there is very little published information on
the details of implementing surveys that is specifically designed for comparative
research. For example, little has been published on what aspects of cross-
cultural surveys need to be standardized and when local adaptation is
appropriate. The aim of the Comparative Survey Design and Implementation
(CSDI) Guidelines Initiative was to develop and promote internationally
recognized guidelines that highlight best practice for the conduct of comparative
survey research across cultures and countries. The intended audience is
researchers and survey practitioners planning or engaged in cross-cultural or
cross-national research. However, we believe that the Guidelines also could
benefit researchers and survey practitioners involved in noncomparative survey
research.

The goal of the CSDI Initiative has been to develop Cross-Cultural Survey
Guidelines (CCSG) as presented here, which cover all aspects of the survey
lifecycle. This currently has resulted in 13 chapters. Two additional chapters on
survey quality and ethical considerations in surveys are relevant to all processes
throughout the survey production lifecycle. Survey quality can be assessed in
terms of fitness for intended use, total survey error, and survey production
process quality monitoring. This may be affected by survey infrastructure, costs,
interviewer and respondent burden, as well as study design specifications. Figure
1 presents a diagram of the survey lifecycle that will reappear in various CCSG
chapters, thereby highlighting the chapter’s place in the survey lifecycle. The 15
chapters of the CCSG Guidelines are:

|. Study, Organizational, and Operational Structure
[I. Survey Quality

lll. Ethical Considerations in Surveys

IV. Tenders, Bids, and Contracts

V. Sample Design

VI. Questionnaire Design

VII. Adaptation of Survey Instruments

VIII. Translation

IX. Instrument Technical Design

X. Interviewer Recruitment, Selection, and Training
XI. Pretesting

XIl. Data Collection

XIll. Data Harmonization
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XIV. Data Processing and Statistical Adjustment
XV. Data Dissemination

Figure 1. The Survey Lifecycle
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The CCSG Guidelines draw upon and are based on: (1) general good practice
survey methodology, as well as cross-cultural and comparative literature on
survey methodology; (2) available study-specific manuals and documentation;
and (3) the experiences and lessons learned that authors, reviewers, and editors
have added through their work on and with numerous comparative surveys.

Best practices are dynamic and can be expected to evolve over time. At the
present time, the Guidelines primarily relate to cross-sectional surveys of
households and individuals. At a later point in time, they may be expanded to
include establishment and longitudinal surveys. We are also in the process of
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developing case study examples that demonstrate the application of the
Guidelines to the survey lifecycle process, and further elaborating guidelines for
assessing the quality of translations.

As more documentation and information about comparative surveys become
available, we hope to incorporate the lessons learned from these studies into the
CCSG Guidelines. New methodological research will also inform new versions of
the CCSG Guidelines. You can greatly help us in these objectives by providing
comments and suggestions, or simply alerting us about a topic we need to
address. Please contact us at: ccsg_contact@isr.umich.edu.
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Changing existing materials (e.g., management plans,
contracts, training manuals, questionnaires, etc.) by
deliberately altering some content or design component to
make the resulting materials more suitable for another
socio-cultural context or a particular population.

The systematic difference over all conceptual trials
between the expected value of the survey estimate of a
population parameter and the true value of that parameter
in the target population.

A grouping of units on the sampling frame that is similar on
one or more variables, typically geographic. For example,
an interviewer for an in person study will typically only visit
only households in a certain geographic area. The
geographic area is the cluster.

A legally binding exchange of promises or an agreement
creating and defining the obligations between two of more
parties (for example, a survey organization and the
coordinating center) written and enforceable by law.

A research center that facilitates and organizes cross-
cultural or multi-site research activities.

The degree to which products conform to essential
requirements and meet the needs of users for which they
are intended. In literature on quality, this is also known as
"fitness for use" and "fitness for purpose.”

A study where elements are repeatedly measured over
time.

A cluster of elements sampled at the first stage of
selection.

The degree to which product characteristics conform to
requirements as agreed upon by producers and clients.

A selected unit of the target population that may be eligible
or ineligible.
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A list or group of materials used to identify all elements
(e.g., persons, households, establishments) of a survey
population from which the sample will be selected. This list
or group of materials can include maps of areas in which
the elements can be found, lists of members of a
professional association, and registries of addresses or
persons.

Elements or clusters of elements considered for selection
in some stage of sampling. For a sample with only one
stage of selection, the sampling units are the same as the
elements. In multi-stage samples (e.g., enumeration areas,
then households within selected enumeration areas, and
finally adults within selected households), different
sampling units exist, while only the last is an element. The
term primary sampling units (PSUSs) refers to the sampling
units chosen in the first stage of selection. The term
secondary sampling units (SSUs) refers to sampling units
within the PSUs that are chosen in the second stage of
selection.

A cluster of elements sampled at the second stage of
selection.

The lifecycle of a survey research study, from design to
data dissemination.

The actual population from which the survey data are
collected, given the restrictions from data collection
operations.

The finite population for which the survey sponsor wants to
make inferences using the sample statistics.

Total survey error provides a conceptual framework for
evaluating survey quality. It defines quality as the
estimation and reduction of the mean square error (MSE)
of statistics of interest.

A measure of how much a statistic varies around its mean
over all conceptual trials.
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I I. Study, Organizational, and Operational Structure

Rachel A. Orlowski and Christopher Antoun

Introduction

The following guidelines outline a number of study, organizational, and
operational considerations which arise when structuring a cross-cultural survey
or any survey involving multiple countries, regions, or languages. Several factors
will influence how the overall study is designed and later implemented, including
the source(s) and flow of funding, the availability of human and technical
resources, the best way of contacting and collecting data from respondents, and
the research infrastructure. All of these will vary from country to country and
culture to culture. Yet, before much time is spent determining the study structure,
it is critical to clearly define a study purpose because it drives all subsequent
decisions, especially if conflicts between cross-cultural and local interests arise.

Cross-cultural surveys are organized in many different ways, and each has its
advantages and disadvantages. These guidelines predominately address a
structure with a coordinating center that designs the overall study and assumes
the central organizational responsibility to the contracted survey organizations in
each country where the study will be carried out. This type of organizing structure
is often used in large-scale, cross-cultural surveys. Although not described here,
there are situations where the coordinating center is also responsible for data
collection in some or all countries. A coordinating center should include people
from different countries, institutions, and affiliations. Given this focus, this
chapter’s primary audience is members of a coordinating center.

With this organizational structure, the coordinating center will specify the
operational structure of the survey for each country to follow. It should determine
what elements will be standardized across countries and what elements will be
localized; there is a balance between standardization of implementation and
adaptation to the cultural context. The coordinating center should inform the
survey organizations of the quality standards necessary to execute the study.

Figure 1 shows study, organizational, and operational structure within the survey
production process lifecycle (survey lifecycle) as represented in these guidelines.
The lifecycle begins with establishing study structure and ends with data
dissemination (Data Dissemination). In some study designs, the lifecycle may be
completely or partially repeated. There might also be iteration within a production
process. The order in which survey production processes are shown in the
lifecycle does not represent a strict order to their actual implementation, and
some processes may be simultaneous and interlocked (e.g., sample design and
contractual work). Quality and ethical considerations are relevant to all processes
throughout the survey production lifecycle. Survey quality can be assessed in
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terms of fitness for intended use (also known as fitness for purpose), total survey
error, and the monitoring of survey production process quality, which may be
affected by survey infrastructure, costs, respondent and interviewer burden, and
study design specifications (see Survey Quality).

Figure 1. The Survey Lifecycle
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Goal: To establish the study’s overall structure and locus of control at all levels
and across all aspects of the study's design and implementation, and to
communicate this structure to each participating country’s survey organization.

1. Determine the study objectives and identify a study structure that
addresses all of the tasks of the survey lifecycle.

Study, Organizational, and Operational Structure
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Rationale

Before work is done to organize or operationalize a study, the empirical
aims of the research should be understood by all involved. There should
be a clear direction and purpose of the research. In order to move the
study goals from ideas to a concrete design, a structure of survey tasks
should be clearly defined by the coordinating center. This task framework
should take into account the cross-cultural nature of the survey.

Procedural steps

Clearly state the study's objectives, ensuring that central and local

study goals do not conflict [2] [6]. When doing so, consider the

following main components of design:

= Representation: What populations are to be studied? (See Sample
Design.) [9]

= Measurement: What data are to be collected? (See Data
Collection.) [9]

= Analysis: What estimates are to be created? (See Data Processing
and Statistical Adjustment.) [16]

Identify tasks necessary to complete all phases of the survey lifecycle.

= Provide an overview of the possible risks and quality implications
associated with every survey task.

= Consider each subsequent chapter of the Cross-Cultural Survey
Guidelines as a potential task in the survey process (also see
Appendix A for example considerations for the completion of each
task).

Determine the nature and relationship of tasks. Some tasks tend to
have a definite start and end (e.g., sample design), others are ongoing
(e.g., ethical considerations), others are often iterative (e.g.,
guestionnaire design), and yet others can overlap (e.g., data collection
and data processing). The study structure requires concurrent and
coordinated attention to the different tasks in the process [9].

Evaluate the feasibility of implementing the study given the
populations, governments, and politics of the countries being studied,
as well as the availability of funding.

Lessons learned

e A failure to communicate overall study goals may lead to local

decisions that threaten comparability across countries. For example, a
country may remove some locally less salient items from the
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guestionnaire in order to reduce the respondent burden of the interview
without realizing that those items are necessary to measure an
important survey construct. Conversely, a country may insert items to
the questionnaire in order to study a locally-relevant topic without
realizing that those items may affect the guality of the data.

e Despite knowing the ideal way of executing a study, the available
resources often dictate how a study is structured and implemented. For
example, multiple sources of funding are typically needed to provide
enough support to coordinate a large-scale, cross-cultural survey;
furthermore, each participating country may be funded separately.
Funding sources may have requirements that complicate reporting
structures within the study and conflict with the goals of the overall
cross-cultural survey. The points at issue may relate to a wide variety
of features, from data availability to the content of questionnaires. See
Appendix B for examples of how existing cross-cultural survey
programs have been funded as guidance to ways in which a study can
be structured.

2. Establish an organizational structure for the study at the
supranational, national, and, as necessary, subnational levels and
define the associated roles and responsibilities.

Rationale

The coordinating center should first determine its own organizational
structure and then set the organizational standards for participating survey
organizations. In order to manage a cross-cultural survey efficiently and
effectively, roles and responsibilities must be clearly delineated and
communicated throughout all levels. This can be accomplished when the
central coordinating center works together with local expertise in each
participating country.

Procedural steps

e Set up a central coordinating center responsible for managing the
overall study and overseeing each country’s implementation of the
survey.

e |dentify the working language for the management of the study.
= Specify the language proficiency in the chosen working language
for all levels of the study management.
= Do not expect a common understanding of technical terms.

Study, Organizational, and Operational Structure
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e Become familiar with the culture and political climate of all participating
countries in order to establish the most appropriate organizational
structure.
= Review standard handbooks, maps, and ethnographic literature.
= Review recent media material that depicts the pertinent issues of
the participating countries.

= |dentify accommodations that may need to be made at the local
level due to (for example) specific legal regulations, local
government policies, internet availability, and types of
transportation infrastructure (see Data Collection for other
considerations).

= Become knowledgeable about the international, national, and
regional business models that affect participating countries [4] [8].

= Communicate with experienced researchers who have collected
data in the participating countries.

e Assess the substantive, methodological, and contractual expertise
needed both centrally and for all participating countries. Arrange for
expert consultation, as needed.

e Identify the impact that structural aspects of the planned organization
have on control, responsibility, and communication at the central and
local levels.
= Determine reporting responsibilities to funding sources.
= Determine the level of control of the country-specific and cross-
national data throughout the study, including analysis and
publication of the data (see Data Dissemination).

= Clearly define subsidiary regulations to specify which decisions are
to be made on which level (i.e., supranational, national, or
subnational levels).

= Balance central and local participation in deciding how to address
general and country-specific adaptation in processes, methods, and
substantive content.

e Consider the creation of a number of task-specific working groups.
These groups should be comprised of qualified participants from the
participating countries and the coordinating center.
= Consider creating a working group for each of the tasks mentioned

in Appendix A. The responsibilities listed in this appendix could be
used as a checklist when making assignments.
= Specify leadership, authority, and roles across all tasks and levels.

e In addition to working groups, consider the creation of country lead
teams to oversee the entire survey implementation in their respective
country.
= Define responsibilities for each lead team member.

Study, Organizational, and Operational Structure
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= Arrange regular meetings (or conference calls) involving the
country lead teams and each working group to discuss study
progress.

e Develop a communication flowchart (i.e., who talks to whom about
what) with one reference person and one back-up person at each point
in the flowchart [20].

Lessons learned

e Itis helpful to consider examples of organizational structures when
planning a cross-cultural project. See Appendix C for three examples
of organizational structures from well-established cross-cultural
surveys.

3. Clearly define operational specifications, including deliverables, for
each task of the survey lifecycle.

Rationale

Operational specifications ensure that critical aspects of the survey
process are defined and then can be controlled. They simultaneously
identify required or expected guality standards and help ensure
comparability across countries. The specifications should, therefore, be
detailed (and measurable, when possible) with clearly delineated
deliverables from the participating survey organizations at each task of the
survey. In addition, each specification should be justified with a rationale.
The specifications form the basis of the country-level tenders and
subsequent contracts between the coordinating center and survey
organizations (see Tenders, Bids, and Contracts).

Procedural steps

e Taking into account the overall study objectives and weighing the
tradeoffs between cost and quality, detail the operational specifications
and requirements [2].
= See the subsequent chapters of the Cross-Cultural Survey
Guidelines for procedural steps regarding recommendations for
specifications for each task.

= Before the study is initiated, determine which specifications are
more important than others. Communicate to all participants which
specifications are a top priority.

e Determine when specifications need to be rigid and when it is possible
or preferred to be more flexible.

Study, Organizational, and Operational Structure
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e Create a study timeline, production milestones, and deliverables with

due dates [16].

= |f feasible, use a common project management tool between the
coordinating center and each participating country.

= Keeping in mind local considerations which may affect the study’s
due dates, require frequent reporting and interim products.

= Require deliverables with unique identifiers for interviewers and
sample elements.

e Consider implementing a system with process checks, using paradata,
to recognize when a survey organization is struggling to meet
specifications. It is important to identify if a survey organization is
having problems meeting specifications as early in the process as
possible.
= Decide what actions to take, as necessary, to rectify delays or

delinquencies in meeting specifications.
= Determine the sanctions/penalties if a participant country continues
to fail to meet the specifications.

e Establish a backup plan to ensure the completion of a high quality
survey in case countries are unable to meet operational specifications.

Lessons learned

e Adherence to specifications must be controlled. Otherwise, some
survey organizations will deviate for a myriad of reasons. Structuring
clearly defined specifications and a system of checks and balances will
help maintain the highest standards throughout all tasks of a cross-
cultural survey.

4. Decide upon quality standards for the implementation of the study.
Rationale

The goal of guality standards is to achieve excellence for all components
related to the data [12] [19]. Setting quality standards is critical to ensuring
the same level of methodological rigor across countries [6]. Local
adaptations will be necessary and appropriate for some aspects of
implementation of the study, but any adaptation in the procedure or
instrument should be thoroughly discussed, evaluated, and documented
beforehand [14]. Frequent measurement and reporting to the coordinating
center, along with sufficient methodological support, should allow for
timely intervention if problems do arise.

Study, Organizational, and Operational Structure
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Procedural steps

e Use a Plan-Do-Check-Act cycle (PDCA) by first determining the
study’s gquality standards, then implementing them throughout the
research process, while assessing quality indicators at each stage, and
finally making appropriate changes to repeat the cycle of PDCA [2] [5].
= Consider all sources of error in the survey lifecycle, and define

quality indicators for key steps in each survey task. See Survey
Quality for common sources of error and possible indicators.

e Acquaint study organizers with important guality control literature that
distinguishes between common and special causes variation, as well
as explains how to act on information about these different kinds of

variation [13] [15] [18].

e Form ateam in each country that regularly meets to discuss the quality
of the local survey. The team should have or should be provided with
methodological expertise needed. The team should document and
report any concerns to the coordinating center [1] [2].

e Identify tools that control and maintain operational process quality.

e Implement a certification process or a signing-off procedure for each
stage in order to check and document that the study design and
specification standards are being followed.
= Quickly address and remedy, if possible, any deviations from

expectations that may occur [2].
= Invoke sanctions, as specified in the contract, if the certification is
not fulfilled.

e Consider site visits to all countries to monitor or support the
implementation of quality standards. Make sure these visits are
specified in the contract with each survey organization.

e Monitor costs in order to avoid overruns.
= Create a cost-monitoring instrument and checklist.
= Ensure sufficient funds are allocated to be able to budget quality
assessment and documentation activities.
= Assess risk and determine contingencies for each survey task—
weighing cost and errors.

e |f and where possible, incorporate methodological research. This will
inform long-term quality improvement [11] [19].

Lessons learned

Study, Organizational, and Operational Structure
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e Variations in country-level research infrastructure, research traditions,
and methodological rigor need to be thoroughly investigated and
understood when setting quality standards. Some countries will need
more assistance in meeting some standards, and this should be taken
into account early in the planning process.

5. Identify and specify the documentation that is required from all
levels of participation in the study.

Rationale

Documentation of procedures ensures that the survey is transparent and
allows for replication. Documentation should be detailed and occur
throughout the survey lifecycle. If documentation does not occur until the
end of the survey or even the end of the survey task, details will likely be
lost or forgotten. Therefore, it is important to determine documentation
requirements before the study is initiated. The coordinating center should
first establish its own documentation procedures and then set
documentation procedures for participating survey organizations.

Procedural steps

e Determine documentation procedures for the coordinating center.
Require that all decisions regarding the structure be documented,
including the study objectives, roles and responsibilities,
communication flowchart, and operational specifications.

e Determine the documentation requirements and formats for survey
organizations. When appropriate, standardize these requirements
across all countries in order to be able to assess guality and
comparability. Encourage survey organizations to create clear,
concise, and user-friendly descriptions. In addition, these descriptions
should be as transparent as possible, with sufficient detail, to ensure
that they could, theoretically, be replicated.
= Determine documentation requirements for all survey

implementation procedures. Examples of procedures which should

have documentation requirements include:

. Sampling design and implementation (see Sample Design).

« Questionnaire development (see Questionnaire Design ).

. Translation of survey materials (see Translation).

« Mode of data collection decision (see Data Collection).

. Creation of the production schedule (see Data Collection).

. Respondent selection and initial contact procedures (see Data
Collection).

. Establishment of supervisory structure (see Data Collection).
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. Data collection observations (recordings, scripted mock
interviews, etc.) (see Data Collection).

. Bio measures collection protocol (see Data Collection).

Determine documentation requirements for data collection

outcomes (see Tenders, Bids, and Contracts). Detail specifically

what is necessary, for example:

. Interim and final outcome rates (see Data Processing and
Statistical Adjustment).

. Final disposition codes for every released sample element (see
Data Processing and Statistical Adjustment).

« Quality control indicators (see Survey Quality).

Decide when survey organizations should share documentation

with the coordinating center.

e Record any modifications made either centrally or locally to the study
protocol, as well as document the impact of these modifications. Any
changes countries make to their protocols and procedures must be
carefully documented since these could explain potential differences in
the data, either over the course of the study (within a country) or
across variables (between countries).

Lessons learned

e Not all deviations that occur in a study can be remedied immediately,
but they are helpful for planning future studies. Deviations should be
documented to allow for a search of faulty or deficient operational
process steps after the fact. This allows for the development of
appropriate counteractions at the central and local level for the next
wave of surveys.
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Appendix A

Survey tasks

When determining the study structure of a cross-cultural survey, it is important
that all necessary survey tasks are identified. Below are examples of survey
tasks that correspond with each chapter of the Cross-Cultural Survey Guidelines.
This appendix provides example considerations for the completion of each task;
please see the subsequent chapters for more detailed guidance. By creating a
detailed list of survey tasks, the coordinating center can become assured that no
aspect of the study structure has been overlooked and can then use this list to
assign organizational responsibilities.

e Survey Quality
= Document the survey process.
= Develop quality standards and a gquality assurance plan.
* Monitor and support the implementation of quality standards .

e Ethical Considerations in Surveys
= Create manuals, support documents, and informed consent forms.
= Observe professional standards and local laws.
= Ensure the rights of respondents.

e Tenders, Bids, and Contracts
» Prepare tenders with detailed requirements.
= Conduct a bidding process and select survey organizations.
= Negotiate and execute contracts.

e Sample Design
= Define the target population and determine the sample size.
= |dentify the sampling frame.
= Implement a selection procedure.

e Questionnaire Design
= Select a comparative question design approach.
= Develop protocols for evaluating questions.
= Adopt questions, adapt questions, and write new questions.

e Adaptation
= |dentify adaptation needs.

= Modify the questionnaire content, format, or visual presentation.
= Adapt design features.
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e Translation
= Find, select, and brief translators.
= Use existing or develop translation tools.
= Complete language harmonization.

e Instrument Technical Design
= Develop design specifications for instruments.
= Develop interface design and programming guidelines .
= Determine testing specifications.

e Interviewer Recruitment, Selection, and Training
= Recruit and hire interviewers.
= Select interviewer trainers.
= Create a training plan and identify training materials.

e Pretesting
= Determine the appropriate pretest method and design.

= Conduct a pilot study.
= Pretest the survey instrument with the target population.

e Data Collection
= Select the appropriate mode and develop procedures for that
mode.
= Establish a protocol for managing the survey sample.
= Manage data collection and guality control.

e Data Harmonization
= Determine a harmonization strategy.
= Use a systematic approach to harmonize variables.
= Compare and integrate information across data files.

e Data Processing and Statistical Adjustment
= Code survey responses and enter them into electronic form.
= Edit and clean data.
= Develop survey weights.

e Data Dissemination
= Preserve key data and documentation files.
»= Produce public- and restricted-use data files.
= Prepare final data deliverables and reports.
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Appendix B

Funding sources

The source and flow of funding impact the structure of a cross-cultural survey.
Below are examples of how five large-scale, cross-cultural survey programs have
been funded. Please see the websites of these programs for further information.

e The European Social Survey [21] investigates the interaction between
Europe's changing institutions and the attitudes, beliefs, and behavior
patterns of its diverse populations using face-to-face interviews in over
30 countries throughout four rounds. Funding for the central
coordinating center has come from the European Commission's
Framework Programs and the European Science Foundation. National
scientific bodies have funded their own country’s data collection and
coordination.

e The International Social Survey Programme (ISSP) [22] investigates
current social science topics in each of 43 participating countries by
collecting self-administered questionnaires. Each survey organization
has funded all of its own costs. There are no central funds.

e Latinobarémetro [23] investigates social development with face-to-face
interviews in 18 Latin American countries occurring sporadically. Initial
funding came from the European Commission. There have been
several additional funding sources, including: international
organizations (e.g., Inter-American Development Bank, United Nations
Development Programme, World Bank), government agencies, and
private sector sources.

e The Survey of Health, Ageing, and Retirement in Europe [24]
investigates respondents in an aging population (50 and over) in 11
countries throughout three waves (2004, 2006-2007, and 2008-2009).
The European Union has funded the data collection under the
European Commission and funded the analyses under Advanced
Multidisciplinary Analysis of New Data on Ageing. The U.S. National
Institute on Aging has provided additional funding; other national
funding agencies provided support as well.

e The World Mental Health Surveys [25] investigate mental disorders
with face-to-face interviews in 28 countries since 2000. Funding for the
data collection and analysis coordinating centers has come from the
World Health Organization. Several additional funding sources have
included the U.S. National Institute of Mental Health, European
Commission, MacArthur Foundation, Robert Wood Johnson
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Foundation, World Health Organization, Pan American Health
Organization, various pharmaceutical companies, and governments of
the participating countries. Each participating country has had its own

source of funding.
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Appendix C

Organizational structures

Below are descriptions of the organizational structures that have been used on
three large-scale, cross-cultural survey programs. These examples are only
illustrative. Please visit the survey programs’ websites for more information about
their structure.

e FEuropean Social Survey [21]

The Central Coordinating Team is responsible for overseeing the
entire study. The Central Coordinating Team is in contact with the
Funders, the Scientific Advisory Board, the Specialist Advisory
Groups, and the National Coordinators/Survey Institutes.

The Scientific Advisory Board consists of representatives from each
participating country, two representatives from the European
Commission, and two representatives from the European Science
Foundation.

The Specialist Advisory Groups has separate teams with expertise
in question design, methods, sampling, and translation.

The National Coordinators/Survey Institutes have one director from
each country and one national survey organization from each
country. The survey organizations are chosen by their country’s
respective national academic funding body.

e Survey of Health, Ageing, and Retirement in Europe [3] [24]

The Coordinating Center oversees the entire study and reconciles
differences between Country Teams and Cross-national Working
Groups. The Coordinating Center is led by the Co-ordinator.
Members of the group are internationally-recognized experts in
their fields. The Co-ordinator receives additional support from
CentERdata, the Survey Research Center, the Centre for Survey
Research and Methodology, and the National Centre for Social
Research.

Country Teams and Cross-national Working Groups form a matrix
organizational structure. Country Teams are led by Country Team
Leaders. They are responsible for carrying out the study in their
respective country and select one national survey organization to
conduct the survey.

Cross-national Working Groups are led by Working Group Leaders.
There is a working group for each topic covered in the
guestionnaire, and each respective working group is responsible for
their topic’s module. Additionally, there are working groups for
methodological concerns. The Cross-National Working Groups are
set up so each country can have a topic-specialist in each working
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group, but it is not always the case that each country has expert in
that field.

The Advisory Panels are available if guidance is needed from those
with experience in a given area. There are Advisory Panels with
representatives from Survey Methodology and Quality Control, as
well as from the Health and Retirement Study, the English
Longitudinal Survey on Ageing, and the respective Countries.

e World Mental Health Surveys [17] [25]

The World Health Organization is invested in the objectives of this
survey and works closely with two study-level Principal
Investigators. These study-level researchers make many of the
ultimate decisions for the entire study. The World Health
Organization is in contact with the Data Collection Coordination
Center and the Analysis Coordination Center.

The Data Collection Coordination Center is instrumental in writing
and implementing the specifications for pre-production and
production activities. The University of Michigan is the Data
Collection Coordination Center and its tasks include such activities
as selecting survey organizations, training interviewers, and
providing assistance during data collection.

The Analysis Coordination Center makes decisions regarding post-
production activities. Harvard University is the Analysis
Coordination Center.

The Working Groups are analysis teams that focus on one
particular aspect or analytic perspective of mental health. Each
Working Group is led by a Chair. Examples of focal topics include
the following: ADHD, drug dependence, gender, social class,
suicide, and personality disorders. The Working Groups are in
contact with the Analysis Coordination Center and the Principal
Investigators from each country.

The Principal Investigators from each country oversee their
respective country’s survey.

The Data Collection Organizations are the survey organizations
within each country that carry out the field operations.
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Adaptation

Audit trail

Bias

Cluster

Coding

Comparability

Complex survey
data (or designs)
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Changing existing materials (e.g., management plans,
contracts, training manuals, questionnaires, etc.) by
deliberately altering some content or design component to
make the resulting materials more suitable for another
socio-cultural context or a particular population.

An electronic file in which computer-assisted and Web
survey software captures paradata about survey questions
and computer user actions, including times spent on
guestions and in sections of a survey (timestamps) and
interviewer or respondent actions while proceeding
through a survey. The file may contain a record of
keystrokes and function keys pressed, as well as mouse
actions.

The systematic difference over all conceptual trials
between the expected value of the survey estimate of a
population parameter and the true value of that parameter
in the target population.

A grouping of units on the sampling frame that is similar on
one or more variables, typically geographic. For example,
an interviewer for an in person study will typically only visit
only households in a certain geographic area. The
geographic area is the cluster.

Translating nonnumeric data into numeric fields.

The extent to which differences between survey statistics
from different countries, regions, cultures, domains, time
periods, etc., can be attributable to differences in
population true values.

Survey datasets (or designs) based on stratified single or
multistage samples with survey weights designed to
compensate for unequal probabilities of selection or
nonresponse.
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Consent
(informed
consent)

Contact rate

Contract

Cooperation rate

Coordinating
center

Disposition code

Editing

Imputation

ltem
nonresponse,
item missing
data
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A process by which a sample member voluntarily confirms
his or her willingness to participate in a study, after having
been informed of all aspects of the study that are relevant
to the decision to participate. Informed consent can be
obtained with a written consent form or orally (or implied if
the respondent returns a mail survey), depending on the
study protocol. In some cases, consent must be given by
someone other than the respondent (e.g., an adult when
interviewing children).

The proportion of all elements in which some responsible
member of the housing unit was reached by the survey.

A legally binding exchange of promises or an agreement
creating and defining the obligations between two of more
parties (for example, a survey organization and the
coordinating center) written and enforceable by law.

The proportion of all elements interviewed of all eligible
units ever contacted.

A research center that facilitates and organizes cross-
cultural or multi-site research activities.

A code that indicates the result of a specific contact
attempt or the outcome assigned to a sample element at
the end of data collection (e.g., noncontact, refusal,
ineligible, complete interview).

Altering data recorded by the interviewer or respondent to
improve the quality of the data (e.g., checking consistency,
correcting mistakes, following up on suspicious values,
deleting duplicates, etc.). Sometimes this term also
includes coding and imputation, the placement of a
number into a field where data were missing.

A computation method that, using some protocol, assigns
one or more replacement answers for each missing,
incomplete, or implausible data item.

The lack of information on individual data items for a
sample element where other data items were successfully
obtained.
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Interface design

Mean Square
Error (MSE)

Mode

Noncontact

Nonresponse

Outcome rate

Overrun

Paradata

Pilot study
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Aspects of computer-assisted survey design focused on
the interviewer’s or respondent’s experience and
interaction with the computer and instrument.

The total error of a survey estimate; specifically, the sum
of the variance and the bias squared.

Method of data collection.

Sampling units that were potentially eligible but could not
be reached.

The failure to obtain measurement on sampled units or
items. See unit nonresponse and item nonresponse.

A rate calculated based on the study’s defined final
disposition codes that reflect the outcome of specific
contact attempts before the unit was finalized. Examples
include response rates (the number of complete interviews
with reporting units divided by the number of eligible
reporting units in the sample.), cooperation rates (the
proportion of all units interviewed of all eligible units ever
contacted), refusal rates (the proportion of all units in
which a housing unit or respondent refuses to do an
interview or breaks-off an interview of all potentially eligible
units), and contact rates (the proportion of all units are
reached by the survey).

The exceeding of costs estimated in a contract.

Empirical measurements about the process of creating
survey data themselves. They consist of visual
observations of interviewers, administrative records about
the data collection process, computer-generated measures
about the process of the data collection, external
supplementary data about sample units, and observations
of respondents themselves about the data collection.
Examples include timestamps, keystrokes, and interviewer
observations about individual contact attempts.

A guantitative miniature version of the survey data
collection process that involves all procedures and
materials that will be used during data collection. A pilot
study is also known as a “dress rehearsal” before the
actual data collection begins.
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Pretesting

Primary
Sampling Unit
(PSU)

Quality

Quality
assurance

Quality audit

Quality control

Quality
management
plan

Refusal rate

Response rate
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A collection of techniques and activities that allow
researchers to evaluate survey questions, questionnaires
and/or other survey procedures before data collection
begins.

A cluster of elements sampled at the first stage of
selection.

The degree to which product characteristics conform to
requirements as agreed upon by producers and clients.

A planned system of procedures, performance checks,
quality audits, and corrective actions to ensure that the
products produced throughout the survey lifecycle are of
the highest achievable quality. Quality assurance planning
involves identification of key indicators of quality used in
quality assurance.

The process of the systematic examination of the quality
system of an organization by an internal or external quality
auditor or team. It assesses whether the quality
management plan has clearly outlined guality assurance,
quality control, corrective actions to be taken, etc., and
whether they have been effectively carried out.

A planned system of process monitoring, verification, and
analysis of indicators of quality, and updates to quality
assurance procedures, to ensure that quality assurance
works.

A document that describes the quality system an
organization will use, including guality assurance and
quality control techniques and procedures, and
requirements for documenting the results of those
procedures, corrective actions taken, and process
improvements made.

The proportion of all units of all potentially eligible
sampling units in which a respondent sampling unit
refuses to do an interview or breaks off interviews of all
potentially eligible sampling units.

The number of complete interviews with reporting units
divided by the number of eligible reporting units in the
sample.
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Restricted-use
data file

Sample design

Sample element

Sampling frame

Sampling units

Secondary
Sampling Unit
(SsuV)

Strata (stratum)
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A file that includes information that can be related to
specific individuals and is confidential and/or protected by
law. Restricted-use data files are not required to include
variables that have undergone coarsening disclosure risk
edits. These files are available to researchers under
controlled conditions.

Information on the target and final sample sizes, strata
definitions and the sample selection methodology.

A selected unit of the target population that may be eligible
or ineligible.

A list or group of materials used to identify all elements
(e.g., persons, households, establishments) of a survey
population from which the sample will be selected. This list
or group of materials can include maps of areas in which
the elements can be found, lists of members of a
professional association, and registries of addresses or
persons.

Elements or clusters of elements considered for selection
in some stage of sampling. For a sample with only one
stage of selection, the sampling units are the same as the
elements. In multi-stage samples (e.g., enumeration areas,
then households within selected enumeration areas, and
finally adults within selected households), different
sampling units exist, while only the last is an element. The
term primary sampling units (PSUSs) refers to the sampling
units chosen in the first stage of selection. The term
secondary sampling units (SSUs) refers to sampling units
within the PSUs that are chosen in the second stage of
selection.

A cluster of elements sampled at the second stage of
selection.

Mutually exclusive, homogenous groupings of population
elements or clusters of elements that comprise all of the
elements on the sampling frame. The groupings are
formed prior to selection of the sample.
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Stratification

Survey lifecycle

Survey
population

Survey weight

Target
population

Task

Tender

Timestamps

Total Survey
Error (TSE)
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A sampling procedure that divides the sampling frame into
mutually exclusive and exhaustive groups (or strata) and
places each element on the frame into one of the groups.
Independent selections are then made from each stratum,
one by one, to ensure representation of each subgroup on
the frame in the sample.

The lifecycle of a survey research study, from design to
data dissemination.

The actual population from which the survey data are
collected, given the restrictions from data collection
operations.

A statistical adjustment created to compensate for
complex survey designs with features including, but not
limited to, unequal likelihoods of selection, differences in
response rates across key subgroups, and deviations from
distributions on critical variables found in the target
population from external sources, such as a national
Census.

The finite population for which the survey sponsor wants to
make inferences using the sample statistics.

An activity or group of related activities that is part of a
survey process, likely defined within a structured plan, and
attempted within a specified period of time.

A formal offer specifying jobs within prescribed time and
budget.

Timestamps are time and date data recorded with survey
data, indicated dates and times of responses, at the
guestion level and questionnaire section level. They also
appear in audit trails, recording times questions are asked,
responses recorded, and so on.

Total survey error provides a conceptual framework for
evaluating survey guality. It defines quality as the
estimation and reduction of the mean square error (MSE)
of statistics of interest.
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Unit
nonresponse

Variance

Working group
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An eligible sampling unit that has little or no information
because the unit did not participate in the survey.

A measure of how much a statistic varies around its mean
over all conceptual trials.

Experts working together to oversee the implementation of
a particular aspect of the survey lifecycle (e.g., sampling,
guestionnaire design, training, quality control, etc.)
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[I. Survey Quality

Sue Ellen Hansen, Grant Benson, Ashley Bowers, Beth-Ellen Pennell, Yuchieh Lin, and Benjamin
Duffey

Introduction

This chapter presents a quality framework for assessing quality in cross-cultural
surveys, followed by guidelines for managing and assessing quality throughout
the survey lifecycle.

In mono-cultural surveys, assessing the quality of survey data requires adequate
documentation of the entire survey lifecycle and an understanding of protocols
used to assure quality. In such surveys, there may be challenges to overcoming
methodological, organizational, and operational barriers to ensuring quality. For
example, a country may not have the infrastructure or an organization may not
have the means to implement a study entirely according to survey best practices.

In cross-cultural survey research, the challenges increase. Cross-cultural surveys
hinge on the comparability or equivalence of data across cultures. Moreover,
cross-cultural survey quality assessment procedures and criteria become more
complex with additional survey processes, such as adaptation and translation of
guestions and harmonization of data across multiple surveys (see Adaptation,
Translation, and Data Harmonization).

Figure 1 shows the survey production lifecycle as represented in these
guidelines. The lifecycle begins with establishing study structure (Study,
Organizational, and Operational Structure) and ends with data dissemination
(Data Dissemination). In some study designs, the lifecycle may be completely or
partially repeated. There might also be iteration within a production process. The
order in which survey production processes are shown in the lifecycle does not
represent a strict order to their actual implementation, and some processes may
be simultaneous and interlocked (e.g., sample design and contractual work).
Quiality and ethical considerations are relevant to all processes throughout the
survey production lifecycle. Survey quality can be assessed in terms of fitness for
intended use (also known as fithess for purpose [20]), total survey error, and the
monitoring of survey production process quality, which may be affected by survey
infrastructure, costs, respondent and interviewer burden, and study design
specifications.
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Figure 1. The Survey Lifecycle
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Quality Framework

The framework adopted by these guidelines for assuring and assessing quality is
informed by research on survey errors and costs and quality management, and
highlights three aspects of quality: total survey error ([14] [15]), fitness for
intended use ([9]; also known as “fitness for purpose” [20]), and survey process

quality ([4] [19] [23]).

Total survey error

The total survey error (TSE) paradigm is widely accepted as a conceptual
framework for evaluating survey data quality [2] [6]. TSE defines quality as the
estimation and reduction of the mean square error (MSE) of statistics of interest,
which is the sum of random errors (variance) and squared systematic errors
(bias). TSE takes into consideration both measurement (construct validity,
measurement error, and processing error)—i.e., how well survey questions
measure the constructs of interest—and representation (coverage error,
sampling error, nonresponse error, and adjustment error) [15]—i.e., whether one
can generalize to the target population using sample survey data. In the TSE
perspective, there may be cost-error tradeoffs, that is, there may be tension
between reducing these errors and the cost of reducing them.

With advances in computerized interviewing software and sample management
systems, data related to quality increasingly can be collected with survey data,
and can be used to measure various components of error. These include
paradata [4] [5], data from experiments embedded in a survey, and
supplementary data, such as nonresponse followup questions. Each of these
facilitates evaluation of survey data in terms of TSE.

Fitness for intended use

Biemer and Lyberg [4] argue that the TSE framework lacks a user perspective,
and that it should be supplemented by using a more modern quality paradigm—
one that is multidimensional and focuses on criteria for assessing quality in terms
of the degree to which survey data meet user requirements (fitness for intended
use). By focusing on fitness for intended use, study design strives to meet user
requirements in terms of survey data accuracy and other dimensions of quality
(such as comparability and timeliness). In this perspective, ensuring quality on
one dimension (comparability) may conflict with ensuring quality on another
dimension (timeliness); and there may be tension between meeting user
requirements and the associated cost of doing so on one or more dimensions.
There are a number of multidimensional quality frameworks in use across the

world (see, for example, [5] [7] [16] [27] [28]).
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Table 1 shows seven dimensions that are often used to assess the quality of
national official statistics in terms of both survey error and fitness for use:
comparability, relevance, accuracy, timeliness and punctuality, accessibility,
interpretability, and coherence. In this framework, TSE may be viewed as being
covered by the accuracy dimension.

Table 1. Dimensions of Quality

Quality Dimension Description

Are the data from different countries or cultures comparable to each

Comparability other (equivalent)?

Do the data form a coherent body of information that can be

Coherence rearranged or combined with other data?
Relevance Do the data meet the requirements of the client and users?

Are the data describing the phenomena that they were designed to
Accuracy measure; that is, are the survey estimates close to the true values of

the population parameters they are meant to measure?

How much time has elapsed between the end of the data collection
and when the data are available for analysis? Are the data available
when expected, based on client specifications?

Timeliness and
punctuality

Accessibility Can users easily obtain and analyze the data?

Do the data make sense in terms of users’ hypotheses? Are

. supplementary data available to facilitate analysis, e.g., data that
Interpretability describe the major characteristics and structure of the data (metadata)
as well as data about the survey processes (paradata)?

Cost, burden, professionalism, and design constraints are factors that may also
affect fitness for use on these dimensions:

e Cost — are monetary resources optimized?
e Burden — are interviewer and respondent burden minimized?

e Professionalism — are staff provided with clear behavioral guidelines
and professional training, are there adequate provisions to ensure
compliance with relevant laws, and is there demonstration that
analyses and reporting have been impartial?

e Design Constraints — are there context-specific constraints on survey
design that may have had an impact on quality (for example, using a
different mode of interview in one culture than in others)?

The aim is to optimize costs, minimize burden and design constraints where
appropriate—based on the need to be sensitive to local survey contexts, and to
maximize professionalism. Figure 2 shows the dimensions of quality and factors
that affect quality in terms of fitness for use (see [3] [5] [7] [16] [27] [28] for
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examples of dimensions of quality used by statistical agencies). It also shows the
accuracy dimension in terms of TSE [2] [14] [15].

Figure 2. Fitness for Intended Use (Quality Dimensions) and
Total Survey Error (Accuracy Dimension)

Fitnessfor Intended Use

Cost Total Survey Error
Burden
Professionalism
Design Constraints L. -
B Construct Validity
Comparability
Measurement
Measurement Error
Coherence
Processing Error
Relevance
Coverage Error
Accuracy
. . Sampllng Error Representation
Timeliness
Nonresponse Error
Accessibility
- Adjustment Error -
Interpretability

The dimensions of quality (comparability, coherence, relevance, accuracy, and
so on) and factors that may have an impact on quality (cost, burden,
professionalism, and design constraints) apply to all surveys. However, in a
cross-cultural context, challenges increase:

e The quality dimensions of coherence and comparability are the
raison d’étre for cross-national and cross-cultural survey research.
Fitness for intended use cannot be met without quality on these
dimensions.

e Relevance may be harder to achieve in comparative research, in that
decisions have to be made about what level of relevance to aim for
with a standardized survey across many cultures and countries.

e Accuracy in terms of TSE may be difficult to estimate consistently
across cross-cultural surveys.
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e Timeliness and punctuality may be a challenge in cross-national
research; for example, data collection may occur in vastly different
climates or with varying organizational infrastructures (see Data
Collection).

e Accessibility in the cross-national context can mean more than simply
making survey data publicly available, particularly in majority countries,
where it also may be necessary to include capacity building or data
user training to make the data truly accessible to local users. Country-
level data access laws and regulations may also come into play (see
Data Dissemination).

e Interpretability of data may be difficult without metadata
documentation about the data that would facilitate comparison across
cross-cultural surveys (see Data Dissemination).

Appendix A highlights recommendations from specific chapters in these
guidelines in relation to dimensions of quality.

Survey process quality

Fitness for intended use provides a general framework for assessing the quality
of cross-cultural surveys, and defines the essential dimensions of quality, one of
which is accuracy (TSE). A third approach to quality monitoring and assessment
is survey process quality management, and the notion of continuous process
improvement ([15]).This approach focuses on quality at three levels: the
organization, the process, and the product [18]. Quality products cannot be
produced without quality processes, and having quality processes requires an
organization that manages for quality.

A focus on survey production process quality requires the use of quality
standards and collection of standardized study metadata, question metadata,
and process paradata [7]. Figure 3 shows the elements of survey process quality
management that allow users to assess the quality of processes throughout the
survey lifecycle: quality assurance, quality control [17] [18], and a quality profile
[4] [11].These are discussed further in the guidelines below.

Cross-cultural survey organizations may vary in what cost-quality tradeoffs they
can make, as well as processes they generally monitor for quality purposes.
However, if each organization reaches a minimum standard through adherence
to the quality guidelines of the study’s coordinating center, the coordinating
center can assess the quality of each survey based on quality indicators
(paradata) from each organization, and create a quality profile that allows users
to assess survey data quality and comparability across cultures. Appendix B
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summarizes for each chapter examples of elements of quality planning and
assurance, quality monitoring and control, and a quality profile.

Figure 3. Survey Process Quality Management

Quality Planning & Quality Monitoring &
Assurance: Inputs Control: Measures &

Elements of a
Quality Profile

and Activities Reports
Regulations, standards, Monitoring quality Documentation of study
guidelines indicators design and process
protocols
Process analysis Statistical process
control Final indicators of
Process improvement process quality
plan Process analysis
Final indicators of survey
Quality indicators and Recommended corrective statistic quality, focusing
checklists actions on potential sources of
error
uality management plan Recommended
preventive actions Data user satisfaction
Performance index
measurement analysis Updates to standards,
best practices, and Lessons learned
Quality audits quality management plan

Recommendations for
Recommendations for quality improvement
quality improvement

Updates to standards,
best practices, and
quality management plan
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Guidelines

Goal: To ensure the guality of survey production processes and consequently
the survey data throughout the survey lifecycle, as well as clear and
comprehensive documentation of study methodology, and to provide indicators of
process and data quality.

1. Develop a sustainable guality management plan.

Rationale

Developing planned, systematic guality assurance (Guideline 2) and quality
control (Guideline 3) activities helps ensure that the study and survey data
meet client and user requirements. It also facilitates development of a quality
profile (Guideline 4), which should document survey methodology, key
indicators of quality, lessons learned, and recommendations for improvement.

Procedural Steps

e Review available cross-cultural survey standards and best practices for
ensuring the quality of survey processes, survey data, and documentation
(such as these guidelines).

e Review existing guality profiles (Guideline 4) and lessons learned from
other studies. Use standardized quality profiles and protocols to establish
sustainable quality management.

e Review study requirements for quality assurance and guality control.
These may be developed at the study design stage by the coordinating
center, the survey organization, or both.

e Review study goals and objectives, required products and deliverables,
and study timeline and budget.

e Review country-specific regulations and legislation relevant to conducting
survey research.

e Through analysis of the processes in the survey lifecycle (process
analysis) [1], identify characteristics of survey products (e.g., coded data)
that could vary during the processes (e.g., verification failures). For
example,
= Use tools to analyze a process, to determine what steps in the process

need to be monitored to ensure quality, and to identify quality
indicators to monitor [1]. Examples of tools used to analyze processes
are:
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e Cause and effect diagrams (“fishbone” diagrams).
e Flow charts.

Identify key indicators of the quality of the product(s) of the process, in
terms of TSE and other dimensions of quality, as well as factors such
as cost, burden, and the risk of not meeting quality requirements. See
Appendix A for examples of survey quality indicators as they relate to
TSE and the fitness for use quality dimensions (see Quality
Framework).

If possible, use such indicators to determine whether the process is
stable or in control; that is, is variation on a key indicator due to
randomness alone? This can be done using paradata from similar
studies the organization has conducted or is conducting, or from pilot
studies.

Define measurement and reporting requirements for use during quality
assurance (see Guideline 2) and quality control (see Guideline 3), and
determine who would be responsible for ensuring that quality
assurance and quality control activities are carried out.

Assess whether these requirements can be met through current
procedures and systems, and with currently collected paradata; and if
not, develop a process improvement plan.

Create cost/error tradeoff decision rules about how to alter the features
of the study design if the goals are not met.

e Use quality planning tools to help determine what performance analyses
and assessments should be used. For example,

A cost-benefit analysis of potential quality management procedures
and activities; that is, evaluating their benefits in relation to the cost of
performing them relative to overall study costs.

Benchmarking, that is, comparing planned activities against those of
similar studies, and the outcomes of those activities, to form a basis for
performance measurement.

Statistical analysis of factors that may influence indicators of process
or product quality.

Cost of quality and cost of poor quality analyses.

e Develop a quality assurance plan, which could include (see Appendix B):

The process improvement plan.

Performance and product quality baselines.

Process checklists.

A training plan.

Recommended performance analyses and assessments (e.g., quality
assurance procedures for verifying interviews and evaluating
interviewer performance).

Required process guality audits, reviews, and inspections (e.g., review
of tapes of interviews to assess interviewer performance).
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e Develop a plan for continuous monitoring of processes to ensure that they
are stable and that products are meeting requirements (Quality Control;
see [1], Guideline 3, and Appendix B). Such a plan could include:
= The process improvement plan.
= Performance and product quality baselines.
= Quality indicators identified in process analysis and planning for
responsive design.

» Performance analyses and assessments to use to monitor processes.

= Tools to use to monitor processes and product quality, e.g., Pareto
charts and_statistical process control charts.

= Reports to prepare on performance measurement, such as interviewer
training certification.

e Develop procedures to ensure that throughout the survey lifecycle all
documentation, reports, and files related to quality planning and
assurance, quality monitoring and control, and process improvement are
retained. This facilitates preparing a quality profile for users of the
disseminated survey data (see Guideline 4 and Data Dissemination).

e Develop procedures for updating the guality management plan as needed
during the survey lifecycle.

Lessons Learned

e There are many quality management methodologies that survey
organizations may use that focus on the three levels of quality: product,
process, and organization; for example, Total Quality Management (TQM).
Discussion of such methodologies is beyond the scope of this chapter, but
experience has shown that they can help organizations manage for
quality.

e Developing a_guality management plan alone does not necessarily
guarantee quality. Other project management practices may also affect
guality. Many survey organizations and statistical agencies have
recognized the value of also adhering to professional project management
guidelines, such as those of the Project Management Institute (PMI) [26]
and the International Project Management Association (IPMA). Many have
certified project managers and follow professional project management
best practices that may affect quality, schedule, and costs, such as
developing risk management and communication plans. As with a quality
management plan, these can be critical to ensuring the quality of
processes and survey data.
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2. Perform quality assurance activities.

Rationale

Quality assurance is the planned procedures and activities (see Guideline 1)

an organization uses to ensure that the study meets process and product
quality requirements. It specifies ways in which quality can be measured.

Procedural Steps

For each process in the survey lifecycle, perform guality assurance

activities as outlined in the guality management plan, such as (see

Appendix B):

= Certification by the coordinating center that an organization’s study
design and quality standards meet study standards (see Study,
Organizational, and Operational Structure).

= Pretest consent protocols and forms to ensure comprehension (see
Ethical Considerations in Surveys).

Perform performance and product quality assessments. Examples are:

= Certification of interviewers after training (rate of certification, rate of
certification after follow-up training, etc.); that is, based on evaluation
of interviews (taped or monitored), determination that the interviewer is
ready to work on the study.

= Verification of coded questionnaires (rate of verification failures).

Generate indicators of quality for each assessment, based on baselines
established in quality planning (Guideline 1), and create reports on
performance and quality assessments, which can be used for both quality
monitoring and control (see Guideline 3), and documentation in a quality
profile (see Guideline 4).

Perform quality audits at key points in the survey lifecycle if study
guidelines for quality management require them. These generally are
structured independent reviews to determine whether activities comply
with study and organizational policies and procedures for managing
guality. They are intended to identify inefficiencies in processes, and to
make recommendations for reducing the cost of quality management and
increasing the quality of processes and products. In international studies,
these generally would be done by the survey organization, or an
independent local auditor.

Provide documentation for:
= Performance and quality assessments.
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= Recommended corrective actions and corrective actions taken.

= Updates to baselines.
= Changes to quality assurance plan.

3. Perform quality control activities.

Rationale

To ensure that standards and requirements are met, it is necessary to monitor
study processes and the products produced against predetermined baselines
and requirements, and continuously evaluate whether processes are stable
(in control) and guality requirements are being met [4] [17]. This may lead to
recommendations for preventing or minimizing error or inefficiencies, updates
to the guality management plan (see Guideline 1), and suggestions for
improving standards and best practices. The result is continuous process
improvement ([4] [17] [23]), through improved gquality assurance (see
Guideline 2) and improved quality monitoring and control.

As indicated in Figure 3, quality control is closely linked to quality assurance,
and the outputs of each feed into the other. Thus, in some respects, quality
control may be viewed as part of quality assurance. However, these are
separated in this chapter to make monitoring and controlling performance and
product quality an explicit part of quality management.

Procedural Steps

e Perform quality monitoring and control activities as outlined in the guality

management plan, such as (see Appendix A for examples):

= Monitor process quality indicators (see Guideline 1).

= Analyze and report on results of quality assurance activities, such as
interviewer training certification, data entry verification, checking that a
process met specifications, etc.

= In accordance with the quality management plan (see Guideline 1),
generate charts and graphs to monitor processes. Examples of such
tools are [1]:
e Pareto chart
e Statistical process control chart

e Perform process analysis (see Guideline 2) if quality requirements are not
being met.

e Determine whether there is a need to:
= Recommend corrective actions.
= Modify the process improvement plan.
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= Modify the quality management plan.

e Provide documentation for:
= Performance and quality assessments.
= Recommended corrective actions and corrective actions taken.
= Updates to baselines.
= Changes to the quality management and quality assurance plans.

Lessons learned

e Some organizations have used guality control techniques to monitor
survey data collection processes and adapt study designs when guality
goals are not met. This is known as adaptive or responsive survey design

[13].

4. Create a quality profile

Rationale

A quality profile (also known as a quality report) synthesizes information from
other sources, documenting survey methodology used throughout the survey
lifecycle, providing indicators of process and data quality (sampling and
nonsampling errors), corrective actions taken, lessons learned, and
recommendations for improvement and further research. It provides the user
all information available to help assess data quality in terms of fitness for
intended use, total survey error, and other factors (see Framework above).
See [9] for an example of guidelines for such reports, [10], [11], and [29] for
examples of quality profiles, and Appendix A for examples from chapters in
these guidelines.

Procedural Steps

e Document procedures and methodology used for key stages or processes
in the lifecycle (see_Appendix B). For example, for sample design this
would include:
= Time dimension of design (e.g., one time cross sectional, fixed or
rotating panel)

= Target and survey population definitions, including inclusion/exclusion
criteria.

= Sampling frame(s) descriptions.

= Maps and protocol used in field listing.

= Description of all stages of selection, including sample sizes,
stratification, clustering, oversampling and number of replicates fielded
at each stage.
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= Documentation of procedures to determine probabilities of selection
and weights for each stage of selection.

= Tables of the precision of the estimates of key survey statistics.

= (If necessary), descriptions of substitution procedures.

For each process documented, this should include

= Quality assurance procedures.

= Quality control procedures.

= Corrective actions taken.

e Provide key indicators of quality for all dimensions of quality (see [9] and
Appendix B), some of which can be collected during data collections,
others afterwards. They include:
= Comparability.
= Coherence.
= Relevance.
= Accuracy (see Quality Framework), including

e Measurement error

Processing error

Coverage error

Sampling error

Nonresponse error
e Adjustment error

= Timeliness and punctuality.

= Accessibility.

* Interpretability.

e Document lessons learned and make recommendations for improvement
in studies of the same design, and, if possible, make recommendations for
methodological research that could inform design of similar studies in the
future. Such information would be useful for the study’s coordinating
center and national survey agencies, but also researchers and
organizations interested in conducting similar studies.
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The following table lists recommendations from individual chapters in these
guidelines that are related to the dimensions of quality. Also included are
examples of indicators of quality adapted from Eurostat’s standard quality

indicators [12].

Quality Dimension

Guidelines

Comparability

To ensure as much as possible, that observed data
from different countries or cultures are comparable
(equivalent).

Indicators:

Time

= The differences, if any, in concepts and
methods of measurements between last and
previous reference period

= Adescription of the differences, including an
assessment of their effect on the estimates

Geographical

= All differences between local practices and
national standards (if such standards exist)

= An assessment of the effect of each reported
difference on the estimates

Domains

= Adescription of the differences in concepts and
methods across cross-cultural surveys (e.g., in
classifications, statistical methodology,
statistical population, methods of data
manipulation, etc.)

=  An assessment of the magnitude of the effect of
each difference

Establish minimum criteria for inclusion in a cross-
national survey dataset, if applicable, as follows:

Minimize the amount of undue intrusion by ensuring
comparable standards when appropriate (based on
differences in local survey contexts) for informed
consent and resistance aversion effort, as well as
other potentially coercive measures such as large
respondent incentives (see Ethical Considerations in

Surveys).

Define comparable target populations and verify that

the sampling frames provide adequate coverage to
enable the desired level of generalization (see

Sample Design).

Minimize the amount of measurement error
attributable to survey instrument design, including
error resulting from context effects, as much as
possible (see Instrument Technical Design).

Minimize or account for the impact of language
differences resulting from potential translations (see
Translation and Adaptation).

Minimize the effect interviewer attributes have on the
data through appropriate recruitment, selection, and
case assignment; minimize the effect that
interviewer behavior has on the data through formal
training (see Interviewer Recruitment, Selection, and

Training).

Identify potential sources of unexpected error by
implementing pretests of translated instruments or
instruments fielded in different cultural contexts (see

Pretesting).

Reduce the error associated with nonresponse as
much as possible (see Data Collection for a
discussion of nonresponse bias and methods for

increasing response rates).

Minimize the effect that coder error has on the data
through appropriate coder training (see Data
Processing and Statistical Adjustment).
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Quality Dimension

Guidelines

(Comparability)

If possible, provide a crosswalk between survey
instruments fielded at different times or for different
purposes, but using the same questions, to facilitate
analysis and post-survey gquality review (see Data
Dissemination).

Coherence

To ensure that the data can be combined with other
statistical information for various, secondary
purposes.

Indicators:

= A description of every pair of statistics
(statistical unit, indicator, domain, and
breakdown) for the survey(s) that should be
coherent

= A description of any of the differences that are
not fully explained by the accuracy component.

= A description of the reported lack of
coherence, for specific statistics

Create a clear, concise description of all survey
implementation procedures to assist secondary
users. The Study, Organizational, and Operational
Structure chapter lists topics which should be
included in the study documentation; there are also
documentation guidelines within each chapter.

Provide data files in all the major statistical software
packages and test all thoroughly before they are
made available for dissemination (see Sample
Design, and Data Dissemination).

Designate resources to provide user support and
training for secondary researchers (see Data
Dissemination).

See Data Harmonization for a discussion of the
creation of common measures of key economic,
political, social, and health indicators.

Relevance

To ensure that the data meet the needs of the client
or users.

Indicators:

= Adescription of clients and users

= A description of users' needs (by main groups
of users)

= An assessment of user satisfaction

Clearly state the study's goals and objectives (see
Study, Organizational, and Operational Structure).

Conduct a competitive bidding process to select the
most qualified survey organization within each
country or location (see Tenders, Bids, and

Contracts).

While designing the questionnaire, ensure all survey
questions are relevant to the study objectives (see
Questionnaire Design).

Construct the data file with a data dictionary of all
variables in the selected element data file, with all
variable names and an accompanying description
which are relevant to the study objectives (see
Sample Design).

Accuracy

To ensure that the data describe the phenomena
they were designed to measure. This can be
assessed in terms of Mean Square Error (MSE).

Pretest all the versions of the survey instrument to
ensure that they adequately convey the intended
research questions and measure the intended
attitudes, values, reported facts and/or behaviors

(see Pretesting).
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Quality Dimension

Guidelines

(Accuracy)
Indicators:
Measurement error:

= Adescription of the methods used to assess
measurement errors (any field tests,
reinterviews, split sample experiments, or
cognitive laboratory results, etc.)

= A description of the methods used to reduce
measurement errors

= Average interview duration

= An assessment of the effect of measurement
errors on accuracy

Processing Error:
= Adescription of the methods used to reduce

processing errors

= Adescription of the editing system

= The rate of failed edits for specific variables.

= The error rate of data entry for specific
variables and a description of estimation
methodology

= The error rate of coding for specific variables
and a description of the methodology followed
for their estimation

= Adescription of confidentiality rules and the
amount of data affected by confidentiality
treatment

Coverage error:
= A description of the sampling frame

= Rates of over-coverage, under-coverage, and
misclassification broken down according to the
sampling stratification

=  Adescription of the main misclassification and
under- and over-coverage problems
encountered in collecting the data

= A description of the methods used to process
the coverage deficiencies

Sampling error:

= Type of sample design (stratified, clustered,
etc.)

= Sampling unit at each stage of sampling

=  Stratification and sub-stratification criteria

=  Selection schemes

=  Sample distribution over time

=  The effective sample size

= Coefficients of variation of estimates and a
description of the method used to compute
them (including software)

= An assessment of resulting bias due to the
estimation method

Survey Quality
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In order to reliably project from the sample to the
larger population with known levels of
certainty/precision, use probability sampling (see

Sample Design).

Provide a report on each variable in the dataset of
selected elements to check correct overall sample
size and within stratum sample size, distribution of
the sample elements by other specific groups such
as census enumeration areas, extreme values,

nonsensical values, and missing data (see Sample

Design).

If possible, assess accuracy by looking at the
differences between the study estimates and any
available “true” or gold standard values (see Data

Collection).
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Quality Dimension

Guidelines

(Accuracy)

Nonresponse error:

=  Unit nonresponse rate

= |dentification and description of the main
reasons for nonresponse (e.g., hon-contact,
refusal, unable to respond, non-eligible, other
nonresponse)

= A description of the methods used for
minimising nonresponse

= Item nonresponse rates for variables

= A description of the methods used for
imputation and/or weighting for nonresponse

= Variance change due to imputation

=  An assessment of resulting bias due to
nonresponse

Model assumptions error:

= A description of the models used in the
production of the survey'’s statistics

= A description of assumptions used on which the
model relies

= Adescription of any remaining (unaccounted
for) bias and variability which could affect the
statistics

Timeliness and punctuality

To ensure that the data are available for analysis
when they are needed.

Indicators:

= The legal deadline imposed on respondents

= The date the questionnaires were sent out

= Starting and finishing dates of fieldwork

= Dates of processing

= Dates of guality checks

=  The dates the advance and detailed results
were calculated and disseminated

= If data is transmitted later than required by
regulation or contract, the average delay in
days or months in the transmission of results
with reference to the legal deadline

= If data are transmitted later than required by
regulation or contract, the reasons for the late
delivery and actions taken or planned for the
improving timeliness

Time data collection activities appropriately (see
Data Collection, and Pretesting).

Create a study timeline, production milestones, and
deliverables with due dates (see Study
Organizational, and Operational Structure).
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Quality Dimension

Guidelines

Accessibility

To ensure that the data can easily be obtained and
analyzed by users.

Indicators:

= A description of how to locate any
publication(s) based on analysis of the data

»= Information on what results are sent to
reporting units included in the survey

»= Information on the dissemination scheme for
the results

= Alist of variables required but not available for
reporting

= Reasons why variables are not available

Save all data files and computer syntax from the
preferred statistical software package needed during
sample design process in safe and well labeled
folders for future reference and use (see Sample

Design).

Establish procedures early in the survey lifecycle to
insure that all important files are preserved (see
Data Dissemination).

Test archived files periodically to verify user
accessibility (see Data Dissemination).

Create electronic versions of all project materials
whenever feasible (see Data Dissemination).

Produce and implement procedures to distribute
restricted-use files, if applicable (see Data

Dissemination).

Interpretability

To ensure that supplementary metadata and
paradata are available to analysts.

Indicator:

e A copy of any methodological documents
relating to the statistics provided

At the data processing stage of the study, create a
codebook that provides question-level metadata
matched to variables in the dataset. Metadata
include variable names, labels, and data types, as
well as basic study documentation, question text,
universes (the characteristics of respondents who
were asked the question), the number of
respondents who answered the question, and
response frequencies or statistics (see Sample
Design and Data Processing and Statistical

Adjustment).

Collect and make available process data collected
during data collection, such as timestamps,
keystrokes, and mouse actions (“paradata”) (see
Instrument Technical Design).
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Appendix B

The following table summarizes recommended elements of process quality
management relevant to each chapter in these guidelines. These are meant to
reflect quality management at two levels: (1) the overall study level; and (2) the
national organization level. It is not meant to convey that all elements listed
should be part of a study’s design, but to provide examples and to help guide the
development of specifications for quality management for a study.

If possible, the study’s quality profile (quality report) would include a summary of
each organization’s performance, based on standardized quality indicators. It
also would include lessons learned and recommendations for improvement.

Where possible, examples are taken from the individual chapters in these
guidelines. Not all chapters have specific measures for monitoring and controlling
quality. Even without clear individual rates or measures of quality, there often
may be reports on guality assurance activities that facilitate assessing quality.

Guidelines Quality Planning Quality Monitoring | Elements of Quality
Chapter and Assurance — and Control - Profile
Inputs and Measures and
Activities Reports
Study, Inputs = Monitor budget, costs, = Study goals and
Organizational, = Study goals and and timeline for each objectives
and Operational objectives country = Documentation and
Structure = Country-specific formatting requirements
legislation on = All study
conducting survey implementation
research procedures
= Leadership, roles, and = Documentation of
responsibilities modifications to study
= Timeline protocol
= Deliverables = Summary of each
= Quality standards organization’s
= Budget performance
Activities

= Create framework and
structure of responsi-
bilities and tasks

= Arrange regular
meetings of working
group and team leaders

= Develop communication
flowchart

= Develop quality
management plan and

identify quality profile
elements

= Implement a certifi-
cation process to check
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Guidelines Quality Planning Quality Monitoring | Elements of Quality
Chapter and Assurance — and Control - Profile
Inputs and Measures and
Activities Reports
study design and quality
standards
Ethical Inputs = Report on staff = Description of voluntary

Considerations in
Surveys

= Standards for ethical
and scientific conduct

= Local and national
human subject
regulations and
legislation

= Ethical guidelines in
project management
and human resource
management

= Voluntary informed
consent protocol and
procedures

= Procedures for ethics
training of project staff

= Comprehensive plan for
protection of

confidentiality

Activities
= Review and apply
ethical standards, best
practices, and relevant
regulations and
legislation in designing
study and collecting and
disseminating survey
data
Develop and apply
knowledge of local
customs and norms
relevant for designing
culturally-sensitive
survey protocols
= Pretest consent protocol
and forms to ensure
comprehension
= Translate consent
protocols and forms
according to best
practices for translation
= Assess respondent
burden (overall and by
subgroup, if
appropriate)
= Train project staff on
ethics
Have project staff sign
pledge of confidentiality
Complete ethics review
submission and
maintain documentation

completion of ethics
training

Review the
implementation of
informed consent
procedures (percent of
cases reviewed, percent
of cases failing to follow
procedures, actions
taken, etc.)

Report on interview
falsification (percent of
cases reviewed, percent
of reviewed cases
falsified, subsequent
actions taken, etc.)
Report on any actual or
potential breaches of
confidentiality, security,
or other adverse event,
including any resulting
changes to study
protocol

Report on any failures
of statistical disclosure
control

consent and
confidentiality
procedures
Copies of materials
provided to respondents
as part of informed
consent process
Summary of
respondent burden
assessment
= Description of ethics
training for project staff
= Summary of ethics
committee review
Summary of review of
recorded interviews
regarding the
implementation of
informed consent
procedures
= Summary of falsification
findings
= Summary of any
reported actual or
potential breaches of
confidentiality
Description of
disclosure analysis
methods and summary
of findings
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Guidelines
Chapter

(Ethical
Considerations in
Surveys)

Quality Planning

Quality Monitoring

Elements of Quality

and Assurance — and Control - Profile
Inputs and Measures and
Activities Reports

of submission materials
Review recorded
interviews and
monitoring to assure
adherence to informed
consent procedures
Monitor implementation
of confidentiality
protocols and
procedures

Perform audits to
determine adherence to
confidentiality protocols
and procedures
Securely store signed
pledges of
confidentiality and
consent forms

Maintain records of all
ethics review committee

correspondence
= Conduct verification to
detect possible
interview falsification
Conduct disclosure
analysis

Tenders, Bids, and
Contracts

Inputs

= Type of contract offered

= Study specifications

= Minimum guality
requirements and
evaluation criteria for
bids

Activities

= Prepare tender based
on study specifications

= Conduct competitive
bidding process within
each country

= Evaluate bids and
select a survey
organization in each
country

¢ Define progress
approval points
throughout the research

= Report on evaluation
scores of bidding
organizations

= Summary of process of
evaluating and selecting
bidding organizations

process
Sample Design Inputs = Estimate_coverage error | = Time dimension of

= Target and survey
population descriptions

= Sampling frame(s),
definitions, including
definitions of strata and

= Report on percentage of
duplicate and ineligible
sampling units on the
sampling frame(s)

= Produce tables/charts of

design (e.g., one time
cross sectional, fixed or
rotating panel)

= Target and survey
population definitions,
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Guidelines
Chapter

(Sample Design)

Quality Planning

Quality Monitoring

Elements of Quality

and Assurance — and Control - Profile
Inputs and Measures and
Activities Reports

sampling units, and any
updating of the frame
that was needed
Desired level of
precision overall and for
specific subgroups
Sample size based on
specified levels of
precision
Selection procedure(s)
and estimates of
probabilities of selection
at each stage
Field listing standard
procedures and
minimum requirements
of field listers
Unique, sample
identification codes for
each selected sampling
unit
= Data dictionary of
selected elements and
sampling units with
descriptive and distinct
variable names and
labels

Activities

= Produce, update and/or
clean sample frame(s),
as needed

Calculate sample size
Implement selection
procedure(s)

Create a unique,
sample identification
code for each selected
element or unit

= Arrange regular
meetings of working
group, project manager
and sampling
statistician

Conduct responsive
design plans to
minimize survey costs
and errors

paradata indicators that
serve as proxies of
survey costs and errors

= Alter the survey design
during data collection to
minimize costs and
errors

including inclusion/
exclusion criteria
Sampling frame(s)
descriptions

Examples of maps and
protocol used in field
listing

Description of all stages
of selection, including
sample sizes,
stratification, clustering,
oversampling and
number of replicates
fielded at each stage
Documentation of
procedures to
determine probabilities
of selection and weights
for each stage of
selection

Tables of the precision
of the estimates of key
survey statistics

(If necessary),
descriptions of
substitution procedures

Questionnaire

Inputs

= Report on modifications
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Guidelines
Chapter

Quality Planning
and Assurance —
Inputs and
Activities

Quality Monitoring
and Control —
Measures and
Reports

Elements of Quality
Profile

Design

= Research question

= Review of literature and
any relevant studies to
identify useful material

= Documentation
templates

= Documentation of origin
of any existing
questions or materials
to be considered for re-
use

Activities

= Create cross-cultural
and cross-competence
development team,
providing briefing,
training, and tools as
relevant

Determine design
approach

Create analysis plan
relating constructs,
indicators and question
topics

= Implement design steps

made to questions at
different stages

Adaptation

Inputs

= Source questionnaires
and any materials which
might be adapted

= Translated
guestionnaires and any
materials which might
be adapted

= Documentation
templates as relevant

= Guidelines on
adaptation goals and
more common forms

= Briefing and training of
team as necessary

= Delivery schedule and
required outputs

Activities

= Determine stage(s) at
which adaptation is
possible

= Create adaptation team
with skills suited for
whichever stage(s) are
envisaged

= Make adaptation
proposals with
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Guidelines
Chapter

Quality Planning
and Assurance —
Inputs and
Activities

Quality Monitoring
and Control —
Measures and
Reports

Elements of Quality
Profile

documented
justifications

= Conduct external review
of adaptation proposals
and their documentation

= Test adaptations for
targeted population(s)
and revise as relevant

= Adjudicate/sign-off on
adaptation decisions
and finalize
documentation

Translation

Inputs
= Source questionnaire

and any material to be
translated

Guidelines and
stipulations on
procedures to be
followed and on outputs
required (e.g., need for
documentation on
decisions)

Templates for
translation
development, as
relevant

Delivery schedule
including any further
refinements proposed
that relate to translation
(procedures such as
language
harmonization,
adaptation, pretesting
and any required

adjudication steps

Activities

= Create translation team,
briefing, training and
monitoring as relevant.

= Produce draft
translations, checking
translator output at an
early stage of
production

= Maintain documentation
at each stage

= Review and adjudicate
translations

= Pretest translations

Repeat any translation

refinement step as
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Guidelines Quality Planning Quality Monitoring | Elements of Quality
Chapter and Assurance — and Control - Profile

Inputs and Measures and

Activities Reports

needed
Instrument Inputs = Collect and report on = Instrument specification
Technical Design = Instrument specification quality metrics or guidelines

guidelines measures, such as: = Procedures for design

= Comprehensive design
evaluation plan,
including goals,
evaluation techniques,
and timeline

Quiality assurance
metrics (e.g.,
questionnaire and item
timings, review of
computer-assisted
application audit trails,
behavior/event codes)

Activities

= Provide clear instrument
specifications and/or
data dictionary

= Provide culture or
language-specific
adaptations of design
specifications

= Develop instrument
evaluation procedures
Perform and report on
design assessments

= Review quality
assurance metrics
reports

= Make recommendations
for improvement

= Questionnaire length
and section and item
timings

= Audit trails for
computerized
applications

= Behavior codes or
event codes based
on audio or video
recordings of
pretests or usability
tests

= Qualitative analysis
of cognitive and
usability testing (see
Pretesting)

= Heuristic evaluation
or expert review

evaluation

= Results of design
evaluations

= Documentation and
results of quality
assurance and quality
monitoring and control

Interviewer
Recruitment and
Training

Inputs
= Recruitment and

training timeline

= Minimum standards for
employment

= Study-specific
requirements (e.g.,
gender, language, etc.)

= Assessment tests

= Minimum interviewer
requirements checklist

= Criteria for dismissal or
follow-up training

= Standard certification
procedures

Activities

= Train trainers before
they train interviewers

= Complete checklist
during candidate

= Report on training
attendance

= Report on candidate
training certification
(including rates)

= Report on follow-up
training certification
(including rates)

= Employment criteria

= General and study-
specific training
documentation

= Certification procedures

= Certification rates for
training and follow-up
training
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Guidelines
Chapter

Quality Planning
and Assurance —
Inputs and
Activities

Quality Monitoring
and Control —
Measures and
Reports

Elements of Quality
Profile

screening

= Take attendance during
training

= Certify candidates

= Dismiss or retrain
candidates who fail
certification

= Maintain written records
of results of candidates’
certification tests

Pretesting

Inputs

= Pretesting plan,
including pretest goals,

evaluation techniques,
timeline, and budget

= Standard procedures for
staff training

Activities

= Provide staff training
and certification

= Review recordings of
focus groups and
cognitive interviews for
staff errors

= Provide retraining as
necessary

= Test for inter-coder
reliability if appropriate

= Monitor costs and
timeline

= Monitor staff error rates

= Test inter-coder
reliability

= Pretest procedures
documentation

= Pretest training
documentation

= Pretest findings, change
recommendations, and
changes made

= Staff error rates

Data Collection

Inputs

= Target outcome rates
(e.g., response, refusal,
noncontact), and
completion rates

= Target hours per
interview

= Recontact or reinterview
respondents

= Percentage of
interviewer cases to be
verified

= Verification questions

= Verification of case
disposition codes and
selected responses

= Interviewer performance
checklist

= Criteria for interviewer
dismissal or
supplementary training

Activities
= Establish a sample

= Overall, by key
respondent groups and
by interviewer, report
on:
= Screening rates

= Eligibility rates
= Response rates

Refusal rates
Noncontact rates
Completion rates
Hours per interview
Number of
completed interviews
= Report on interviewer
performance outcomes
= Develop a responsive
design based on
cost/error tradeoffs

= Documentation of
mode(s) of data
collection and the
protocol for determining
mode(s) to use

= Documentation of the
sample management
system

= Study materials

= Screening/respondent
selection procedures

= Number of completed
interviews, overall and
by mode

= Documentation of proxy
interview protocol

= Documentation of
respondent incentives,
and interviewer
incentive protocol

= Documentation of
techniques to maximize
response (e.g.,
prenotification,
recontact, and refusal
conversion protocol)
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Guidelines Quality Planning Quality Monitoring | Elements of Quality
Chapter and Assurance — and Control - Profile

Inputs and Measures and

Activities Reports

management system

= Review paper
coversheets and/or
guestionnaires

= Dismiss or retrain
interviewers with
substandard
performance

= Collect paradata
needed for statistical

= Outcome rates, overall
and by key respondent
groups

= Dates of data collection

= Interviewer monitoring
procedures and
outcomes

= Verification form(s) and
outcomes

= Any descriptions and

adjustment outcomes of validation
study (e.g.,
administrative record
check against survey
data)
Data Harmonization | Inputs = Report on analytic = Documentation of

= Standard codebook
specifications

= Standard procedures for
collecting and producing
national data files

= Comprehensive plan for
harmonization of cross-
cultural data files

= Procedures for testing
harmonized files with
knowledgeable users

Activities

= Create cross-cultural
monitoring team

= Periodically review
analytic results to allow
for changes in
harmonization rules

= Review end-user test
results

= Make recommendations
for harmonization
process improvement

results
= Report on user tests

specification and
procedures standards
= Documentation of
conversion and
harmonization decisions
= Results of user tests

Data Processing
and Statistical
Adjustment

Inputs
= Percent of manually

entered questionnaires
to be verified

= Criteria for data entry
staff dismissal or
supplementary training

= [tems to be coded

= Coding protocol
(manual or automatic)

= Percent of manually
coded cases to be
check coded

= Minimum acceptable

= Report on data entry
accuracy rate
= Test inter-coder

reliability

Key process statistics for
editing

= Edit failure rate

= Recontact rate

= Correction rate

Data processing
= Data coding and data

entry training
documentation

= Evaluation protocol for
data coding and data
entry staff and
outcomes

= [tems that were coded
or re-coded

= Coding reliability

= Data entry verification
protocol and outcomes

= Data editing protocol
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Guidelines Quality Planning Quality Monitoring | Elements of Quality
Chapter and Assurance — and Control - Profile

Inputs and Measures and

Activities Reports

inter-coder reliability

= Data editing protocol

= Appropriate statistical
software

= Appropriate statistical
adjustments (e.g.,
imputation, weights)

= Appropriate standard
error estimation

= Quality control
procedures for
calculation of statistical
adjustments and
variance estimation

Activities

= Train data entry and
data coding staff

= Verify data accuracy

= Develop coding

Statistical adjustment

= Rationale for assigning
sample identification
numbers

= Calculation of outcome
rates (e.g., response,
refusal, noncontact),
weighted and
unweighted

= Standard error
estimates

» Percent item missing
data

Where applicable:

» Imputation method(s)

= Generation of weight(s)
= Trimming of weight(s)

= Scaling of weight(s)

scheme(s) » Adjustment(s) for
= Assess inter-coder differential nonresponse
reliability = Poststratification
= Check outliers adjustment(s)
= Edit data
Data Dissemination | Inputs = Data archive test = Description and

= Procedures for testing
accessibility of archives
with knowledgeable
users

= Procedures for
electronic preservation
of files

= Procedures for testing
files with major
statistical packages

Activities

= Create electronic
versions of all files

= Provide data files in all
major statistical
software packages

= Designate resources to
provide user support
and training for
secondary researchers

= Review results of user
tests

reports

classification of target
users and their needs
Results of user
satisfaction
assessments
Summary of conditions
of access to data,
accompanying
documentation, and
user feedback
= Distribution reports
(dataset requests, Web
hits, downloads, etc.)
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Glossary

Accuracy

Adaptation

Adjudication

Adjustment Error

Audit trail

Auxiliary data

Bias
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The degree of closeness an estimate has to the true
value.

Changing existing materials (e.g., management plans,
contracts, training manuals, questionnaires, etc.) by
deliberately altering some content or design component
to make the resulting materials more suitable for another
socio-cultural context or a particular population.

The translation evaluation step at which a translation is
signed off and released for whatever follows next such
as pretesting or final fielding (see Translation). When all
review and refinement procedures are completed,
including any revisions after pretesting and copyediting,
a final signing off/adjudication is required. Thus, in any
translation effort there will be one or more signing-off
steps ("ready to go to client,” "ready to go to fielding
agency," for example).

Survey error (variance and bias) due to post data
collection statistical adjustment.

An electronic file in which computer-assisted and Web
survey software captures paradata about survey
guestions and computer user actions, including times
spent on questions and in sections of a survey
(timestamps) and interviewer or respondent actions
while proceeding through a survey. The file may contain
a record of keystrokes and function keys pressed, as
well as mouse actions.

Data from an external source, such as census data, that
is incorporated or linked in some way to the data

collected by the study. Auxiliary data is sometimes used
to supplement collected data, for creating weights, or in

imputation techniques.

The systematic difference over all conceptual trials
between the expected value of the survey estimate of a
population parameter and the true value of that
parameter in the target population.
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Bid

Cause and effect
diagram

Certification

Cluster

Codebook

Coding

Coefficient of
Variation (CV)
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A complete proposal (submitted in competition with
other bidders) to execute specified jobs within
prescribed time and budget, and not exceeding a
proposed amount.

A fishbone-structured diagram for a process, used as a
brainstorming tool to help understand or improve the
process. The main bone represents the process (e.qg.,
interviewer training), and bones coming off of the main
bone are pre-identified factors (e.g., training materials)
that may affect the quality of the process. From there
potential causes (lack of resources and time) and effects
(poor quality materials) can be discussed, and solutions
identified. Also known as a fishbone or Ishikawa
diagram.

Objective assessment of performance. Based on pre-
established criteria, the interviewer either meets the
requirements and may proceed to conduct the study
interview or does not meet the requirements and may
either be permitted to try again or be dismissed from the
study. Certification outcome should be documented and
filed at the data collection agency.

A grouping of units on the sampling frame that is similar
on one or more variables, typically geographic. For
example, an interviewer for an in person study will
typically only visit only households in a certain
geographic area. The geographic area is the cluster.

A document that provides question-level metadata that
is matched to variables in a dataset. Metadata include
the elements of a data dictionary, as well as basic study
documentation, question text, universe statements (the
characteristics of respondents who were asked the
guestion), the number of respondents who answered the
guestion, and response frequencies or statistics.

Translating nonnumeric data into numeric fields.

The ratio of the standard deviation of a survey estimate
and its mean value. Its purpose is to cancel the unit of
measurement and create a relative measure of variation
that facilitates comparisons across different statistics.
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Cognitive
interview

Comparability

Confidentiality

Consent
(informed
consent)

Construct validity

Contact rate

Contract

Context effects
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A pretesting method designed to uncover problems in
survey items by having respondents think out loud while
answering a question or retrospectively.

The extent to which differences between survey
statistics from different countries, regions, cultures,
domains, time periods, etc., can be attributable to
differences in population true values.

Securing the identity of, as well as any information
provided by, the respondent, in order to ensure to that
public identification of an individual participating in the
study and/or his individual responses does not occur.

A process by which a sample member voluntarily
confirms his or her willingness to participate in a study,
after having been informed of all aspects of the study
that are relevant to the decision to participate. Informed
consent can be obtained with a written consent form or
orally (or implied if the respondent returns a mail
survey), depending on the study protocol. In some
cases, consent must be given by someone other than
the respondent (e.g., an adult when interviewing
children).

The degree to which a survey question adequately
measures an intended hypothetical construct. This may
be assessed by checking the correlation between
observations from that question with observations from
other questions expected on theoretical grounds to be
related.

The proportion of all elements in which some
responsible member of the housing unit was reached by
the survey.

A legally binding exchange of promises or an agreement
creating and defining the obligations between two of
more parties (for example, a survey organization and
the coordinating center) written and enforceable by law.

The effect of question context, such as the order or
layout of questions, on survey responses.
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Conversion
process
Cooperation rate
Coordinating

center

Copyeditor

Coverage

Coverage error

Coversheet

Crosswalk
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Data processing procedures used to create harmonized
variables from original input variables.

The proportion of all elements interviewed of all eligible
units ever contacted.

A research center that facilitates and organizes cross-
cultural or multi-site research activities.

The person who reviews a text and marks up any
changes required to correct style, punctuation, spelling,
and grammar errors. In many instances, the copyeditor
may also make the corrections needed.

The proportion of the target population that is accounted
for on the sampling frame.

Survey error (variance and bias) that is introduced when
there is not a one-to-one correspondence between
frame and target population units. Some units in the
target population are not included on the sampling frame
(undercoverage), some units on the sampling frame are
not members of the target population (out-of-scope),
more than one unit on the sampling frame corresponds
to the same target population unit (overcoverage), and
one sampling frame unit corresponds to more than one
target population unit.

Electronic or printed materials associated with each
element that identify information about the element, e.g.,
the sample address, the unique identification number
associated with an element, and the interviewer to
whom an element is assigned. The coversheet often
also contains an introduction to the study, instructions
on how to screen sample members and randomly select
the respondent, and space to record the date, time,
outcome, and notes for every contact attempt.

A description, usually presented in tabular format, of all
the relationships between variables in individual data
files and their counterparts in the harmonized file.
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Data dictionary

Disclosure
analysis and
avoidance

Disposition code

Editing

Eligibility Rate

Ethics review
committee or
human subjects
review board

Fitness for
intended use
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A document linking the survey instrument
(questionnaire) with the dataset, or more abstract
guestion or variable-level metadata including question
identifiers (variable names and labels); response
category identifiers (value labels), and data types (e.g.,
F2.0, specifying that the response is a two-digit integer
with zero decimal places.

The process of identifying and protecting the
confidentiality of data. It involves limiting the amount of
detailed information disseminated and/or masking data
via noise addition, data swapping, generation of
simulated or synthetic data, etc. For any proposed
release of tabulations or microdata, the level of risk of
disclosure should be evaluated.

A code that indicates the result of a specific contact
attempt or the outcome assigned to a sample element at
the end of data collection (e.g., noncontact, refusal,
ineligible, complete interview).

Altering data recorded by the interviewer or respondent
to improve the gquality of the data (e.g., checking
consistency, correcting mistakes, following up on
suspicious values, deleting duplicates, etc.). Sometimes
this term also includes coding and imputation, the
placement of a number into a field where data were
missing.

The number of eligible sample elements divided by the
total number of elements on the sampling frame.

A group or committee that is given the responsibility by
an institution to review that institution's research projects
involving human subjects. The primary purpose of the
review is to assure the protection of the safety, rights
and welfare of the human subjects.

The degree to which products conform to essential

requirements and meet the needs of users for which
they are intended. In literature on quality, this is also
known as "fitness for use" and "fitness for purpose."
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Fixed panel
design

Flow chart

Focus group

Hours Per
Interview (HPI)

Imputation

ltem
nonresponse,
item missing data

Listing

Longitudinal
study

Majority country
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A longitudinal study which attempts to collect survey
data on the same sample elements at intervals over a
period of time. After the initial sample selection, no
additions to the sample are made.

A method used to identify the steps or events in a
process. It uses basic shapes for starting and ending the
process, taking an action, making a decision, and
producing data and documentation. These are
connected by arrows indicating the flow of the process.
A flow chart can help identify points at which to perform
quality assurance activities and produce indicators of
quality that can be used in guality control.

Small group discussions under the guidance of a
moderator, often used in qualitative research that can
also be used to test survey questionnaires and survey
protocols.

A measure of study efficiency, calculated as the total
number of interviewer hours spent during production
(including travel, reluctance handling, listing, completing
an interview, and other administrative tasks) divided by
the total number of interviews.

A computation method that, using some protocol,
assigns one or more replacement answers for each
missing, incomplete, or implausible data item.

The lack of information on individual data items for a
sample element where other data items were
successfully obtained.

A procedure used in area probability sample designs to
create a complete list of all elements or cluster of
elements within a specific set of geographic boundaries.

A study where elements are repeatedly measured over
time.

A country with low per capita income (the majority of
countries).
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Mean Square
Error (MSE)

Measurement

error

Metadata

Microdata

Mode

Noncontact

Nonresponse

Nonresponse bias

Nonresponse
error
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The total error of a survey estimate; specifically, the sum
of the variance and the bias squared.

Survey error (variance and bias) due to the
measurement process; that is, error introduced by the
survey instrument, the interviewer, or the respondent.

Information that describes data. The term encompasses
a broad spectrum of information about the survey, from
study title to sample design, details such as interviewer
briefing notes, contextual data and/or information such
as legal regulations, customs, and economic indicators.
Note that the term ‘data’ is used here in a technical
definition. Typically metadata are descriptive information
and data are the numerical values described.

Nonaggregated data that concern individual records for
sampled units, such as households, respondents,
organizations, administrators, schools, classrooms,
students, etc. Microdata may come from auxiliary
sources (e.g., census or geographical data) as well as
surveys. They are contrasted with macrodata, such as
variable means and frequencies, gained through the
aggregation of microdata.

Method of data collection.

Sampling units that were potentially eligible but could
not be reached.

The failure to obtain measurement on sampled units or
items. See unit nonresponse and item nonresponse.

The systematic difference between the expected value
(over all conceptual trials) of a statistic and the target
population value due to differences between
respondents and nonrespondents on that statistic of
interest.

Survey error (variance and bias) that is introduced when
not all sample members participate in the survey (unit
nonresponse) or not all survey items are answered (item
nonreponse) by a sample element.
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A supplemental survey of sampled survey
nonrespondents. Nonresponse followup surveys are
designed to assess whether respondent data are biased
due to differences between survey respondents and
nonrespondents.

A rate calculated based on the study’s defined final
disposition codes that reflect the outcome of specific
contact attempts before the unit was finalized. Examples
include response rates (the number of complete
interviews with reporting units divided by the number of
eligible reporting units in the sample.), cooperation rates
(the proportion of all units interviewed of all eligible units
ever contacted), refusal rates (the proportion of all units
in which a housing unit or respondent refuses to do an
interview or breaks-off an interview of all potentially
eligible units), and contact rates (the proportion of all
units are reached by the survey).

An atypical observation which does not appear to follow
the distribution of the rest of a dataset.

Empirical measurements about the process of creating
survey data themselves. They consist of visual
observations of interviewers, administrative records
about the data collection process, computer-generated
measures about the process of the data collection,
external supplementary data about sample units, and
observations of respondents themselves about the data
collection. Examples include timestamps, keystrokes,
and interviewer observations about individual contact
attempts.

A bar chart that reflects the types of most errors in a
process, by error type in descending order; for example,
the five or six most frequent types of help desk calls
from interviewers using computer-assisted interviewing.

A technique used in guality control to determine whether
guality assurance procedures have worked. For
example, analysis of routine measures of interviewer or
coder performance.
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A quantitative miniature version of the survey data
collection process that involves all procedures and
materials that will be used during data collection. A pilot
study is also known as a “dress rehearsal” before the
actual data collection begins.

An agreement (typically in written or electronic form) to

maintain the confidentiality of survey data that is signed
by persons who have any form of access to confidential
information.

A statistical adjustment that assures that sample
estimates of totals or percentages (e.g., the estimate of
the percentage of men in living in Mexico based on the
sample) equal population totals or percentages (e.g., the
estimate of the percentage of men living in Mexico
based on Census data). The adjustment cells for
poststratification are formed in a similar way as strata in
sample selection, but variables can be used that were
not on the original sampling frame at the time of
selection.

Adjustments to reduce the impact of error on estimates.

A measure of how close an estimator is expected to be
to the true value of a parameter, which is usually
expressed in terms of imprecision and related to the
variance of the estimator. Less precision is reflected by
a larger variance.

A collection of techniques and activities that allow
researchers to evaluate survey questions,
guestionnaires and/or other survey procedures before
data collection begins.

A cluster of elements sampled at the first stage of
selection.

A sampling method where each element on the
sampling frame has a known, non-zero chance of
selection.
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The use of tools such as flowcharts to analyze
processes, e.g., respondent tracking, computerized
instrument programming and testing, coding, data entry,
etc. The aim is and to identify indicators or measures of
the guality of products. Process analysis also is used to
identify improvements that can be made to processes.

A plan for improving a process, as a result of process
analysis. A process improvement plan may result from
development of a quality management plan, or as a
result of gquality assurance or guality control.

An indicator that refers to aspects of data collection
(e.g., HPI, refusal rates, etc.).

Survey error (variance and bias) that arise during the
steps between collecting information from the
respondent and having the value used in estimation.
Processing errors include all post-collection operations,
as well as the printing of questionnaires. Most
processing errors occur in data for individual units,
although errors can also be introduced in the
implementation of systems and estimates. In survey
data, processing errors may include errors of
transcription, errors of coding, errors of data entry,
errors in the assignment of weights, errors in disclosure
avoidance, and errors of arithmetic in tabulation.

An interview with someone (e.g., parent, spouse) other
than the person about whom information is being
sought. There should be a set of rules specific to each
survey that define who can serve as a proxy
respondent.

The degree to which product characteristics conform to
requirements as agreed upon by producers and clients.

A planned system of procedures, performance checks,
quality audits, and corrective actions to ensure that the
products produced throughout the survey lifecycle are of
the highest achievable quality. Quality assurance
planning involves identification of key indicators of
quality used in quality assurance.
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The process of the systematic examination of the quality
system of an organization by an internal or external
quality auditor or team. It assesses whether the guality
management plan has clearly outlined guality
assurance, quality control, corrective actions to be
taken, etc., and whether they have been effectively
carried out.

A planned system of process monitoring, verification,
and analysis of indicators of quality, and updates to
guality assurance procedures, to ensure that quality
assurance works.

A document that describes the quality system an
organization will use, including guality assurance and
guality control techniques and procedures, and
requirements for documenting the results of those
procedures, corrective actions taken, and process
improvements made.

A comprehensive report prepared by producers of
survey data that provides information data users need to
assess the quality of the data.

To have someone other than the interviewer (often a
supervisor) attempt to speak with the sample member
after a screener or interview is conducted, in order to
verify that it was completed according to the specified
protocol.

The proportion of all units of all potentially eligible
sampling units in which a respondent sampling unit
refuses to do an interview or breaks off interviews of all
potentially eligible sampling units.

The process or action of interviewing the same
respondent twice to assess reliability (simple response
variance).

The consistency of a measurement, or the degree to
which an instrument measures the same way each time
it is used under the same condition with the same
subjects.

Systematic probability subsamples of the full sample.
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The number of complete interviews with reporting units
divided by the number of eligible reporting units in the
sample.

A file that includes information that can be related to
specific individuals and is confidential and/or protected
by law. Restricted-use data files are not required to
include variables that have undergone coarsening
disclosure risk edits. These files are available to
researchers under controlled conditions.

Person who participates in the review of translations in
order to produce a final version (see Appendix A of
Translation).

A study where elements are repeatedly measured a set
number of times, then replaced by new randomly
chosen elements. Typically, the newly-chosen elements
are also measured repeatedly for the appropriate
number of times.

Information on the target and final sample sizes, strata
definitions and the sample selection methodology.

A selected unit of the target population that may be
eligible or ineligible.

A computerized and/or paper-based system used to
assign and monitor sample units and record
documentation for sample records (e.g., time and
outcome of each contact attempt).

Survey error (variance and bias) due to observing a
sample of the population rather than the entire
population.

A list or group of materials used to identify all elements
(e.g., persons, households, establishments) of a survey
population from which the sample will be selected. This
list or group of materials can include maps of areas in
which the elements can be found, lists of members of a
professional association, and registries of addresses or
persons.
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Elements or clusters of elements considered for
selection in some stage of sampling. For a sample with
only one stage of selection, the sampling units are the
same as the elements. In multi-stage samples (e.g.,
enumeration areas, then households within selected
enumeration areas, and finally adults within selected
households), different sampling units exist, while only
the last is an element. The term primary sampling units
(PSUs) refers to the sampling units chosen in the first
stage of selection. The term secondary sampling units
(SSUs) refers to sampling units within the PSUs that are
chosen in the second stage of selection.

A cluster of elements sampled at the second stage of
selection.

The questionnaire taken as the text for translation.

A statistical chart that compares expected process
performance (e.g., number of hours worked by
interviewers in a week) against actual performance. For
example, interviewers who perform outside upper and
lower boundaries on this measure are flagged; if greater
variation from expected performance for some
interviewers in a certain location can be explained (e.qg.,
a hurricane or a snow storm causing lower than
expected hours worked), the process is in control; if not,
corrective actions are taken.

Mutually exclusive, homogenous groupings of
population elements or clusters of elements that
comprise all of the elements on the sampling frame.
The groupings are formed prior to selection of the
sample.

A sampling procedure that divides the sampling frame
into mutually exclusive and exhaustive groups (or strata)
and places each element on the frame into one of the
groups. Independent selections are then made from
each stratum, one by one, to ensure representation of
each subgroup on the frame in the sample.
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A technique where each nonresponding sample element
from the initial sample is replaced by another element of
the target population, typically not an element selected
in the initial sample. Substitution increases the
nonresponse rate and most likely the nonresponse bias.

The lifecycle of a survey research study, from design to
data dissemination.

The actual population from which the survey data are
collected, given the restrictions from data collection
operations.

The finite population for which the survey sponsor wants
to make inferences using the sample statistics.

An activity or group of related activities that is part of a
survey process, likely defined within a structured plan,
and attempted within a specified period of time.

A formal offer specifying jobs within prescribed time and
budget.

Timestamps are time and date data recorded with
survey data, indicated dates and times of responses, at
the question level and questionnaire section level. They
also appear in audit trails, recording times questions are
asked, responses recorded, and so on.

Total survey error provides a conceptual framework for
evaluating survey quality. It defines quality as the
estimation and reduction of the mean square error
(MSE) of statistics of interest.

The person who translates text from one language to
another (e.g., French to Russian). In survey research,
translators might be asked to fulfill other tasks such as

reviewing and copyediting.

A unique number that identifies an element (e.g., serial
number). That number sticks to the element through the
whole survey lifecycle and is published with the public
dataset. It does not contain any information about the
respondents or their addresses.
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An eligible sampling unit that has little or no information
because the unit did not participate in the survey.

A description of the subgroup of respondents to which
the survey item applies (e.g., “Female, =45, Now
Working”).

Evaluation of a computer-assisted survey instrument to
assess the effect of design on interviewer or respondent
performance. Methods of evaluation include review by
usability experts and observation of users working with
the computer and survey instrument.

A measure of how much a statistic varies around its
mean over all conceptual trials.

A post-survey adjustment that may account for
differential coverage, sampling, and/or nonresponse
processes.

Experts working together to oversee the implementation
of a particular aspect of the survey lifecycle (e.qg.,
sampling, questionnaire design, training, quality control,
etc.)
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[ll. Ethical Considerations in Surveys

Kirsten Alcser, Christopher Antoun, Ashley Bowers, Judi Clemens, and Christina Lien
Introduction

These guidelines focus on ethical concerns with regard to cross-cultural surveys
as human subject research. The World Health Organization defines human
subject research as the “...systematic collection or analysis of data...in which
human beings (i) are exposed to manipulation, intervention, observation, or other
interaction with investigators either directly or through alteration of their
environment, or (ii) become individually identifiable through investigators’
collection, preparation, or use of biological material or medical or other records”

[25].

There is no lack of source material on ethical guidelines for human subject
research (see [22], for a recent review). For example, the Declaration of Helsinki
[26], originally adopted by the World Medical Association in 1964 and most
recently revised in 2004, defines the ethical responsibilities of physicians to their
patients and to the subjects of biomedical research. The principles in the
Declaration of Helsinki have been extended to include social science human
subject research. Professional organizations, such as the American Association
for Public Opinion Research (AAPOR), the World Association for Public Opinion
Research (WAPOR), the European Society for Market Research (ESOMAR), and
the International Statistical Institute (I1SI), have also developed ethical codes and
guidelines for their members.

In addition to these self-regulatory measures, many countries have legislation in
place that affects human subject research (e.g., data protection legislation and
requirements for ethics review boards). Whether working in familiar surroundings
or in new contexts, researchers must make sure they are informed about, and
comply with, relevant legislation. When working in other countries or locations,
researchers may need to comply not only with local requirements, pertaining to
the place where they are collecting data, but also with their own country’s
requirements. A compilation of laws, regulations and guidelines from 96 countries
has been prepared by the US Office for Human Research Protections and can be
found on the Internet [24].

As might be expected, there is considerable overlap in the principles contained in
the various ethics codes, professional association guidelines, and government
regulations. This section attempts to consolidate their common elements, as well
as to highlight concerns particular to cross-cultural studies, including cross-
national variation in laws and regulations relevant to human subject research and
cultural differences that affect the conduct of ethical research across cultures. It
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is important to recognize that researchers may confront tradeoffs between ethical
principles. For example, maintaining sensitivity to cultural differences by having
other family members present during the interview may conflict with ethical
obligations to protect confidentiality and to minimize error in respondent
reporting. For further information on the ethical principles presented here, please
see the listing of ethics codes, declarations, guidelines, and other resources for
researchers conducting cross-cultural human subject research that is provided in
the Further Reading section.

Figure 1 shows ethical considerations within the survey production process
lifecycle (survey lifecycle) as represented in these guidelines. The lifecycle
begins with establishing study structure (Study, Organizational, and Operational
Structure) and ends with data dissemination (Data Dissemination). In some study
designs, the lifecycle may be completely or partially repeated. There might also
be iteration within a production process. The order in which survey production
processes are shown in the lifecycle does not represent a strict order to their
actual implementation, and some processes may be simultaneous and
interlocked (e.g., sample design and contractual work). Quality and ethical
considerations are relevant to all processes throughout the survey production
lifecycle. Survey quality can be assessed in terms of fitness for intended use
(also known as fitness for purpose), total survey error, and the monitoring of
survey production process quality, which may be affected by survey
infrastructure, costs, respondent and interviewer burden, and study design
specifications (see Survey Quality).

Ethical Considerations in Surveys . -3
Revised Nov 2011



Cross-Cultural Survey Guidelines

© Copyright 2011

Do not distribute or reprint without permission

Figure 1. The Survey Lifecycle
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Goal: To ensure that participating research teams follow widely accepted
standards for ethical, professional, and scientific conduct from the design of the
study through implementation, dissemination, and reporting.

1. Protect the rights of free will, privacy, confidentiality, and well-being
of research participants, and minimize the burden of study
participation to the greatest extent possible.
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Rationale

The social researcher’s responsibility to protect the human rights of study
participants is universally prescribed in ethics codes and guidelines, such
as the Declaration of Helsinki [26], and monitored by ethics review boards
(in some countries). In addition, the collection of accurate data depends
upon the cooperation of respondents: individuals are more likely to agree
to participate in a study and to give complete, accurate information if they
feel that they can trust the research organization. Finally, a positive
experience with regard to the research interaction encourages
participation in future research.

Procedural steps

e Avoid undue intrusion.

Use existing data whenever possible; do not collect new data

unnecessarily.

Encourage participation in the research study only in ways that

avoid personal harassment. This may include limiting the number of

times that an interviewer visits a household to attempt to obtain
sample member participation.

Be respectful and honest with survey respondents (e.g., be honest

about the length of the interview, any benefits being offered, and

the purpose of the study).

Adapt the study protocol as needed to protect the rights of

participants from vulnerable populations, such as children, pregnant

women, the elderly, prisoners, the mentally impaired, and members
of economically and otherwise disadvantaged groups, by using
special consent procedures (e.g., obtaining consent from a parent
or family member) or other appropriate study modifications.

Keep respondent burden as low as possible [5].

. Ensure that each question in the survey maps to a specific
research goal.

. Balance the need for information against the effort that is
required to complete additional questions.

. Ask questions in a way that is easy for respondents to answer
(see [6], [7], and [9] for guidance).

. If sensitive or otherwise demanding information is required,
devise ways to help respondents provide it without undue
burden. For example, part of the interview could be self-
administered if there is concern that respondents might be
uncomfortable providing responses to an interviewer.

Determine whether asking respondents to provide information on

specific topics could bring harm or political repercussions to them

and do not include questions on those topics.
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Consider carefully whether the requested information may be seen
as private, threatening or embarrassing by the population
interviewed, and implement techniques to minimize unease. In
mental health studies, provisions are often made to provide suitable
support for respondents or interviewers who experience emotional
distress (for example, some form of emotional or psychological
support service). In addition, interviewers in these studies complete
specialized training on how to handle interviewing on sensitive
topics. Also, recognize that cultures differ in what topics can be
discussed and how they can be discussed.

Consider the sensitivity of the requested information and assess
whether a person other than the respondent would be able to
provide the information in order to determine whether a proxy
interview may be appropriate.

If proxy interviews are used, create and adhere to a clearly defined
set of rules defining who can serve as a proxy respondent.

If the target respondent has indicated any unwillingness to provide
information, do not gather the information from the proxy instead.
Take care not to affect the relationship between the proxy and the
target respondent.

e Obtain voluntary informed consent [10]. In implementing the consent
process, provide the following information and adhere to the following
principles.

Information to provide (in oral or written form, as appropriate):

« A clear identification of the research firm affiliation.

« A brief description of the survey.

. A description of the role of the respondent in the study, including
the expected duration of the respondent’s participation.

. An explanation of how the respondent was selected for the
study.

. Aclear indication that participation is voluntary and that the
information provided will be held confidential to the extent
allowed by law (unless there are special circumstances in which
respondents have waived confidentiality). It is important to note
that in nearly all instances, respondents who are providing data
to an interviewer cannot and should not be assured anonymity.
In only rare instances generally involving self-administered
surveys can respondents be promised that their data will be
kept anonymous, that is, without any name or identifier ever
associated with their response.

. A clear description of any benefits and risks associated with
participation.

Ethical Considerations in Surveys . -6
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Contact information for a study investigator or other research
team member whom respondents can contact (provided or
available on request).

If the study has been reviewed by an ethics review board,
contact information for a review board member whom
respondents can contact (provided or available on request).

* Principles to follow:

Do not use coercion. Whether a practice is defined as coercive
or not may vary by culture, population, and study. Large
monetary payments that are given to participants may be
considered coercive in some studies.

Respect the rights of individuals to refuse to be interviewed, to
refuse part of the interview, and to terminate an interview in
progress. Whether or not follow-up with individuals who initially
refuse the survey request is appropriate may vary by culture,
population, and study.

Respect the right of individuals to refuse to answer any question
in the interview.

Obtain and document consent. Whether consent is obtained in
oral or written form depends on a number of factors, including
government laws and regulations, risk of harm for respondents
revealing sensitive information, the mode of data collection, the
type of information requested, and cultural norms. In mail
surveys, consent may be implied (that is, not explicitly obtained
in oral or written form) if the respondent chooses to fill out the
guestionnaire and mail it back.

Obtain informed consent from a parent or responsible adult
before interviewing children or young people.

Avoid making inaccurate or overly restrictive statements (e.g.,
the data will only be shared with the research team) if the data
will be archived and shared with the research community [10].

= Consent information should be conveyed in a format that is easy for
respondents to understand. Written formats that may be
appropriate include a document with narrative text, a list of
Frequently Asked Questions (FAQSs), and a brochure format.
Samples of these formats can be found in Appendix A and [3].

e Protect rights to privacy of study participants. This should include a
careful review of government privacy laws and regulations, which could
vary on the type of data and persons that are covered and the
definition of an “identifiable” case [4].
= Obtain the permission of respondents before using electronic

equipment (e.g., taping, recording, photographing) and one-way
viewing rooms.
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= To the extent allowed by law or regulations, train staff to keep
confidential both identifying material (e.g., respondent names,
addresses, and phone numbers) and all information given by
respondents.

» Require staff to sign a pledge of confidentiality or to provide
assurance in some form that they will maintain confidentiality (see
Appendix B for an example of a pledge of confidentiality). It is
important to note that preserving confidentiality takes on even
greater significance if local interviewers are working in areas where
they may be acquainted with sample members prior to the interview
request.

= Separate personally identifiable information (PI1l) from the
respondent data. PIl minimally includes name, address, phone
number and identification number(s) (including an identification
number assigned by a government agency such as a social
security number in the United States or a driver’s license number),
but may include other information including biometric data.

= Keep secure and confidential any data source which links survey
responses to identifiable respondents.

= Limit access to confidential data to project staff members who have
pledged to maintain confidentiality and have been trained on
appropriate use of study data.

= Use information gained through the research activity for study-
related purposes only.

= Adhere to government laws and regulations on storage, retention,
and dissemination of survey data.

= |f appropriate, obtain a certificate of confidentiality or other legal
document for protection from the requirement to release the identity
of a respondent in a legal proceeding. Make clear to respondents
the extent to which confidentiality is protected.

= If disclosing survey data to outside parties, require all
subcontractors, consultants, and third parties to enter into an
agreement to maintain respondent confidentiality. This agreement
should include an explicit statement that the outside party cannot
use contact information or any other information to recontact the
respondent for any reason not directly related to the study (e.qg.,
data cannot be used to approach respondents for a different study
or for marketing purposes).

= Report any breach of confidentiality according to ethics review
board policies and government regulations.

Lessons learned
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e The manner in which research is conducted can shape a community’s
views positively or negatively on research topics, research institutions,
and assumed or actual funders of the research.

Project Camelot was a U.S. Department of Defense research study
designed to evaluate the Chilean masses’ potential for
revolutionary political action, and to determine the most effective
means of counteracting that action. Participating Chilean social
scientists were not told that the U.S. Department of Defense was
funding the project and would ultimately receive the data. When
Chilean researchers learned the facts, the study was cancelled.
The image of the U.S. funders and U.S. research suffered greatly
[2].

In 1974, psychologist Stanley Milgram conducted a study at Yale
University [17]. Test subjects were told that they were part of an
experiment on punishment and memory, and that they would act as
“teachers.” The “teacher” subjects were instructed by the
experimenter to administer an electric shock to a “learner” if the
latter failed to perform as required. Unbeknownst to the subject, the
“‘learner” was one of the research team and deliberately gave many
incorrect answers. The subject was ordered by the experimenter to
give higher and higher intensity shocks to correct this poor
performance. Although in fact no shocks were administered, the
majority of subjects believed that they were actually administering
electric shocks to the “learner.” As a result, subjects experienced
distress and tension during the experiment; several even had
seizures. The unethical Milgram study was highly criticized after the
event, and became a landmark in the effort to develop ethical
guidelines for social science research [10]. However, while attacked
from an ethics perspective, the Milgram study made a major
contribution to research on obedience in social psychology. This
study illustrates how it can be a challenge to balance the goals of
science and ethical considerations.

e Itis important to be truthful in describing the purpose of the study and
the intended uses of study data.

In a study in India, dishonest interviewers were believed when they
told respondents that survey participation would result in new
schools, roads, and an electricity supply [2].

In the 1994 International Adult Literacy Survey (IALS), respondents
in one country were told that they were participating in a pretest
when in fact they were unknowingly providing data for the main
study itself [12].

e Cross-cultural studies may involve the use of field research methods.
Participant observation is a field research technique that involves

Ethical Considerations in Surveys . -9
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becoming a trusted, yet temporary, participant in the community under
study [23]. This temporary membership may lead to feelings of
abandonment on the part of the participants. Possible solutions include
maintaining honesty with the participants and community as well as
providing the researched community with a final copy of the research
results in the community’s native language [20].

e Proper, ethical conduct may be simple and straightforward in one
location but require multiple steps in another.

* In Western cultures, simple parental consent may suffice when
studying minors. In Mali, on the other hand, a medical research
team that wanted to study children under 9 years of age who had
been exposed to malaria first discussed the study with a group of
village elders. Next, they convened focus group discussions with
the heads of extended families. Then, they held similar discussions
with mothers whose children might become part of the malaria
study. Finally, they obtained the consent of the individual families
involved [8].

e Regarding respondent burden and privacy, the duration and location of
interviews has varied among established cross-cultural studies. Round
4 of the Afrobarometer Survey lasts approximately one hour and is
usually administered in the respondent's home, although other
locations are sometimes used [27]. Similarly, the Asian Barometer
interview is completed in the respondent's home or workplace [28]. The
basic face-to-face portion of the European Social Survey (ESS), Round
5, takes approximately 60 minutes and is conducted in the
respondent's home [29]. The International Social Survey Programme
(ISSP) guestionnaire consists of 60 questions, not including
demographics, and takes approximately 15 minutes to complete [30].
The length of the Living Standard Measurement Study Survey (LSMS)
varies across participating countries, depending upon the number of
modules administered [15]. The Survey of Health, Ageing and
Retirement in Europe (SHARE) is completed in the respondent’'s home;
it takes approximately 80 minutes to administer to a single-family
household, and 120 minutes to administer to a multi-family household
[31]. The average length of the interview for the World Mental Health
Survey varies across participating countries, ranging from 49 minutes
as a computer-assisted interview in Italy to 210 minutes as a paper-
and-pencil interview in South Africa; most interviews are administered
in the respondent's home, but in some countries, they are conducted in
the respondent’s place of employment, group quarters, cafes, libraries,
or the office of the research organization [13].

2. Maintain sensitivity to cultural and social differences.
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Rationale

Designing study protocols that are sensitive to cultural traditions and
norms is vital to building trust and gaining cooperation. Being respectful of
cultural norms and customs also leaves individual participants with a
positive impression of the research community. Beyond the individual
level, it may forestall negative political and social consequences. Finally,
participation in social science and health studies may promote awareness
of research issues in the community.

Procedural steps

e Do not exclude minority groups, native populations, or aboriginal
peoples in the sample, unless it is appropriate to do so.

e Identify ethnic or religious power structures in the areas in which data
collection will occur and approach study participants in accordance
with the cultural traditions and norms of the ethnic or religious groups
(e.g., through the head of the family or a local leader).

¢ Involve other individuals or groups in the consent decision-making
process as appropriate (e.g., older family members or local leaders).

e Observe local customs in planning for and conducting the interview
(e.g., giving advance notice before arriving, dressing in a culturally
appropriate manner, removing one’s shoes inside the house, partaking
of refreshment, sending a thank-you note).

e Be flexible when implementing consent procedures (e.g., accepting
oral consent in place of a written form, if literacy is an issue).

e Present study materials in a form that can be understood by the
respondent (e.g., in the respondent’s native language or orally rather
than written if literacy is an issue). Avoid the use of technical language
or jargon.

e Observe cultural norms when assigning interviewers to sample
elements (e.g., matching female interviewers with female respondents,
if matching is culturally appropriate).

e Attempt to conduct interviews in settings that afford as much privacy as
possible while still respecting cultural norms (see Guideline 3 in Data
Collection).
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e |dentify the level or degree of sensitivity for different question topics
during preliminary fieldwork, observations, and pretesting, since
sensitive topics often vary among cultures and societies [14].

e Consider cultural traditions and norms when deciding whether to offer
respondent incentives and determining what type of incentives would
be most appropriate (see Guideline 5 in Data Collection for more on
incentives).

e Determine whether it is appropriate to follow up with persons who
initially refuse the survey request and develop follow-up techniques in
accordance with cultural traditions and norms.

Lessons learned

e As with other aspects of research, we cannot assume that “one size
fits all” when implementing a study protocol with regard to ethics.

There may be different levels of requirements for privacy in different
cultures. In a study involving 11-year-old boys in India, in-home
interviews tended to include relatives and neighbors. At times the
interviewers had to use considerable tact to discourage members of
the audience from interjecting their own answers to the questions
being asked [2].

In some cultures, it may be necessary to gain approval from
authority figures within a community (gatekeepers). In a fertility
study in Guatemala, interviewers were effectively barred from a
rural municipality by the single act of a local priest. The priest
warned his parishioners against the “red urbanites who would
prevent women from having children,” as he described the
researchers [1].

Respondents in some cultures may be reluctant to provide written
consent. Researchers in Mali found that documenting the consent
process with a signed paper was a challenge. At first, villagers were
opposed to signing any document, because they strongly believed
that their word should be sufficient. In addition, participants found
the legal language difficult to understand. It took very careful
explanation and patience to overcome this resistance [8].

3. Observe professional standards for managing and conducting
scientifically-rigorous research at all stages of the study.

Rationale
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Researchers have a responsibility not only to protect participants but also
to adhere to ethical management practices and to conduct research that
meets the scientific standards of their field. The reader is referred here to
other chapters which provide useful guidance on meeting scientific
standards for the design, implementation, analysis, and documentation of
cross-cultural surveys.

Procedural steps
e Clearly and objectively lay out the study’s major research questions.

e Ensure that a survey is the most appropriate method to use to answer
the research questions.

e Adhere to ethical business practices in bidding, contracting, and

project management. These include the following:

= Honestly describing the organization’s expertise in a bid.

= Disclosing if a survey project is being carried out on behalf of
multiple clients or is using subcontractors.

= Meeting contractual obligations.

» Ensuring agreement by both parties on any changes to contractual
obligations.

* Maintaining good relations between the coordinating center and
research organizations involved in the study.

For additional detail, see Tenders, Bids, and Contracts.

e Disclose sources of financial support or relevant relationships that
have the appearance of or potential to constitute a conflict of interest.

e Fulfill ethical responsibilities to employees (e.g., fair hiring practices, an
objective performance evaluation process, and a commitment to
employee safety). See Guideline 3 of the Data Collection chapter for
guidance on the survey organization’s responsibility to protect the well-
being and safety of its interviewing staff.

e Train staff on the importance of ethics and scientific rigor in research

involving human subjects (see other Guidelines in this chapter).

= Ensure that interviewers are aware of their ethical responsibilities,
including their obligation to report evidence of child abuse and other
observations.

= Instruct interviewers on the limits of their ethical responsibilities
(e.g., when they should provide information about local health
resources or contact a clinical psychologist or social worker
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assigned to the project, rather than attempting to provide medical
assistance or mental health support services themselves).

e Equip staff involved in design, data collection, and analysis with
appropriate skills to perform scientifically rigorous research.

e Follow best practices in survey design, data collection, and post-survey
processing as described in the following chapters:
= Study, Organizational, and Operational Structure.
= Survey Quality.
= Tenders, Bids, and Contracts.
= Sample Design.
= Questionnaire Design.
= Adaptation of Survey Instruments.
= Translation.
= |nstrument Technical Design.
= |nterviewer Recruitment, Selection, and Training.
= Pretesting.
= Data Collection.
= Data Harmonization.
= Data Processing and Statistical Adjustment.
= Data Dissemination.

e Employ appropriate tools and methods of analysis.

e Make interpretations of research results that are consistent with the
data.

e Be clear and honest about how much confidence can be placed in the
conclusions drawn from the data.

e Report research findings, even if they are not in line with the
researcher’s hypothesis.

e Monitor possible ethics violations, such as interviewer falsification or
plagiarism, during the design, data collection, and analysis phases.

e Consider both cost and error implications of decisions that are made in
the design, implementation, and analysis phases of the research study.

e When possible, conduct methodological studies to inform
understanding of the cost and quality implications of survey design
decisions for the benefit of future studies and the scientific research
community. Most of the methodological research on ethics and other
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survey design considerations has been conducted in Western cultures.
Additional research is needed in non-Western societies.

4. Report research findings and methods and provide appropriate
access to study data.

Rationale

Professional social science organizations generally agree that their
members should report findings to benefit the widest possible community.
From this, it follows that data collection agencies should provide full
information to allow readers and data users to assess both methodology
and results. Dissemination of results and research reports also increases
public confidence and alerts potential users to limits of accuracy and
reliability, avoiding misinterpretation of findings. In addition, sharing
documentation on study methods can assist other researchers in making
informed choices about research design and implementation in future
studies. While providing access to study data and methods is
advantageous for the reasons outlined here, researchers must also
assess the risk of a breach of confidentiality and address this concern
when preparing data for dissemination.

Procedural steps

e Report findings as completely, widely and objectively as possible, while
also protecting participants’ confidentiality. While the full reporting of
results is an important ethical obligation, it is also important to consider
the negative impact that reporting unfavorable findings about a specific
ethnic, religious, or other social group may have on members of that

group.

e Make available as much of the study’s methods, results, and raw data
as possible, within the bounds of protecting participants’ confidentiality,
in order to permit others to evaluate the study and to replicate the
findings.

e Evaluate the risk of a breach of confidentiality and implement
appropriate techniques to protect the confidentiality of the data,
including de-identification of publicly available datasets to the greatest
extent possible (see Data Dissemination for a detailed discussion).

e Provide a summary report of the study methodology and findings. See
Appendix C for a checklist of items to include in the summary report.
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Provide a copy of the findings to all researchers and organizations that
were involved in the study.

Provide a copy of the de-identified dataset(s) and documentation to
international data repositories such as the Inter-university Consortium
for Political and Social Research (ICPSR) [11], Council for European
Social Science Data Archives (CESSDA), UK Data Archive (UKDA), or
the South African Data Archive (SADA).

Provide safe, sustainable storage of the datasets and documentation.

Adhere to government laws and agreements that address disclosure of
survey data both within and across borders.

If an error is discovered after publication of the results, make an effort
to correct the error using an erratum document that describes the error
and its likely effect on study results, and provide an additional variable
or other means along with appropriate documentation for analysts to
identify the corrected value(s).

Make an effort to respond to specific written requests for additional
items pertaining to the publicly released findings [19].

Lessons learned

There are useful examples of efforts to fully document study methods

and provide survey data from cross-cultural studies to a wide

community of users. In part or whole, their approach and templates

can serve as models for other studies.

= The European Social Survey website provides comprehensive
information on study methodology and access to data for any
registered user. Registration is free and easy to complete.

= The World Mental Health Survey Initiative used a standardized
web-based survey instrument to collect information on study
methodology from participating countries.

It is important to be aware that some national standards require that
raw and de-identified datasets be stored for a minimum time period
(e.g., 10 years is the German National Science Foundation standard
for empirical data).

5. Institute and follow appropriate guality control procedures.

Rationale
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Development and implementation of quality control procedures is
necessary to ensure that the procedures that have been developed to
meet standards for ethical research are being carried out appropriately. If
a failure to meet these standards is detected, protocols should be in place
to remedy the failure. In addition, monitoring of procedures related to the
ethical conduct of the study should inform efforts to improve guality and
cost-effectiveness.

Procedural steps

e Pretest consent protocol and forms to ensure comprehension.

e Translate and adapt consent protocols and forms according to best
practices (see Translation and Adaptation of Survey Instruments).

e Review recorded interviews and monitor live interviews to assure
adherence to informed consent procedures.

e Monitor implementation of confidentiality protocols and procedures,
including, but not limited to performing audits to determine adherence
to these protocols and procedures.

e Securely store signed pledges of confidentiality and consent forms.

e Recontact a sample of cases for each interviewer to verify that
screening and interview procedures were appropriately followed (see
Guideline 7 of Data Collection).

e Use analyses of paradata (e.g., identification of question-level timings
that are unusually short or long and identification of unusual variable
distributions for one or more interviewers compared to the overall
distribution [18] [21]).

e Conduct disclosure analysis (see Data Dissemination).

e Investigate any deviation from ethical protocols and take appropriate
action to address the situation.

Lessons learned

e Sometimes a small group of interviewers can have a large impact on
the quality of survey estimates. In a mental health survey of six
European countries, the prevalence rates of mental health disorders
were unusually low among German respondents. Experienced
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German interviewers were suspected of skipping screening questions
that lead to a more extensive set of follow-up items in order to
complete interviews more quickly. Even though only a small group of
interviewers had prior interviewing experience, they conducted a
sizeable percent of the total number of interviews and the responses
that they solicited were very different. In general, positive responses
screened respondents into more extensive sections on mental health
disorders. Only 14.5% of screening questions administered by the
interviewers with prior interviewing experience were positive, while
44.7% of screening questions administered by interviewers without
prior experience were positive [16].

6. Document materials and procedures related to the ethical conduct of
the study and ethics committee reviews.

Rationale

In research that involves human subjects, it is critical to maintain
documentation of materials that were used to inform potential participants
about study participation and subsequently record consent, in case there
is ever a question of ethics violations or a request for additional
information from an ethics review board. In addition, documentation of all
survey procedures including those related to the ethical conduct of the
study is a key element of high quality scientific research.

Procedural steps

e Maintain a copy of the following documents:

= Scripts, letters, fact sheets, and any other materials provided to
respondents to give them information they need to make an
informed decision about participation.

= Consent form templates and protocols.

= Translated or adapted consent form templates and protocols.

= Individual consent information for each respondent, stored in a safe
environment separate from survey data.

= Confidentiality procedures and protocols.

= Pledge(s) of confidentiality completed by staff.

= Records of completion of any specialized staff training on ethics.

= Ethics review board original submission and requests for
modification to study protocol (see Appendix D for a checklist of
materials to include an ethics review board submission).

= Ethics review board correspondence (e.g., letters of approval).

= Any correspondence between study staff or ethics review board
members/staff and respondents regarding an ethical issue or
concern.
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= Reports of quality control activities (e.g., documentation of
verification activities).

e Provide a copy of the following documents to any central coordinating

organization:

= Translated or adapted consent form templates and protocols.

= Ethics review board original submission and requests for
modification to study protocol.

= Ethics review board correspondence (e.g., letters of approval).

= Reports of quality control activities (e.g., documentation of
verification activities).
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Appendix A

Study brochure

The following is a sample study brochure that can be mailed or handed to
respondents to provide general information about the study purpose and protocol
and to address frequently asked questions.
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What is this project about?

The Chicago Healthy Neighborhoods
Study (CHNS) is a research study funded
by the US National Office for Health to
determine the impact of the quality of life in
Chicago neighborhoods on the health of
adults living there.

The information gathered from this study
will help us better understand why there
are social, economic, and racial/ethnic
differences in the health of Chicagoans
and how these differences affect
Chicagoans’ lives. With data from this
study, effective approaches can be
developed to improve the health and lives
of all Chicagoans.

© Copyright 2011
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residents. One adult is randomly selected
from all eligible residents. Only the
selected individual may participate. Each
person who is asked to participate has
been carefully selected to represent fellow
Chicagoans like them.

What kinds of questions will
| be asked?

Is participation voluntary?

Yes. Participation in this project is
voluntary. Project participants may choose
not to answer any or all of the questions.
However, each participant has been
carefully selected and thus cooperation
from each potential participant is critical to
the success of this research.

The interview includes a wide range of
guestions about work and family life,
health, and social and physical
characteristics of neighborhoods in which
study participants live. There are no right
or wrong answers. Most participants find
the interview to be an enjoyable
experience.

How will the data be used?

Who is asked to participate?

How will the interviews be
conducted?

The CHNS is one of the largest surveys,
done in a major American city, studying the
relationship of the quality of people’s lives
and the neighborhood in which they live to
their health. About 4,500 adults will
participate in this important study.

Households are randomly selected using a
scientific sampling procedure. Once a
household is selected, an interviewer visits
the house and makes a listing of all
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Interviews will be conducted in the
participant’s home or at another location by
a professional University of West Chicago
Survey Research Center interviewer. The
interviewer will ask questions and record
answers using a laptop computer.
Participants will be provided with $20 as a
token of appreciation for their participation
in this project.
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The data collected will help researchers
and government policy makers better
understand social, economic, and
racial/ethnic differences in the health of
adults living in Chicago, so that effective
approaches can be developed to improve
the health and lives of all Chicagoans.
Data from this study will only be reported in
summary form. Participants' individual
identities and answers to questions will
remain strictly confidential.

Who is funding the project?

Funding for CHNS comes from the US
National Office for Health (NOH).
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The University of West Chicago Healthy

Chicago’s Survey Research .
Center will conduct the Neighborhoods Study

interviews for this study. A

University of West Chicago Proiect Lead

interviewer will greet you at roject Leader

your home. For Security e Christopher Antoun, Ph.D., Survey
Research Center (SRC) & Department of

reasons, you may want to ask Urban Health, University of West Chicago

the interviewer to reveal

UWC employees will gladly

e Benjamin Duffey, Ph.D., Department of

comply with your request. Urban Health, University of West Chicago
e Hyun Jung Lee, Ph.D., Department of
We thank you for your Urban Health & SRC, University of West
interest in this project! Chicago
e Emily Blasczyk, Ph.D., Department of
Psychology & SRC, University of West CHNS
Chicago

e Mason Flounder, Ph.D., Department of

If vou have an uestions Sociology, Northwestern University
y yd > e Yuchieh Lin, M.D., Mental Health

please contact the project Research Institute & Department of

team toll-free at: Psychiatry, University of West Chicago CHIC A GO

e William Jones, M.D., Department of

1-800-733-7373 Psychiatry, University of West Chicago HEALTHY
University of West Consultants
Chicago Survey Research e Robert Kessenheimer, M.D., Department N EI GH B ORH OOD S
Center of Psychiatry, Loyola University (Chicago)

e Sara Neighbors, Ph.D., Department of STUDY

Psychology, University of Pennsylvania
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Appendix B

Pledge to safequard respondent privacy

This pledge to maintain respondent privacy is used by the Institute for Social
Research at the University of Michigan. The form is signed by all staff members,
and fulfillment of the pledge is a requirement of employment.

| have read the Institute for Social Research Policy on Safeguarding Respondent
Privacy, and pledge that | will strictly comply with that Policy. Specifically:

« | will not reveal the name, address, telephone number, or other identifying
information of any respondent (or family member of a respondent or other
informant) to any person other than an employee directly connected to the
study in which the respondent is participating.

« | will not reveal the contents or substance of the responses of any
identifiable respondent or informant to any person other than an employee
directly connected to the study in which the respondent is participating,
except as authorized by the project director or authorized designate.

« | will not contact any respondent (or family member, employer, other
person connected to a respondent or informant) except as authorized by
the project director or authorized designate.

« | will not release a dataset (including for unrestricted public use or for
other unrestricted uses) except in accordance with authorization, policies
and procedures established by ISR and the Center with which | am
affiliated.

« | will take all necessary precautions to avoid unintended disclosure of
confidential information, including securing of paper and electronic
records, computers, user IDs and passwords.

| agree that compliance with this Pledge and the underlying Policy is: 1) a
condition of my employment (if | am an employee of ISR), and 2) a condition of
continuing collaboration and association with ISR (if | am an affiliate of ISR). |
understand that violation of this Policy and Pledge may result in disciplinary
action, up to and including termination of employment or severance of any
relationship with ISR and the applicable research project.

If 1 supervise affiliates who have access to ISR respondent data (other than
unrestricted public release datasets), | will ensure that those affiliates adhere to
the same standards of protection of ISR respondent privacy, anonymity, and
confidentiality, as required by this Pledge and the associated Policy.

Signature: Date:
Typed or printed name:
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Appendix C

Checklist of items to include in summary report of study methodology and
findings

= The purpose of the study O
= Who sponsored the survey and who conducted it O
= A copy of ethics review board approval (if appropriate) 0
= A copy of the informed consent form or script 0
= A definition of the population under study and a description of the O
sampling frame
= A description of the sampling and survey designs O
= Sample sizes and, where appropriate, eligibility criteria, screening O
procedures, and response rates. A summary of the disposition of sample
elements should be included, in order for the user to calculate a response
rate should one not be included in the report or a different one desired.
= Method, location, and dates of data collection ]

= A copy of questionnaire, interviewer instructions, and any visual aids used | []

in the interview

= A detailed description of results that are based on anything less than the O
total sample, including the size of the sample and inclusion/exclusion

criteria
= A full description of the weighting (if appropriate) and estimation O
procedures used for all results that are reported
= The major findings 0
= A description of the precision of the findings, including estimates of 0

sampling error

Primary Source: American Association for Public Opinion Research. (2005).
Standards for minimal disclosure. Retrieved April 5, 2010, from
http://www.aapor.org/Disclosure_Standards.htm
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Appendix D

Checklist of materials to be provided to an ethics review board

General Study Information, including: (]
e Financial sponsorship
e Key personnel
e Performance sites
e Study dates
e Study abstract/summary
e Research design (including specific aims, background/prior research,
methodology, analysis plan, etc.)
e Benefits to subjects from participation
e Risks to subjects
e Recruitment methods and description of subject population

e Informed consent procedures

e Data confidentiality provisions

e Conflicts of interest

Discussion of Special Considerations, for example: (]

e Procedures used to obtain consent to interview minors or other
populations that require special consent (e.g., if interviewing minors,
describe procedures for obtaining parental consent and include child
assent and parental consent forms/oral protocols).

e Compensation and costs involved in participation for study subjects

e Procedures for handling biological samples, such as blood or saliva

e Proposal to conduct genetic typing/analysis from biological samples

e Considerations in conducting epidemiological or public health
research

e Use of deception

e Use of internet/email for research
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e Consent procedures for audio or video recording of interviews
e International research considerations
e Protocols for viewing of images or listening to recorded material

e Secondary data analysis

Forms, including: (]
e Copy of the grant/contract application
e Consent protocols/scripts/forms
e Copy of the questionnaire

Other forms (as appropriate):

e Cognitive interview protocol

e Focus group moderator guide

e Recruitment flyers or emails

e Study brochure/fact sheet

e Letter(s) to be sent to respondents

e Data use agreement (for use of secondary data from third party
sources)

e Documentation of review from other ethics review boards

e Documentation of training in research ethics for study staff

Primary Source: University of Michigan Health Sciences and Behavioral
Sciences Institutional Review Boards. Retrieved April 12, 2010 from
http://www.irb.umich.edu/
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Glossary
Accuracy

Adaptation

Anonymity

Audit trail

Auxiliary data

Bias

Bid
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The degree of closeness an estimate has to the true value.

Changing existing materials (e.g., management plans,
contracts, training manuals, questionnaires, etc.) by
deliberately altering some content or design component to
make the resulting materials more suitable for another
socio-cultural context or a particular population.

Recording or storing information without name or identifier,
so the respondent cannot be identified in any way by
anyone. No one can link an individual person to the
responses of that person, including the investigator or the
interviewer. Face-to-face interviews are never anonymous
since the interviewer knows the address (and likely, the
name) of the respondent.

An electronic file in which computer-assisted and Web
survey software captures paradata about survey questions
and computer user actions, including times spent on
guestions and in sections of a survey (timestamps) and
interviewer or respondent actions while proceeding
through a survey. The file may contain a record of
keystrokes and function keys pressed, as well as mouse
actions.

Data from an external source, such as census data, that is
incorporated or linked in some way to the data collected by
the study. Auxiliary data is sometimes used to supplement
collected data, for creating weights, or in imputation
techniques.

The systematic difference over all conceptual trials
between the expected value of the survey estimate of a
population parameter and the true value of that parameter
in the target population.

A complete proposal (submitted in competition with other
bidders) to execute specified jobs within prescribed time
and budget, and not exceeding a proposed amount.
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Cluster

Cognitive
interview

Confidentiality

Consent

(informed
consent)

Contract

Coordinating
center

Coverage

De-identification
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A grouping of units on the sampling frame that is similar on
one or more variables, typically geographic. For example,
an interviewer for an in person study will typically only visit
only households in a certain geographic area. The
geographic area is the cluster.

A pretesting method designed to uncover problems in
survey items by having respondents think out loud while
answering a question or retrospectively.

Securing the identity of, as well as any information
provided by, the respondent, in order to ensure to that
public identification of an individual participating in the
study and/or his individual responses does not occur.

A process by which a sample member voluntarily confirms
his or her willingness to participate in a study, after having
been informed of all aspects of the study that are relevant
to the decision to participate. Informed consent can be
obtained with a written consent form or orally (or implied if
the respondent returns a mail survey), depending on the
study protocol. In some cases, consent must be given by
someone other than the respondent (e.g., an adult when
interviewing children).

A legally binding exchange of promises or an agreement
creating and defining the obligations between two of more
parties (for example, a survey organization and the
coordinating center) written and enforceable by law.

A research center that facilitates and organizes cross-
cultural or multi-site research activities.

The proportion of the target population that is accounted
for on the sampling frame.

Separating personally identifiable information (PII) from the
survey data to prevent a breach of confidentiality.
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Disclosure
analysis and
avoidance

Disposition code

Ethics review
committee or
human subjects
review board

Fact sheet

Fitness for
intended use

Focus group

Do not distribute or reprint without permission

The process of identifying and protecting the confidentiality
of data. It involves limiting the amount of detailed
information disseminated and/or masking data via noise
addition, data swapping, generation of simulated or
synthetic data, etc. For any proposed release of
tabulations or microdata, the level of risk of disclosure
should be evaluated.

A code that indicates the result of a specific contact
attempt or the outcome assigned to a sample element at
the end of data collection (e.g., noncontact, refusal,
ineligible, complete interview).

A group or committee that is given the responsibility by an
institution to review that institution's research projects
involving human subjects. The primary purpose of the
review is to assure the protection of the safety, rights, and
welfare of the human subjects.

A sheet, pamphlet, or brochure that provides important
information about the study to assist respondents in
making an informed decision about participation. Elements
of a fact sheet may include the following: the purpose of
the study, sponsorship, uses of the data, role of the
respondent, sample selection procedures, benefits and
risks of participation, and confidentiality.

The degree to which products conform to essential
requirements and meet the needs of users for which they
are intended. In literature on quality, this is also known as
"fitness for use" and "fitness for purpose.”

Small group discussions under the guidance of a
moderator, often used in qualitative research that can also
be used to test survey questionnaires and survey
protocols.

Imputation A computation method that, using some protocol, assigns
one or more replacement answers for each missing,
incomplete, or implausible data item.
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Informant

Interviewer
falsification

ltem
nonresponse,
item missing
data

Mean Square
Error (MSE)

Microdata

Mode
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The person who supplies a list of the eligible elements
within the selected unit. For example, many in-person
surveys select a sample of housing units at the
penultimate stage of selection. Interviewers then contact
the housing unit with the aim of convincing the member of
the housing unit who responded to the contact attempt to
provide a list of housing unit members who are eligible for
the study. The housing unit member who provides a list of
all eligible housing unit members is called the informant.
Informants can also be selected respondents as well, if
they are eligible for the study and are chosen as the
respondent during the within household stage of selection.

Intentionally departing from the designed interviewer
guidelines that could result in the contamination of the
data. Falsification includes: 1) Fabricating all or part of an
interview—the recording of data that are not provided by a
designated survey respondent, and reporting them as
answers of that respondent; 2) Deliberately misreporting
disposition codes and falsifying process data (e.g., the
recording of a respondent refusal as ineligible for the
sample; reporting a fictitious contact attempt);

3) Deliberately miscoding the answer to a question in order
to avoid follow-up questions; 4) Deliberately interviewing a
nonsampled person in order to reduce effort required to
complete an interview; or intentionally misrepresenting the
data collection process to the survey management.

The lack of information on individual data items for a
sample element where other data items were successfully
obtained.

The total error of a survey estimate; specifically, the sum
of the variance and the bias squared.

Nonaggregated data that concern individual records for
sampled units, such as households, respondents,
organizations, administrators, schools, classrooms,
students, etc. Microdata may come from auxiliary sources
(e.q., census or geographical data) as well as surveys.
They are contrasted with macrodata, such as variable
means and frequencies, gained through the aggregation of
microdata.

Method of data collection.
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Paradata
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Identifiable
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Pledge of
confidentiality

Post-survey
adjustments

Precision

Pretesting

Primary
Sampling Unit
(PSUL)
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Sampling units that were potentially eligible but could not
be reached.

The failure to obtain measurement on sampled units or
items. See unit nonresponse and item nonresponse.

Empirical measurements about the process of creating
survey data themselves. They consist of visual
observations of interviewers, administrative records about
the data collection process, computer-generated measures
about the process of the data collection, external
supplementary data about sample units, and observations
of respondents themselves about the data collection.
Examples include timestamps, keystrokes, and interviewer
observations about individual contact attempts.

Information that can be used to identify a respondent that
minimally includes name, address, telephone number and
identification number (such as social security number or
driver’s license number), but may include other information
including biometric data.

An agreement (typically in written or electronic form) to
maintain the confidentiality of survey data that is signed by
persons who have any form of access to confidential
information.

Adjustments to reduce the impact of error on estimates.

A measure of how close an estimator is expected to be to
the true value of a parameter, which is usually expressed
in terms of imprecision and related to the variance of the

estimator. Less precision is reflected by a larger variance.

A collection of techniques and activities that allow
researchers to evaluate survey questions, questionnaires
and/or other survey procedures before data collection
begins.

A cluster of elements sampled at the first stage of
selection.
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Proxy interview

Quality

Quality
assurance

Quality audit

Quality control

Quality
management
plan

Recontact

Reliability
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An interview with someone (e.g., parent, spouse) other
than the person about whom information is being sought.
There should be a set of rules specific to each survey that
define who can serve as a proxy respondent.

The degree to which product characteristics conform to
requirements as agreed upon by producers and clients.

A planned system of procedures, performance checks,
quality audits, and corrective actions to ensure that the
products produced throughout the survey lifecycle are of
the highest achievable quality. Quality assurance planning
involves identification of key indicators of quality used in
quality assurance.

The process of the systematic examination of the quality
system of an organization by an internal or external quality
auditor or team. It assesses whether the guality
management plan has clearly outlined guality assurance,
quality control, corrective actions to be taken, etc., and
whether they have been effectively carried out.

A planned system of process monitoring, verification, and
analysis of indicators of quality, and updates to quality
assurance procedures, to ensure that quality assurance
works.

A document that describes the quality system an
organization will use, including quality assurance and
quality control techniques and procedures, and
requirements for documenting the results of those
procedures, corrective actions taken, and process
improvements made.

To have someone other than the interviewer (often a
supervisor) attempt to speak with the sample member after
a screener or interview is conducted, in order to verify that
it was completed according to the specified protocol or to
edit potentially erroneous responses.

The consistency of a measurement, or the degree to which
an instrument measures the same way each time it is used
under the same condition with the same subjects.
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Sampling error

Sampling frame

Sampling units

Secondary
Sampling Unit
(SSV)

Survey lifecycle

Survey
population

Target
population
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The number of complete interviews with reporting units
divided by the number of eligible reporting units in the
sample.

A selected unit of the target population that may be eligible
or ineligible.

Survey error (variance and bias) due to observing a
sample of the population rather than the entire population.

A list or group of materials used to identify all elements
(e.g., persons, households, establishments) of a survey
population from which the sample will be selected. This list
or group of materials can include maps of areas in which
the elements can be found, lists of members of a
professional association, and registries of addresses or
persons.

Elements or clusters of elements considered for selection
in some stage of sampling. For a sample with only one
stage of selection, the sampling units are the same as the
elements. In multi-stage samples (e.g., enumeration areas,
then households within selected enumeration areas, and
finally adults within selected households), different
sampling units exist, while only the last is an element. The
term primary sampling units (PSUSs) refers to the sampling
units chosen in the first stage of selection. The term
secondary sampling units (SSUs) refers to sampling units
within the PSUs that are chosen in the second stage of
selection.

A cluster of elements sampled at the second stage of
selection.

The lifecycle of a survey research study, from design to
data dissemination.

The actual population from which the survey data are
collected, given the restrictions from data collection
operations.

The finite population for which the survey sponsor wants to
make inferences using the sample statistics.
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Timestamps

Total Survey
Error (TSE)
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Timestamps are time and date data recorded with survey
data, indicated dates and times of responses, at the
guestion level and questionnaire section level. They also
appear in audit trails, recording times questions are asked,
responses recorded, and so on.

Total survey error provides a conceptual framework for
evaluating survey quality. It defines quality as the
estimation and reduction of the mean square error (MSE)
of statistics of interest.

Unit An eligible sampling unit that has little or no information

nonresponse because the unit did not participate in the survey.

Variance A measure of how much a statistic varies around its mean
over all conceptual trials.

Weighting A post-survey adjustment that may account for differential
coverage, sampling, and/or nonresponse processes.
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IV. Tenders, Bids, and Contracts

Rachel A. Orlowski and Christopher Antoun
Introduction

The following describes the process for preparing tenders, soliciting bids, and
drawing up and executing contracts. The tenders should be based on the
specifications outlined in the Study, Organizational, and Operational Structure
chapter. Bids should be obtained from as many qualified organizations as
possible to ensure a high quality survey for the budget available. The aim of
signing contracts is to create legally-binding agreements between the
organization coordinating the study and the organizations collecting the data.

Complications will inevitably arise over the course of the study, so it is important
that the signed contracts define, in as much detail as possible, the specifications
and expectations regarding procedures, responsible parties, and outcomes for all
parts of the study across all participating organizations. Towards this end, the
tenders, bids, and contracts should all be as specific and detailed as possible

[14].

In cross-cultural studies, the tendering, bidding, and contracting process will
involve various parties (e.g., the survey organizations, central coordinating
center, and funder(s)), and there are many ways for these parties to conduct the
process. For example, the coordinating center may prepare tenders and solicits
bids from survey organizations in each country where the study will be carried
out. The resulting contracts are between the coordinating center and each
selected survey organization. There are other situations in which the coordinating
center signs a contract with an international organization that is responsible for
data collection in several countries. Sometimes the coordinating center submits a
bid, rather than soliciting bids. In this case, the funder(s) prepares tenders for the
central coordinating center and survey organizations separately. Thus, there is a
contract between the funder(s) and the coordinating center, as well as separate
contracts between the funder(s) and local survey organizations. Finally, there are
other situations in which the central coordinating center is not involved with
contractual work, and contracts are individually arranged and signed at the
country level. In this situation, the central coordinating center may provide
specifications and supervise the process, but the contract, however, is an
agreement between the local funder(s) and local survey organizations.

The guidelines presented here deal with the more general approach to the
tendering, biding, and contracting process described in the first case—outlining a
competitive bidding process between a central coordinating center and survey
organizations (in particular, survey organizations selected at the country level).
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Nevertheless, many of the guidelines below also apply to the other contracting
arrangements.

Figure 1 shows tenders, bids, and contracts within the survey production process
lifecycle (survey lifecycle) as represented in these guidelines. The lifecycle
begins with establishing study structure (Study, Organizational, and Operational
Structure) and ends with data dissemination (Data Dissemination). In some study
designs, the lifecycle may be completely or partially repeated. There might also
be iteration within a production process. The order in which survey production
processes are shown in the lifecycle does not represent a strict order to their
actual implementation, and some processes may be simultaneous and
interlocked (e.g., sample design and contractual work). Quality and ethical
considerations are relevant to all processes throughout the survey production
lifecycle. Survey quality can be assessed in terms of fitness for intended use
(also known as fitness for purpose), total survey error, and the monitoring of
survey production process quality, which may be affected by survey
infrastructure, costs, respondent and interviewer burden, and study design
specifications (see Survey Quality).
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Figure 1. The Survey Lifecycle
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Guidelines
Goal: To prepare tenders and conduct a competitive bidding process that will

result in detailed contracts within defined budget parameters and an established
legal framework.

1. Prepare atender based on study specifications while adapting it,
when appropriate, for each individual country.

Rationale

The tender is the first step to soliciting bids and executing contracts. The
specifications in the tender will have long-term effects on the final
contracts and the implementation of the study. With the tendering process,
the coordinating center should consider the amount of risk it is willing to
assume and specify the type of contract it will offer. The tender should
outline study details and requirements of the bidding survey organizations.
Requesting detailed information on technical and business aspects of the
survey organization’s bid reduces the opportunity for misunderstanding to
go unnoticed and helps ensure that the study specifications have been
fully understood and adequately accounted for in the plan and budget. In
the final preparation of the tender, local adaptations should be considered,
and multiple tenders may need to be developed for the many countries to
set reasonable expectations based on the culture and availability of
resources.

Procedural steps

e Determine the appropriate tendering process in each participating
country.
= Decide between open tendering and restricted tendering.

. Open tendering allows any survey organization to provide a bid.
It is advantageous because it protects against favoritism. Open
tendering is absolutely necessary if the coordinating center is
not familiar with the availability of qualified survey organizations
in a country.

. Restricted tendering limits the bidding process to a few survey
organizations pre-selected by the coordinating center.
Restricted tendering is used when the coordinating center has
prior knowledge of survey organizations that are capable of
implementing their country’s portion of a cross-cultural study.

= Become familiar with the local requirements for tendering (e.g.,
some countries prohibit restricted tendering if using public funds).
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e State in the tender which type of contract will be offered: fixed-price,
cost-reimbursable, or time and material. The decision on which type of
contract will be offered depends on the level of risk the coordinating
center (or funding source) and survey organizations are willing to take
[9].

= A fixed-price (or lump-sum) contract requires stating upfront a fixed
total price for the clearly-defined scope of work and deliverable(s).
Fixed-price contracts also allow for bonuses if expectations are
exceeded. The coordinating center incurs little risk while the survey
organizations incur much risk.

= A cost-reimbursable contract requires paying the survey
organizations for the actual costs necessary to complete the
agreed-upon scope of work and production of the deliverable(s); it
may include paying them a fee — typically received as profit. Cost-
reimbursable contracts also allow for bonuses if expectations are
exceeded. These guidelines assume cost-reimbursable contracts.
This type of agreement is riskier for the coordinating center than for
the survey organizations. Thus, it is important for the coordinating
center to carefully evaluate survey organizations during the bidding
process and to monitor progress during survey design and
implementation.

= Atime and material (T&M) contract has elements of both the fixed-
price and the cost-reimbursable contract. Time and material
contracts may require a fixed level of effort by a specific class(es)
of resources at the survey organizations or may have a variable
level of effort by a specific class(es) of resources at an agreed-
upon rate of pay for the specific class(es). These contracts may be
open-ended, such that the exact price for the scope of work and/or
deliverable(s) may not be determined when signing the contract.
This type of contract is rarely used for the implementation of an
entire survey project; it is sometimes used when contracting work
for a particular task in the survey lifecycle (e.g., contracting with an
organization to perform the post-collection data analysis).

e Ask bidders to provide specific technical information about their survey
organization and their plan to execute the survey within the study
specifications.

» Request the following from the survey organization:

. Examples of similar studies the bidder has conducted
(describing the size, complexity, topic, etc.).

. Examples of the bidder’s training and supervisory materials,
details of procedures used, and example reports from studies
previously conducted.

. References or contact names regarding previously completed
work.
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Number and relevant qualifications of all levels of staff assigned
to the study (also providing an organizational chart and outline
of responsibilities for this survey).

Organizational capacity (e.g., size of field interviewing staff).
Technical system capability (e.g., any computer-assisted
interviewing, sample management capabilities, or data entry
software).

Facilities and equipment (e.g., computers, internet access, and
e-mail).

= Request the following regarding their plan to execute the survey:

Timeline with survey tasks, milestones, and deliverables (see
Study, Organizational, and Operational Structure for details
about creating appropriate timelines and see Appendix A for an
example of a timeline of effort).

Staff responsibilities for each survey task (see Appendix B for
an example of a person loading chart describing how
responsibilities are assigned).

Consent, confidentiality, and data protection procedures (see
Ethical Considerations in Surveys).

Sampling methods (e.g., sample size, type of frame, etc.) (see
Sample Design) [2].

Questionnaire development and translation methods (if
needed).

Pretesting methods (making sure, in addition to pretesting the
guestionnaire, that there is a pretest of the field procedures)
(see Pretesting).

Design of survey instrument (see Instrument Technical Design).
Interviewer recruitment, selection and training protocol (number
of hours of training, topics covered, etc.) (see Interviewer
Recruitment, Selection, and Training).

Interviewer characteristics (e.g., age, education, gender, and
experience) (see Interviewer Recruitment, Selection, and
Training).

Unique identification of the interviewers (especially when
recording which interviewers contacted which sample elements
in the sample management system).

Interviewer payment plan (typically by the hour or by completed
interview) (see Interviewer Recruitment, Selection, and
Training).

Interviewer employment conditions (i.e., employees of the
survey organization or contract workers).

Ratio of interviewers to supervisors (see Data Collection).
Mode of data collection (if using a mixed mode design, whether
multiple modes will occur concurrently or sequentially) (see
Data Collection).
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Information about the contact attempts (e.g., time, day, interim
disposition codes).

Production requirements (e.g., minimum number of contacts to
attempt to obtain a complete interview, minimum response rate,
etc.).

Local quality monitoring (e.g., evaluating recorded interviews,
re-interviews on key survey items).

Plans in place to address nonresponse bias (see Data
Collection).

Procedures for local data return (e.g., mail or electronic transfer
of completed interviews and other materials).

Procedures for processing, managing, and storing data (see
Data Processing and Statistical Adjustment).

Procedures for providing data to coordinating center.
Procedures developed to handle unexpected problems (i.e., risk
management) [2].

e Ask bidders to organize the business information by each major survey
task—tailoring the budget to the specific country’s implementation of
the study [3]. All of the chapters of the Cross-Cultural Survey
Guidelines could be considered as viable survey tasks (see Appendix
A in Study, Organizational, and Operational Structure for a brief

description of each survey task).

= Within each organized survey task, ask bidders to prepare a
detailed budget by the two general categories: direct costs and
indirect costs [9]. Direct costs typically consist of salary and non-
salary costs, and indirect costs are typically calculated as a
percentage of the total direct costs (both salary and non-salary
COsts).

Salary costs include: labor (both regular and temporary staff),
fringe (calculated as a percentage of the regular staff labor
costs), and overhead (calculated as a percentage of the total
labor and fringe costs) [5]. For each staff position, budget the
number of hours needed for each staff member for each survey
task in which he or she will contribute. (See Appendix C for a
salary budget example template that specifies labor hours for
the pretesting task.)

Nonsalary costs include general sample purchase; supplies
(e.g., pencils, folders, binders, etc.); printing (e.g., letterhead,
training materials, respondent booklets, maps, reports, etc.);
postage; communications (e.g., local and long distance
telephone connect, high-speed internet connection, etc.);
computing (e.g., laptop computers, printers, equipment
maintenance, software licensing, security protection, etc.);
interviewer recruitment (e.g., advertisements, community
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meetings, etc.); hosting training (e.g., hotel arrangements,
meals, etc.); travel (e.g., mileage, vehicle rental, vehicle
maintenance, fuel, etc.); respondent incentives; and consultant
fees (e.g., stipend, per diem, travel, etc.). (See Appendix D for a
non-salary budget example template that specifies costs for the
pretesting task.)
= Require bidders to write justifications for all direct and indirect
costs, as well as to be explicit with the budgeting assumptions
taken (e.g., the duration/dates of each survey task, the
guestionnaire length, the number of hours needed to receive a
complete interview, the average distance interviews will travel, the
expected response rate, the expected interviewer attrition rate, the
cost of each supply item, etc.) [5].
= For study designs with a lot of uncertainty, advise bidders to include
contingency (possibly 10%) into the budget to account for this risk
[6].
= For studies lasting longer than one year, suggest the inclusion of a
cost-of-living increase [5].
e For areas with rampant inflation, require frequent updates to the
projected budget.

Lessons learned

e Contacting survey organizations upfront to discuss project details can
help avoid possible complications during the bidding process,
especially if a culture is unfamiliar with a formal bidding process.

e Gathering information about constraints on survey organizations before
issuing tenders will improve the bidding process. These constraints
include legal requirements, cultural norms, lack of organizational
capacity (e.g., does not have computer-assisted interviewing
capability), standard organizational practice (e.g., organization usually
only provides interviewers two days of training but the tender requires
a week), attitudes (e.qg., different attitudes about data collection), etc.
This information should be used to adapt specifications in tenders to
each country as appropriate.

e Survey organizations may hesitate to mention any obstacles to
conducting the study as outlined in the tender specifications for various
reasons. Organizations should be encouraged in a culturally
appropriate fashion to be open and explicit about anything that would
conflict with the study specifications. Some obstacles may be quickly
remedied if identified in advance. For example, it may be necessary to
appoint male interviewers to some locations (such as lumber camps or
mines) or to notify gatekeepers of the study and explain the need to
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contact given respondents. Strategies and schedules should be
developed to accommodate this.

2. Ensure a fair and competitive bidding process.

Rationale

If the research capacity of a country is not already apparent to the central
coordinating center, the bidding process is one way to illuminate this and

to determine if any methodological or substantive expertise may be
needed to supplement local resources. A competitive bidding process is
not always possible; sometimes, there are only one or two competent
survey organizations within each location being studied.

Procedural steps

Request bids in a language understood by the reviewers from the
central coordinating center, or arrange for language resources for the
reviewing team to enable them to evaluate the bids.

Provide bidders with the evaluation criteria, such that they will then
know what is expected at each phase of the survey lifecycle as well as
what deliverables are required at each phase (see Guideline 3) [3].

Encourage consortium bids as seems relevant because, in contexts
with sparse resources, partnerships may enable survey organizations
to make stronger bids if together they have a broader set of
proficiencies [10].

Set a timeline for the bidding process that still allows time for
clarification and discussion between the contracting parties and for
several iterations of bids.

Encourage bidding organizations to identify any elements required in
the tender specifications that they are unable or unwilling to meet [2].
Doing so helps avoid bids which the bidding organizations will not
fulfill.

Check bids for potential problems, such as the following:

= Can a proper sampling frame be obtained (see Sample Design and
Data Collection)?

= Does the bidding survey organization have access to the sample
elements on the frame (e.qg., will political conflicts or travel
restrictions limit the areas in which the survey organization can
contact individuals) (see Sample Design and Data Collection)?
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Is the concept of probability sampling understood and its

implementation assured (see Sample Design)?

= Are suitable protocols and trainers available for interviewer training
and interviewer motivation (see Interviewer Recruitment, Selection,
and Training)?

= Are essential nonresponse bias reduction techniques realized (see
Data Collection)?

= Are adequate guality control procedures in place (see Survey
Quality)?

= Are necessary facilities, such as hardware, software, and internet
access, available?

= |s the specification of budget details adequate?

= Are there local research “traditions,” such as guota sampling or

undocumented substitution, that may conflict with study

specifications?

e Keep the bidding process transparent, open, and fair.
= Provide the same level of help or assistance to every survey
organization [4].
* If new information becomes available that would be useful in
preparing a bid, take care to distribute this information to all
bidders.

Lessons learned

e Following up with the survey organizations to make sure they know
what is expected is one way to maintain a fair bidding process. By
clarifying aspects of the survey organization’s bid, the coordinating
center can avoid possible complications later in the implementation of
the survey. For example, in many countries the research tradition is to
pay interviewers by the completed interview and not by hours worked.
The coordinating center may want to explain that this practice might
work well if all interviewer assignments are of the same difficulty and if
the length of the interview administration is within well-defined limits.
However, if assignments vary in difficulty (longer travel times, for
example) or the length of the interview can vary widely (dependent
upon the respondent’s answers), this will not work as well. It is
important for the coordinating center to emphasize the endured risk of
paying interviewers by the completed interview. Interviewers might be
tempted to use strategies to keep interviews as short as possible in
order to complete more cases. In the worst scenario, interviewers
might be tempted to falsify the interview (i.e., interviewer falsification)
(see Interviewer Recruitment, Selection, and Training and Ethical
Considerations in Surveys).
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3. Select the survey organization best suited to carry out the survey in
each country within the constraints.

Rationale

The decision to select a survey organization or collaboration of
organizations that will carry out the study, based on pre-specified and
agreed-upon evaluation criteria, is a critical one. A poor choice of an
organization will divert attention and resources away from other aspects of
the study and may have a lasting impact on the entire endeavor.

Procedural steps

e Form a bid evaluation team within the coordinating center that is
comprised of a substantive expert, a statistical advisor, a
methodological advisor, and, as relevant, legal and local expertise.
= When necessary, involve additional consultants throughout the
contracting process (i.e., from preparing the tender to signing the
contract) [4].

= Ensure there are no pre-existing relationships between the bid
evaluation team members and the bidding survey organizations.

= Determine in advance the process for final decisions on survey
organization selection, in case disagreements among the review
team should arise.

= Have each member evaluate the survey organizations individually
and make written notes.

= Organize among the team a group discussion of the strengths and
weaknesses of various bids.

= Even if there is only one bid for a given country, conduct evaluation
as described above with notes and a group discussion.

= If the final required work scope and budget cannot be met by the
bidding organization(s), decide whether a new round of bids is
necessary or if some other alternative is available.

e Use the following indicators as the basis of evaluation criteria for

choosing an organization:

= Local knowledge of the population of interest [11].

= Organizational and staff expertise in the subject area and survey
methods envisioned [4].

= Knowledge of and experience with conducting similar types of
survey (both the organization as a whole and the
management/personnel assigned to the project) [2] [10].

= Ability to estimate the costs to complete the entire work scope.

= Transparency of procedures.
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= Organization of field staff, including the planned supervisory
structure and implementation strategy (e.g., whether interviewers
are stationed throughout study areas or travel extensively in teams
to different sampled locations).

= Demonstrated or projected ability to meet the timeline and various
specified outcomes [10].

= Demonstrated or projected availability of management staff and
statistical support.

= Affiliations with professional organizations.

= Cost.

= Methodological rigor and quality of the technical proposal.

e Find out as much about the culture as possible before negotiating

strategies with survey organizations. In particular:

= Make use of local or regional feedback about the survey
organizations. It can be very useful to ask local contacts (these may
not be directly local but at least in the region) to provide information
about the organizations.

= Try to become aware of any local tendencies in terms of
management and likelihood of acknowledging obstacles.
Encourage people to point out difficulties in terms of the knowledge
of local tendencies. If you lack knowledge of what could be involved
and do not have someone suitable to act as an informant, introduce
the topics you need to know about (for example, “We have
sometimes found organizations fear their bid will not be considered
if they admit they have trouble meeting requirements. We have
learned to recognize information about local constraints as very
important. Is there anything you would like to raise with us?”).

= Learn to wait longer than you may be accustomed for a response
and listen attentively for indirect mention of a constraint.

= Try to become aware of local survey traditions or their absence. If
through preparation for local negotiations it becomes clear that the
study specifications run counter to local traditions, ask for
information about how the organization intends to address this
difference [7].

= Try to become adept at recognizing and addressing hesitancy, as
people or organizations may be reluctant to engage in unfamiliar
procedures.

= |f something is known or found to be unusual in a given context,
ask for a demonstration of its usefulness.

= Aim to persuade those involved to try out suggested techniques or
help adapt them to local conditions before deciding on their use. In
other words, avoid determining the feasibility of techniques before
trying them out.
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e Negotiate work scope and costs with the most promising organization.
= |If the specifications change significantly, then reopen the bidding
process to all competitive organizations [4].
= Agree upon alternative designs prior to signing the contract, since
change is more difficult once a study has started [11].

e Throughout this selection process, do not rely on the same person to
act as both translator and negotiator with the survey organizations.

e Notify unsuccessful bidders of your selection once the contract has
been awarded. Supply them with your reasoning for selection, and
provide feedback as to how they could be more successful in future
bidding processes [4].

Lessons learned

e When evaluating survey organizations, one of the most difficult
decisions made is determining whether a survey organization is truly
capable of implementing what has been promised in its bid. If two
competing survey organizations propose similar technical bids, it is not
always prudent to select the organization with the less expensive
business bid (even though not doing so might conflict with pre-
determined bidding evaluation criteria). It is important to balance the
proposed technical aspects (and timeline) and budget with the survey
organization’s (and staff’s) experience and references. Prior work is
often very foretelling of future work.

e When evaluating the proposed data collection timeline of each survey
organization, seasonal effects must also be taken into account. One
country’s harvest time may be another’s winter months; access to
areas may be restricted or facilitated by the season. In certain times of
year, large parts of the population may be on vacation or working away
and difficult to reach at their usual residence [11].

4. Execute a contract that addresses the rights and obligations of all
parties involved and references local legal requirements, if
applicable.

Rationale

The final contract that the coordinating center drafts is legally binding and
thus must fall under the auspices of a recognized legal authority with the

power to sanction contract breaches. The sanctions should be explicit, up
to and including nullifying the contract. The contract needs to be properly
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signed and dated by authorized representatives. Local, independent legal
advice is critical to this process.

Procedural steps
e \Write the contract based upon the study design and specifications.

e Tailor contracts to the funding source, contracting organizations, and
countries, as necessary. Each may carry additional requirements, such
as stipulated delivery of reports, a cross-national ethics board review,
and so forth.

e Require official pre-approval of any subcontracting. Any known need
for subcontracting in any form should be disclosed in advance by the
survey organization(s) [4].

e Incorporate bonus schemes in the contract and cost estimates as
appropriate. Examples may include:
= Interviewer bonuses, based on performance.
= Organizational bonuses, such as a payment for completing
interviews beyond the expected total.

e |dentify and specify the coordinating center's right to observe aspects
of data collection (e.g., live interviews, call-backs to selected
households for verification, spot checks of original questionnaires, and
electronic control files) [8].

e Set reasonable production benchmarks, where possible [4].
= Define targeted response rates as one of the production
benchmarks (see Data Collection).

. For the purpose of response rate calculation, provide the survey
organizations with a defined list of the disposition codes to be
used uniformly (see Appendices E - H for a description of
disposition codes and templates for calculating response rates).

- Go through the list of disposition codes, checking applicability of
each for the local situation and define the need for additional
codes to account for local conditions.

= Require field monitoring progress reports (possibly at the individual
interviewer, interviewing team, or region level) to ensure
benchmarks are met (see Data Collection).

e Establish and specify in writing ownership of the data and respondents’
sample and contact information within the limits of any confidentiality
restrictions.
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e Specify requirements for how the local survey organization will execute
the data delivery and frequency of updates on data collection progress
(see Data Collection, Data Harmonization, and Data Dissemination).

e Specify any deliverables (such as sample specifications, instrument
specifications, and source guestionnaires) and commitments from
other parties involved, including any central organization to local
organizations (e.g., advisory boards and help lines).
= |dentify and specify all required documents.

« Agree on format for these and on who develops the format.

« Include provisions for training for those required to provide
documentation.

. Consider requiring copies of the consent form, translated
guestionnaire, training materials, and methods report (see
Ethical Considerations in Surveys and Interviewer Recruitment,
Selection, and Training).

e Specify copyrights for data and documents, including stipulations for
data release (by when and by whom) and plans for data access rights
(taking into account any legal restrictions).

e Define the necessary security level of respondent data (e.g., contact
information and survey responses) for both physical and electronic
storage and transfer.

e Define any restrictions on the survey organization's ability to present
and publish any of the substantive or methodological results (with or
without review).

e For longitudinal studies, indicate, as appropriate, decisions about the
protocol for possible respondent recontact. If potential for future follow-
up exists, consider introducing this possibility at the time of initial
contact with the respondents and ask the survey organization to
budget for this activity.

e Instruct the survey organization to notify the coordinating center of any
change to the contract [11].

Lessons learned

e Although it is important to enforce adherence to specifications, a
measure of flexibility is also needed. Natural disasters, unexpected
political events, and outbreaks of disease can interrupt data collection
and make agreed-upon deadlines impossible (see Data Collection).
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e Approving the use of subcontractors may impact the coordinating
center’s level of control. For example, monitoring data collection will be
problematic if subcontractors restrict the right of the coordinating
center to observe aspects of the survey process. Certain study
specifications, such as the required security level of respondent data,
could be difficult to ensure while working with subcontractors.

5. Define upfront the gquality standards that lay the quality framework
for the rest of the survey lifecycle.

Rationale

The bidding process may be the first interaction the survey organizations
have with the coordinating center. Hence, it is essential for the
coordinating center, from the conception of the survey, to demonstrate
and emphasize the importance of quality.

Procedural steps

e Develop a quality management plan (see Survey Quality). Use this
plan as the outline for expectations of the survey organizations
throughout the entire study.

e Ask bidding survey organizations to detail their guality control and
guality assurance procedures, and include minimum quality
requirements in the criteria used for evaluating the bidders.

e Consider re-releasing the tender if no bidding survey organization can
meet the requested quality standards.

e Define progress approval points throughout the research process (e.g.,
sample selection, questionnaire design, interviewer training, and data
collection milestones) to ensure each party involved achieves the
study’s objectives.
= Require certification from the coordinating center at these formal

points before a survey organization can proceed with the study.
= Sanctions for unnecessary delays or specification deviations should
be specified before the study begins.

Lessons learned

¢ Since budgets are often underestimated, it is critical to monitor the
overall budget throughout the survey lifecycle to avoid a potential
overrun at the end of the study. In addition, individually monitoring the
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budget of each survey task is an important quality assurance
procedure. If the budget for each survey task is more detailed (i.e.,
specified budgets for each direct cost component), it is useful to
systematically assess the status of the budget and weigh the guality
trade-off by monitoring costs at the lower levels (see Survey Quality).

6. Document the steps taken while preparing tenders, soliciting bids,
and drawing up and executing contracts.

Rationale

The coordinating center can use the contract resulting from the bidding
process to enforce its expectations of the survey organizations. Thus, it is
very important that steps taken throughout the process be clearly noted
and transparent to those involved. No one involved should be surprised at
how the study is to be structured, what production actions are required,
and when the final deliverables are to be completed.

Procedural steps
e Clearly state specifications in tenders.

e In advance of releasing tenders, document the evaluation criteria to be
used when assessing bids.

e Keep a record of the information exchanged with each survey
organization to make sure no one organization receives differential
treatment during the bidding process.

e Document bid evaluation team scores for each survey organization’s
bid.

e Collect notes from each member of the bid evaluation team as to how
they arrived at their selection decision.

e Make sure each survey organization formally details all aspects of their
anticipated scope of work in their bid. Information beyond what is
written in the bid (e.g., from other forms of correspondence) should not
be considered when evaluating the survey organization—so as not to
give differential treatment.

e Keep records of all notifications to unsuccessful bidders of your
selection.
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e Write contracts that are tailored to the involved parties (e.g., funding
source, coordinating center, survey organization, etc.). When writing
the contract, include all specifications of the scope of work, budget,
and timeline for which each survey organization should commit.

e In the contract, establish responsibility for documenting all aspects of
the study.

e Request documentation of any subcontracts from the survey
organizations.

e Have a signed agreement regarding the ownership of the data and
respondent information, within the limits of confidentiality regulations
(see Ethical Considerations in Surveys).

e Keep a copy of the tenders, all bid materials provided by any survey
organization submitting a bid, and a copy of the contracts (and any
modifications).
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Appendix A

Timeline of effort by survey task example

When bidding for a cross-cultural survey, it is important for a survey organization
to outline how it plans to meet the specified deliverables’ deadlines. This can be
achieved by creating a timeline that demonstrates when the survey organization
will work on each task of the survey lifecycle and how much effort (i.e., how many
hours) is necessary to perform that task.

Below is an example of a timeline with an expected 24-month duration (specified
in actual calendar months and years) and survey tasks corresponding with each
chapter of the Cross-Cultural Survey Guidelines. The 'X's are placeholders for
the number of hours assigned to each survey task per month (for the entire
staff’s effort). It is critical that the total number of hours for all tasks for all months
equal the total number of hours for all assigned staff (see Appendix B).
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TASK

MONTH OF SURVEY

9110|11]|12|13|14[15|16

17

18

19

20

21

22

23

24

Total

Study, Organizational,
and Operational

Survey Quality

Ethical Considerations
in Surveys

Tenders, Bids, and
Contracts

Sample Design

Questionnaire Design

Adaptation

Translation

Instrument Technical
Design

Interviewer Recruitment,
Selection, and Training

Pretesting

Data Collection

Data Harmonization

Data Processing and
Statistical Adjustment

Data Dissemination

TOTAL
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Appendix B

Person loading chart example

When bidding for a cross-cultural survey, it is important for a survey organization
to outline how it plans to assign responsibilities for each task of the survey
lifecycle to which staff members and how much effort (i.e., how many hours) is
necessary for that staff to accomplish each given task. This can be achieved by
creating a person loading chart.

Below is an example of a person loading chart with example study roles and
survey tasks corresponding with each chapter of the Cross-Cultural Survey
Guidelines. If the name of the staff member fulfilling the role is known, include the
name. If the name of the staff member is not known, include the job title. Indicate
if multiple people will be necessary for a given role. The 'X's are placeholders for
the number of hours budgeted to staff for each task. It is critical that the total
number of hours for all staff, for all tasks, equal the total number of hours for all
months of the survey (see Appendix A.)
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Project Manager X[ X[X]|X]|X|X[X]|[X X[ X[ X]X] X]| X
Quality Coordinator X[ XX X[ X[ X]|X]|X[X]|X[|X[X]|X] X|X
Budget Analyst X | X X
Office Assistant X[ X[ XX X[ X[ X
Statistician X X X X[ X[ X]| X
Questionnaire Designer X X[X[X]X]X
Translator X X X[ X[ X
Data Manager X X X | X X[ X]| X]| X
Information Technologist X X[ X X[ X]| X]| X
Programmer X X1 X X X
Field Manager X X[ X[ X[X X
Field Support Staff X X | X X
Data Processing Manager X X X
Interviewer Recruiter X X
Interviewer Supervisor X X[ X | X
Interviewer X X[ X[ X
Interviewer Aide/Driver X X X
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Appendix C

Salary budget template example

Specifying the salary costs for each survey task is an important component of a
bid. For each staff member, estimate the number of hours that he or she will
contribute. In this example, the staff members expected to work on the pretesting
task are listed by job title, with only one person needed for each role.

If the name of the staff member completing the role is known, include the
individual’'s name and actual hourly rate. If the name of the staff member is not
known, include the job title and average hourly rate for the staff members with
that title. If several people have the same job title, include separate entries for
each (however, “interviewers” may be listed as a single line). When a survey task
is completed across multiple years, the budget estimate should account for the
expected changes in hourly rates.

STAFF HOURS HOURLY RATE TOTAL COST

Project Manager

Quality Coordinator

Office Assistant

Statistician

Questionnaire Designer

Data Manager

Information Technologist

Programmer

Field Manager

Field Support Staff

Interviewer Supervisor/Trainer

Interviewers

Interviewer Aide/Driver

TOTAL HOURS: TOTAL COST:
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Specifying the non-salary costs for each survey task is an important component
of a bid. For each survey task, estimate the number of items and cost per unit. In
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this example, the items expected to be used for the pretesting task are listed.
When a task is completed across multiple years, the budget estimate should

account for the increases in per unit material costs.

ITEMS

NUMBER

COST PER UNIT

TOTAL COST

Facilities

Meals

Laptop Computer

Software Licensing

General Supplies

Communications

Postage

Printing

Respondent Incentive Payments

Respondent Recruitment Expenses

Travel

TOTAL COST:
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Appendix E

Disposition codes [1]

e The coordinating center should provide a list of specific disposition
codes with a clear description of how to code all sample elements
during (temporary disposition) and at the close of (final disposition
codes) the field period.

e Generally, disposition codes identify sample elements as (complete or
partial) interviews or non-interviews.
= The coordinating center should set the criteria for determining
whether interviews are classified as complete or partial.
= Non-interviews are grouped by whether the respondent is eligible,
unknown eligible, or ineligible to participate in the study.

e Disposition codes are mutually exclusive. While sample elements may
be assigned different temporary disposition codes throughout the field
period, there will be only one final disposition code.
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Components and descriptions of each category of response rate calculation (for

a sampling frame of housing units) [1]

e To standardize the response rate calculations across countries, every
country should group each sample element’s final disposition code into
one of the following mutually exclusive and exhaustive categories:

A. Interviews

B. Non-interviews—Eligible
C. Non-interviews—Unknown eligibility

D. Non-interviews—Ineligible

A. Interviews

Component

Description

Complete interviews

Respondent has finished the interview.

Partial interviews

The survey organization (in consultation
with the coordinating center) may decide
prior to the start of data collection to
consider an interview to be a partial
interview if at least some percent (e.qg.,
80%) of applicable or crucial/essential
guestions have been answered.

TOTAL INTERVIEWS

Sum of interviews.

B. Non-interviews—Eligible

Component

Description

Refusals

It has been determined that there is an
eligible respondent in the housing unit
but either he/she or someone else
refuses the interview request.

Non-contacts

It has been determined that there is an
eligible respondent in the housing unit
but the interviewer cannot gain access to
the building, no one is reached at the
housing unit, or the respondent is never
available when the interviewer attempts
an interview.

Other

It has been determined that there is an
eligible respondent in the household
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(Other)

(eligibility determined as of a particular
date, e.g., the date that the household
listing is taken) but at some time after the
determination of eligibility, the
respondent is unable to complete the
interview due to reasons other than a
refusal or is unable to be reached after
repeated attempts. For example, the
respondent may have died, been
incarcerated or hospitalized, or left the
country.

It has been determined that there is an
eligible respondent in the household, but
he/she does not speak any of the study
language(s) or is permanently incapable
of participating in the interview due to a
physical or mental condition (e.qg.,
senility, blindness, or deafness). Note:
Sample elements may be considered
ineligible if the target population is
defined such that respondents who do
not speak the study language(s) or
respondents who are unable to hear are
explicitly excluded from the target
population to which the study plans to
makes inferences.

Any other eligible non-interview status.

TOTAL NON-
INTERVIEWS—
ELIGIBLE

Sum of eligible non-interviews.

If the survey organization is unable to
provide separate counts of each
component but the survey organization
can provide the total number of eligible
non-interviews, use the total.

C. Non-interviews—Unknown eligibility

Component Description

Unknown if e The sample elements have not been
household/occupied attempted or worked (e.g., no interviewer
housing unit is available in area or replicates are

introduced too late to work all sample
elements).
Interviewer is unable to reach the
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housing unit due to weather or concerns
about safety in a dangerous
neighborhood.

Interviewer is unable to locate the
housing unit (e.g., inaccurate or
inadequate address/locating
information).

Unknown if eligible
respondent is in unit/no
screener completed

It has been determined that there is an
eligible housing unit but the interviewer is
unable to determine whether there is an
eligible respondent in the unit. For
example, a household member may
refuse to complete the screener or no
one is available to complete the screener
when the interviewer visits the
household. Note: These sample
elements are not considered refusals,
since only elements where it has been
determined that there is an eligible
respondent can be classified as refusals.

UNKNOWN ELIGIBILITY

Other e Any other status for which eligibility is
unknown

TOTAL NON- e Sum of non-interviews of unknown

INTERVIEWS— eligibility

If the survey organization is unable to
provide separate counts of each
component, but the survey organization
can provide the total number of non-
interviews of unknown eligibility, use the
total.

D. Non-interviews—Ineligible

Component Description
Not an eligible housing e The sample elements are out-of-sample
unit housing units or housing units that are

incorrectly listed in the address frame
(e.g., housing units are outside the
primary sampling unit in which they are
thought to be located).

The sample elements are non-residential
units (e.g., businesses, government
offices, institutions, or group quarters).
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(Not an eligible
housing unit)

Housing units are vacant on the date that
eligibility is determined. Note: Sample
elements may be considered eligible
non-interviews if someone is present at
the housing unit on the date that
eligibility is determined, even if when the
interviewer returns the household has
moved and the unit is vacant.
Households are temporary, seasonal, or
vacation residences (i.e., not the usual
place of residence).

No eligible respondent

It has been determined that there is an
eligible housing unit, but there is no
eligible respondent in the unit. For
example:

= Residence with no one 18 years of

age or older.

= Respondent does not speak any of

the study language(s) and the target
population is explicitly defined such
that respondents who do not speak
the study language(s) are not
considered part of the target
population to which the study plans to
make inferences (may also hold for
physical or mental conditions, if the
target population is explicitly defined
to exclude persons who are blind,
deaf, senile, etc.).

= Respondent died before eligibility is

determined.

= Respondent is incarcerated or

hospitalized (i.e., institutionalized) at
the time that eligibility is determined,
and remains institutionalized

throughout the data collection period.

Other e Respondent is in a group/cell for which
the quota has already been filled.
e Any other ineligible non-interview status.
TOTAL NON- e Sum of ineligible non-interviews.
INTERVIEWS— e If the survey organization is unable to
INELIGIBLE provide separate counts of each

component but the survey organization
can provide the total number of ineligible
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non-interviews, use the total.
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Appendix G

Recording counts of response rate cateqories template
(for a sampling frame of housing units) [1]

e Use the template below to help determine the number (or weighted
count, if appropriate) of sample elements finalized in each of the
categories and, thus, the total number/weighted count of sample
elements fielded. The total number of sample elements is the sum of
all categories of the final disposition codes.

= First, enter the number of sample elements finalized as each given
category component. If no sample elements are finalized as a
particular category component, enter “0” in the “Count” column.

= Next, total the components for each category by entering the sum
on the longer of the “Count” column lines.

= Finally, total the sums of each category by entering the overall sum
on the last “Count” column line.

= Use the “Additional Information” column to provide any information
that will assist in interpreting the figures provided, particularly the
study’s definition of partial interviews or descriptions of “Other”
classifications specific to the study.
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Category (with Components) Count | Additional Information

A. Interviews
Complete interviews
Partial interviews
TOTAL INTERVIEWS

B. Non-interviews—Eligible
Refusals
Non-contacts
Other
TOTAL NON-INTERVIEWS—ELIGIBLE

C. Non-interviews—Unknown eligibility
Unknown if household/occupied housing
unit
Unknown if eligible respondent in unit/no
screener completed
Other
TOTAL NON-INTERVIEWS—UNKNOWN
ELIGIBILITY

D. Non-interviews—Ineligibility
Not an eligible housing unit
No eligible respondent
Other

TOTAL NON-INTERVIEWS—

INELIGIBILITY

TOTAL NUMBER OF SAMPLE ELEMENTS
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Appendix H

Recording counts of response rate cateqories for additional eligible respondents

template

(for a sampling frame of housing units) [1]

Use the template below to help determine the number (or weighted
count, if appropriate) of additional respondents in each of the
categories and, thus, the total number/weighted count of additional
respondents. The total number of additional respondents is the sum of
only the eligible categories of the final disposition codes; if a household
was not eligible, no respondents—Iet alone additional respondents—
were selected.

First, enter the number of additional respondents finalized as each
given category component. If no additional respondents are
finalized in a particular category component, enter “0” in the “Count”
column.

Next, total the components for each category by entering the sum
on the longer of the “Count” column lines.

Finally, total the sums of each category by entering the overall sum
on the last “Count” column line.

Use “Additional Information” column to provide any information that
will assist in interpreting the figures provided, particularly the
study’s definition of partial interviews or descriptions of the “Other”
classification specific to the study.

Category (with Components) Count | Additional Information

A. Interviews
Complete interviews
Partial interviews
TOTAL INTERVIEWS

B. Non-interviews—Eligible

Refusals
Non-contacts
Other
TOTAL NON-INTERVIEWS—ELIGIBLE

TOTAL NUMBER OF ADDITIONAL
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RESPONDENTS
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Bias

Bid

Cluster

Coding

Concurrent
mixed mode
Confidentiality
Consent

(informed
consent)

Contract
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The systematic difference over all conceptual trials
between the expected value of the survey estimate of a
population parameter and the true value of that parameter
in the target population.

A complete proposal (submitted in competition with other
bidders) to execute specified jobs within prescribed time
and budget, and not exceeding a proposed amount.

A grouping of units on the sampling frame that is similar on
one or more variables, typically geographic. For example,
an interviewer for an in person study will typically only visit
only households in a certain geographic area. The
geographic area is the cluster.

Translating nonnumeric data into numeric fields.

A mixed mode design in which one group of respondents
uses one mode and another group of respondents uses
another.

Securing the identity of and any information provided by
the respondent to ensure to the greatest extent possible
that public identification of an individual participating in the
study and/or his individual responses does not occur.

A process by which a sample member voluntarily confirms
his or her willingness to participate in a study, after having
been informed of all aspects of the study that are relevant
to the decision to participate. Informed consent can be
obtained with a written consent form or orally (or implied if
the respondent returns a mail survey), depending on the
study protocol. In some cases, consent must be given by
someone other than the respondent (e.g., an adult when
interviewing children).

A legally binding exchange of promises or an agreement
creating and defining the obligations between two of more
parties (for example, a survey organization and the
coordinating center) written and enforceable by law.
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Coordinating A research center that facilitates and organizes cross-
center national research activities.
Coverage The proportion of the target population that is accounted

for on the sampling frame.

Direct cost An expense that can be traced directly to (or identified
with) a specific cost center or is directly attributable to a
cost object such as a department, process, or product.

Disposition code A code that indicates the result of a specific contact
attempt or the outcome assigned to a sample element at
the end of data collection (e.g., noncontact, refusal,
ineligible, complete interview).

Editing Altering data recorded by the interviewer or respondent to
improve the quality of the data (e.g., checking consistency,
correcting mistakes, following up on suspicious values,
deleting duplicates, etc.). Sometimes this term also
includes coding and imputation, the placement of a
number into a field where data were missing.

Fitness for The degree to which products conform to essential

intended use requirements and meet the needs of users for which they
are intended. In literature on quality, this is also known as
"fitness for use" and "fitness for purpose.”

Imputation Computational methods that assign one or more estimated
answers for each item that previously had missing,
incomplete or implausible data.

Indirect cost An expense that is incurred in joint usage and difficult to
assign to or is not directly attributable to a specific
department, process or product.
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Interviewer Intentionally departing from the designed interviewer

falsification guidelines, which could result in the contamination of the
data. Falsification includes: 1) Fabricating all or part of an
interview — the recording of data that are not provided by a
designated survey respondent and reporting them as
answers of that respondent; 2) Deliberately misreporting
disposition codes and falsifying process data (e.g., the
recording of a refusal case as ineligible for the sample;
reporting a fictitious contact attempt); 3) Deliberately
miscoding the answer to a question in order to avoid
follow-up questions; 4) Deliberately interviewing a
nonsampled person in order to reduce effort required to
complete an interview; or intentionally misrepresenting the
data collection process to the survey management.

Item The lack of information on individual data items for a
nonresponse, sample element where other data items were successfully
item missing data obtained.

Longitudinal A study where elements are repeatedly measured over

study time.

Mean Square The total error of a survey estimate; specifically, the sum

Error (MSE) of the variance and the bias squared.

Mode Method of data collection.

Noncontact Sampling units that were potentially eligible but could not
be reached.

Non-interview A sample element is selected, but an interview does not
take place (for example, due to noncontact, refusal, or
ineligibility).

Nonresponse The failure to obtain measurement on sampled units or

items. See unit nonresponse and item nonresponse.

Nonresponse The systematic difference between the expected value
bias (over all conceptual trials) of a statistic and the target

population value due to differences between respondents
and nonrespondents on that statistic of interest.

Open tendering A bidding process in which all the bidders are evaluated
and then chosen on the basis of cost and error tradeoffs.
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Overrun The exceeding of costs estimated in a contract.
Post-survey Adjustments to reduce the impact of error on estimates.
adjustments

Pretesting A collection of techniques and activities that allow

researchers to evaluate survey questions, questionnaires
and/or other survey procedures before data collection
begins.

Primary Sampling A cluster of elements sampled at the first stage of
Unit (PSU) selection.

Probability A sampling method where each element on the sampling
sampling frame has a known, non-zero chance of selection.
Quality The degree to which product characteristics conform to

requirements as agreed upon by producers and clients.

Quality A planned system of procedures, performance checks,
assurance quality audits, and corrective actions to ensure that the

products produced throughout the survey lifecycle are of
the highest achievable quality. Quality assurance planning
involves identification of key indicators of quality used in
quality assurance.

Quality audit The process of the systematic examination of the quality
system of an organization by an internal or external quality
auditor or team. It assesses whether the quality
management plan has clearly outlined guality assurance,
quality control, corrective actions to be taken, etc., and
whether they have been effectively carried out.

Quality control A planned system of process monitoring, verification, and
analysis of indicators of quality, and updates to quality
assurance procedures, to ensure that quality assurance
works.

Quality A document that describes the quality system an

management plan organization will use, including guality assurance and
quality control techniques and procedures, and
requirements for documenting the results of those
procedures, corrective actions taken, and process
improvements made.
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Recontact

Replicates

Response rate

Restricted
tendering
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management
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Sampling frame
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A non-probability sampling method that sets specific
sample size quotas or target sample sizes for subclasses
of the target population. The sample quotas are generally
based on simple demographic characteristics (e.g., quotas
for gender, age groups, and geographic region
subclasses).

To have someone other than the interviewer (often a
supervisor) attempt to speak with the sample member after
a screener or interview is conducted, in order to verify that
it was completed according to the specified protocol.

Systematic probability subsamples of the full sample.

The number of complete interviews with reporting units
divided by the number of eligible reporting units in the
sample.

A bidding process in which only bidders prequalified
through a screening process may participate in bidding, in
which they are evaluated and then chosen on the basis of
cost and error tradeoffs.

A selected unit of the target population that may be eligible
or ineligible.

A computerized and/or paper-based system used to
assign and monitor sample units and record
documentation for sample records (e.g., time and outcome
of each contact attempt).

A list or group of materials used to identify all elements
(e.g., persons, households, establishments) of a survey
population from which the sample will be selected. This list
or group of materials can include maps of areas in which
the elements can be found, lists of members of a
professional association, and registries of addresses or
persons.
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Elements or clusters of elements considered for selection
in some stage of sampling. For a sample with only one
stage of selection, the sampling units are the same as the
elements. In multi-stage samples (e.g., enumeration areas,
then households within selected enumeration areas, and
finally adults within selected households), different
sampling units exist, while only the last is an element. The
term primary sampling units (PSUs) refers to the sampling
units chosen in the first stage of selection. The term
secondary sampling units (SSUs) refers to sampling units
within the PSUs that are chosen in the second stage of
selection.

A cluster of elements sampled at the second stage of
selection.

A mixed mode design in which additional modes are
offered as part of a nonresponse follow-up program.

The questionnaire taken as the text for translation.

A technique where each nonresponding sample element
from the initial sample is replaced by another element of
the target population, typically not an element selected in
the initial sample. Substitution increases the nonresponse
rate and most likely the nonresponse bias.

The lifecycle of a survey research study, from design to
data dissemination.

The actual population from which the survey data are
collected, given the restrictions from data collection
operations.

The finite population for which the survey sponsor wants to
make inferences using the sample statistics.
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Task

Tender

Total survey error

Unit nonresponse

Variance

Weighting

An activity or group of related activities that is part of a
survey process, likely defined within a structured plan, and
attempted within a specified period of time.

A formal offer specifying jobs within prescribed time and
budget.

Total survey error provides a conceptual framework for
evaluating survey guality. It defines quality as the
estimation and reduction of the mean square error (MSE)
of statistics of interest.

An eligible sampling unit that has little or no information
because the unit did not participate in the survey.

A measure of how much a statistic varies around its mean
over all conceptual trials.

A post-survey adjustment that may account for differential
coverage, sampling, and/or nonresponse processes.
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V. Sample Design

Frost Hubbard and Yuchieh Lin
Introduction

Optimal sample design can be defined as a probability sample design (see
probability sampling) that maximizes the amount of information obtained per
monetary unit spent within the allotted time and meets the specified level of
precision [16]. One important prerequisite for comparative surveys is that all
samples are full probability samples from comparable target populations [25].
Different nations have different sampling resources and conditions. For a cross-
cultural survey, this means that the optimal sample design for one country may
not be the optimal design for another. (Please note this chapter uses the term
“participating country” to encompass any participating country, culture, region or
organization in a cross-cultural study.) Therefore, allowing each participating
country flexibility in its choice of sample design is highly recommended, so long
as all sample designs use probability methods at each stage of selection [14]

[25].

This chapter outlines the decisions that need to be made when designing a
cross-cultural probability survey sample. It encourages cross-cultural survey
organizers to allow sample designs to differ among participating countries while,
at the same time, ensuring standardization on the principles of probability
sampling.

Please note that this chapter assumes that the reader has a basic understanding
of statistics and terms such as “variance” and “standard deviation.” Please refer
to Further Reading or an introductory statistics textbook if a statistics refresher is
needed.

Figure 1 shows sample design within the survey production process lifecycle
(survey lifecycle) as represented in these guidelines. The lifecycle begins with
establishing study structure (Study, Organizational, and Operational Structure)
and ends with data dissemination (Data Dissemination). In some study designs,
the lifecycle may be completely or partially repeated. There might also be
iteration within a production process. The order in which survey production
processes are shown in the lifecycle does not represent a strict order to their
actual implementation, and some processes may be simultaneous and
interlocked (e.g., sample design and contractual work). Quality and ethical
considerations are relevant to all processes throughout the survey production
lifecycle. Survey quality can be assessed in terms of fitness for intended use
(also known as fitness for purpose), total survey error, and the monitoring of
survey production process quality, which may be affected by survey
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infrastructure, costs, respondent and interviewer burden, and study design
specifications (see Survey Quality).
Figure 1. The Survey Lifecycle

Study,
Organizational,
Data and Operational Tenders, Bids, and
. . . Structure
Dissemination Contracts
Data Processing _
and Statistical Survey Quality Sample Design
Adjustment
Data Questionnaire
Harmonization Design
Adaptation of
Data Collection Survey
Instruments
Ethical
Considerations in
Surveys
Pretesting Translation
Interviewer
Recruitment, Instrument
Selection, and Technical Design
Training
Guidelines

Goal: To select an optimal, cost-efficient probability sample in each participating
country that is representative of the target population and allows researchers to
make inferences to the target population, and to standardize sample designs
without hampering optimal designs in each participating country.

1. Decide whether to administer a cross-sectional survey or one of the
types of panel surveys.
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Rationale

Sometimes the decision regarding whether the sample survey should
collect data from selected elements at only one point in time or at more
than one point in time is clear-cut. In many situations, however, the
decision is not straightforward, and survey organizers are wise to consider
the benefits and drawbacks of each method. This decision will affect all
aspects of the survey, including the cost, level of effort, and speed with
which the results and analysis can be presented.

Procedural steps

o Consider the advantages and disadvantages of a cross-sectional
survey (i.e., a survey where data are collected from selected elements
at one point in time).
= Advantages of cross-sectional surveys:

o Since data are collected at only one point in time, countries can
create an optimal sample design for that specific point in time.

o Changes in the target population can be accommodated.

o Since sampling units are only asked to participate once, the
respondent burden over time is less than it would be in a panel
survey; this can make it easier to convince the sampling units to
participate.

= Disadvantages of cross-sectional surveys:

o Developments or changes on the individual level over time

cannot be measured.

o Consider the advantages and disadvantages of a panel survey (i.e., a
survey where the data are collected from selected elements at more
than one point in time [3] [24] [28]). Panel surveys include fixed panel,
fixed panel plus births, repeated panel, rotating panel, and split panel
studies.

e Advantages of panel surveys:

o The ability to measure changes over time on the statistics of

interest at the respondent level is greater.
e Disadvantages of panel surveys:

o The sampling design, being optimal at the outset of the panel
survey, may be dated and not optimal at a later point in time.

o Changes in the target population are difficult to implement (e.g.,
including non-citizens at a later stage).

o The initial cost of a panel survey is higher than a cross-sectional
survey since both thought and effort need to be expended to
plan the best way to capture data over time.

o It can be difficult to convince respondents to participate across
multiple waves of data collection.
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o With each successive wave of data collection, the cumulative
amount of respondent attrition typically increases. Unless the
element sample from the original wave of data collection is
supplemented with fresh cohorts, the remaining respondents
may not accurately reflect the target population.

o For surveys of mobile populations, the attrition rate can be very
high. Survey planners should consider how to identify and track
panel survey respondents, especially when dealing with a
mobile population.

o Question wording and response options need to be comparable
across waves in order to allow comparison over time on the
statistic of interest.

o In contrast to a cross-sectional design, a comparative panel
survey design implemented across many countries is much
more complex. Designers should consider the efforts necessary
to achieve comparability simultaneously across each national
panel wave and across all countries.

Lessons learned

2. The World Fertility Survey (WFS), its successor, the Demographic and
Health Survey (DHS), and the International Social Survey Programme
(ISSP) are well-known cross-cultural studies which have demonstrated
that large-scale probability sample surveys are feasible almost
everywhere. For all participating countries in these two studies,
sampling frames and resources (including households) were found;
local technicians executed complex tasks directed by a centralized
international staff; and probability sampling and measurable sampling
errors were imposed [25] [34].

o Survey planners are not always aware of the time and effort required to
design and implement guality cross-sectional sampling designs
simultaneously across many countries. It might be instructive to consult
the extensive documentation of the European Social Survey that
includes design, control, and outcomes [46].

o Survey planners are sometimes naive about the high cost and effort
required to maintain a panel survey. When considering the
implementation of a panel survey, refer to the literature on longitudinal
survey programs such as the Survey of Income and Program
Participation [19], the British Household Panel Survey [29], the
European Community Household Panel [33], Canada’s Survey of
Labour and Income Dynamics [26], and additional literature about the
methods used in longitudinal surveys [29] and panel surveys [20]. This
literature gives a clear sense of the effort and expense necessary to
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execute a panel survey, and can help survey planners make a more
judicious decision regarding the time dimension of the survey design.

2. Define the target population for the study across all countries and
the survey population within each participating country.

Rationale

The survey planners of any cross-cultural survey need to develop a
detailed, concise definition of the target population in order to ensure that
each patrticipating country collects data from the same population. Without
a precise definition, one country may collect data that include a certain
subgroup, such as noncitizens, while another country excludes this
subgroup. This difference in sample composition may influence the
estimates of key statistics across countries. In addition, a precise definition
will let future users of the survey data know to which exact population the
survey data refer. The data users can then make a more informed
decision about whether to include the survey data in their analyses.

Procedural steps

o Define the target population across all participating countries as clearly
as possible, including what units are elements of the populations and
the time extents of the group [10]. For example, a target population
might be defined as, “All persons above the age of eighteen who
usually slept most nights in housing units in South Africa, Zimbabwe,
Lesotho, and Swaziland during April, 2007.” (Note that this definition
would, in turn, require definitions of the terms “usually,” “most,” and
“housing unit.”)

e To ensure a clear description of the target population, think about all
the potential inclusion/exclusion criteria. For example, the target
population might exclude:
= Persons outside a defined age range.
= Persons in institutions, such as hospitals, nursing homes, prisons,
group quarters, colleges, monasteries, or military bases.

= Persons living in certain sparsely populated or remote geographic
regions.

= Non-citizens, ethnic minorities, homeless or nomadic populations,
language groups.

e Define the survey population within each participating country by
refining the target population based on cost, security, or access
restrictions to all target population elements [10]. Make sure that the
resulting survey populations are comparable across all countries.
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Document for which region/strata the survey population allows
inferences in later analyses.

For example, the survey population may exclude those residing in
war-torn areas, or the data collection period may be narrowed in
areas with civil disturbances that are threatening to escalate.

Lessons learned

e Large established cross-cultural surveys have defined their target and
survey populations differently, depending upon the goals and topics of
the study.

Sample Design

The Afrobarometer is an independent, nonpartisan research project
that measures the social, political, and economic atmosphere in
Africa. Afrobarometer surveys are conducted in more than a dozen
African countries and are repeated on a regular cycle. Participants
in Round 4 of the Afrobarometer Survey had to be citizens of their
country and of voting age the day of the survey. They had to
complete the interview in their country’s national language or in an
official local language translation. Areas of armed conflict or natural
disasters, national parks and game reserves, and people living in
institutionalized settings were excluded. Special cases, like areas of
political unrest, were reviewed on a case-by-case basis_[44].

The Asian Barometer (ABS) is an applied research program
studying public opinion on political values, democracy, and
governance in thirteen East Asian political systems (Japan,
Mongolia, South Koreas, Taiwan, Hong Kong, China, the
Philippines, Thailand, Vietnam, Cambodia, Singapore, Indonesia,
and Malaysia) and five South Asian countries (India, Pakistan,
Bangladesh, Sri Lanka, and Nepal). The target population of the
Asian Barometer was defined as citizens who were at least 20
years of age and were eligible to vote (i.e., were not
disenfranchised due to mental illness or incarceration) [45].

The European Social Survey (ESS) is an academically-driven
social survey designed to chart and explain the interaction between
Europe's changing institutions and the attitudes, beliefs and
behavior patterns of its diverse populations. Round 5 of the ESS
covers more than 30 nations and includes persons 15 years or
older who are resident within private households, regardless of
nationality, citizenship, or language; homeless and institutional
populations are excluded from the sample [47].

The Living Standards Measurement Study (LSMS) was established
by the World Bank in 1980 to explore ways of improving the type
and quality of household data collected by statistical offices in
developing countries. Its goal is to foster increased use of
household data as a basis for policy decision making. Respondent
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requirements and exclusions vary across participating countries
[27].

The Survey of Health, Ageing and Retirement in Europe (SHARE)
studies the health, socio-economic status and social and family
networks of individuals, aged 50 or over, in countries ranging from
Scandinavia (Denmark, Sweden) through Central Europe (Austria,
France, Germany, Switzerland, Belgium, the Netherlands, the
Czech Republic, Poland) to the Mediterranean (Spain, Italy,
Greece, Israel), as well as Ireland. In addition to the age
requirement, respondents are residents and their partners
(independent of partner age) who speak the official language. The
study excludes seasonal or vacationing residents, persons
physically or mentally unable to participate, those who died before
the start of the field period, or who are unable to speak the specific
language of the national questionnaire. It also excludes residents of
institutions, except facilities for the elderly [49].

The World Value Survey is conducted by a non-profit association
seated in Stockholm, Sweden, to help social scientists and policy
makers better understand worldviews and changes that are taking
place in the beliefs, values, and motivations of people throughout
the world. Respondents are adults, 18 years and older; some
countries also place upper limits on age [42] [51].

The World Mental Health (WMH) Survey studies mental illness in
selected countries in Europe, Asia, Africa, and North and South
America. One of the major goals of the WMH Study was to
compare the age of onset of disease across countries. Best
practice might suggest strictly defining the age of majority (e.g., 18
years old). However, the WMH study organizers recognized that
strictly defining this inclusion criterion would be difficult, given that
age of majority varies by country (and even within a country). Also,
a strict definition would affect study protocols such as ethics
reviews and informed consent (seeking permission to interview
minors). Therefore, the WMH Study had to make a difficult decision
about whether to strictly define the age eligibility criterion or allow it
to vary across countries. In the end, the WMH Study allowed the
age range to vary, with 16 years of age being the youngest lower
age limit; some countries also set upper age limits. . This was taken
into consideration in the analysis stage [50]. Participating countries
were also allowed to vary in whether or not respondents must be
citizens or be fluent in specific languages [21].

e An increasingly common form of housing seen in international studies
is workers’ quarters. Survey designers may want to explicitly state in
the definition of the target population whether workers’ quarters should

be

Sample Design

included or excluded.
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Identify and evaluate potential sampling frames. Select or create the
sampling frame that best covers the target population given the
country’s survey budget.

Rationale

An ideal sampling frame contains all of the elements of the target
population. However, very few sampling frames exist that allow access to
every element in the target population. The goal, then, is to choose a
sampling frame or a set of sampling frames that allows access to the
largest number of elements in the target population and contains the
fewest number of ineligible elements, given the constraints of the survey
budget.

Procedural steps

e Have each participating country identify a pre-existing list (or lists) of
desired elements or clusters of elements of the target population to
create a sampling frame. Examples include:
= Official population registries.
= Postal registries.
= Electoral rolls.
= Pre-existing sampling frames used by other surveys.
= Telephone directories.
= Other list(s) of addresses, phone numbers or names.

« Although this chapter focuses heavily on the method and
practice of in-person interviews, telephone interviews using
Random-Digit-Dialing (RDD) frames [39] or other lists are also
widely used. In cross-national surveys, the situation may occur
where one country conducts interviews over the telephone while
another country conducts face-to-face interviews. This
difference in the mode of data collection, driven by the available
sampling frames, might lead to differences in the results. (See
Data Collection for more information about mode effects.)

e Create a sampling frame via area probability sampling methods if there
are no appropriate pre-existing lists of elements of the target
population; even if such lists do exist, it is wise to assess the cost and
coverage errors associated with creating an area probability sampling
frame. Many texts and documents provide detailed guidance regarding
the development of area probability samples [23] [41]. Below, we
outline a simple two-stage area probability sample of households,
including the following steps used in many cross-cultural surveys.
Additional information can be found in Appendices A and C:
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Create a list of primary sampling units (PSUs) based on geographic
clusters. In the United States, for example, these clusters are
typically census enumeration areas.

Using a probability sampling method, select a sample of PSUs.

Determine the appropriate method for listing the housing units

(secondary sampling units (SSUs)) within selected PSUs.

Send staff to list the housing units in selected PSUs, maintaining a

uniform definition of what constitutes a “housing unit.”

Once the housing units in a PSU have been enumerated, select a

random sample of housing units from the list.

During data collection, ask the selected housing units within the

PSUs to participate. Once the housing unit has agreed to

participate, complete a list of all eligible members within the

housing unit. (See Appendix B for more detailed instructions on
enumerating eligible members of the housing unit.)

Using a probability method, select one or more eligible members

within the housing unit.

. Train the interviewer or, where possible, program the computer
to select an eligible respondent based on the selection method
specified.

« While some “quasi-probability” and “non-probability” or “quota”
within-household selection methods can be used, be aware that
such procedures produce a non-probability sample.

. Some studies may want to survey the most knowledgeable
adult, the one with primary child care responsibilities, or with
some other specific characteristics, rather than randomly select
from among the household members. Note that this is part of
the definition of the target population and, thus, does not violate
probability sampling.

e Evaluate how well each potential sampling frame covers the target
population [9]. (For more information, refer to Appendix C.)

Sample Design

Examine the sampling frame(s) for a one-to-one mapping between

the elements on the sampling frame and the target population.

There are four potential problems:

. Undercoverage (missing elements): elements in the target
population do not appear on sampling frame.

. Ineligible elements: elements on the sampling frame do not exist
in the target population.

. Duplication: several sampling frame elements match one target
population element.

« Clustering: one sampling frame element matches many target
population elements.

Area frames generally have better coverage properties than pre-

existing lists of addresses, names, or telephone numbers because

area frames have fewer missing eligible elements, fewer

V.- 10
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duplications, and fewer ineligible elements. (For more information
on the creation of area probability frames, see Appendices A and

c)

e Consider combining multiple sampling frames which cover the same
population to create a list of sampling units if the union of the different
frames would cover the target population better than any one of the
frames on its own [15]. When combining multiple lists to create a
sampling frame, the following steps should be considered [12]:
= First, determine for each element on the combined frame whether it

is a member of Frame A only, Frame B only, or both Frame A and
B. To calculate the joint probability of an element being selected
from Frame A or Frame B, use the following formula:

P(A+B)=P(A)+P(B)-(P(A)*P(B))

If the membership of each element can be determined before
sampling, duplicates can be removed from the sampling frame.
A variation on this is to use a rule that can be applied to just the
sample, rather than to the entire frame. Frame A might be
designated the controlling frame, in the sense that a unit that is
in both frames is allowed to be sampled only from A. After the
sample is selected, determine whether each unit from B is on
the A frame, and retain the unit only if it is not on frame A. This
method extends to more than two frames by assigning a priority
order to the frames.

If the membership cannot be determined prior to sampling, then
elements belonging to both frames can be weighted for unequal
probabilities of selection after data collection (see Data
Processing and Statistical Adjustment for best practices for
weighting and nonresponse adjustments).

e Assess the cost of obtaining or creating each potential sampling frame.

* In most circumstances, it is less expensive to purchase pre-existing
lists than to create area probability frames.

= While three stage area probability samples are more costly to
develop than pre-existing lists, they facilitate cost-effective
clustering for interviews.

= If the pre-existing lists are not up-to-date, potential respondents
may no longer live at the address on the list or may have changed
phone numbers; tracking these individuals can be very expensive.

= Pre-existing lists for household surveys often contain more
ineligible elements than area probability frames, increasing survey
costs.

Sample Design
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Update an already existing frame, if necessary. For example, World

Health Survey (WHS) administrators have suggested that frames that

are two years old or more require updating [41]. However, that is only a

rough rule of thumb. In mobile societies, two years might be too long

while, in rather static societies, even older frames might still be

accurate.

= If the frame is a pre-existing list, contact the provider of the list for
the newest version and its quality documentation.

= |If the frame is an area probability sample and the target population
has undergone extensive movement or substantial housing growth
since the creation of the frame, then updating the PSUs and SSUs
will be required. However, what is most important is the quality of
the enumerative listing.

= Select the sampling frame based on the undercoverage error vs.
cost tradeoff.

Lessons learned

Most countries do not have complete registers of the resident
population and, therefore, construct area frames for sample selection.
Some surveys in majority countries have found that it can be difficult to
enumerate the rural, poor areas [2] [8] [18] and, consequently, surveys
in these countries may under-represent poorer or more rural residents.
(Not all survey methodologists agree with the opinions expressed by
these authors regarding enumeration in rural, poor areas. Those who
disagree argue that the poor enumerations are mainly due to low
expectations and insufficient training and supervision.) If the statistic of
interest is correlated with income and/or urbanicity, the sample
estimate will be biased. For example, the Tibet Eye Care Assessment,
a study on blindness and eye diseases in the Tibet Autonomous
Region of China, used an area sampling frame [8]. One of the PSUs
was the township of Nakchu, an area of high elevation that is primarily
populated by nomadic herders. Because of the elevation and rough
terrain, Nakchu proved difficult to enumerate accurately. As a result,
the survey sample underrepresented the residents of the roughest
terrain of Nakchu. This was potentially important, as ophthalmologists
believe that Tibetans who live in the most inaccessible regions and the
highest elevation have the highest prevalence of eye disease and
visual impairment.

Local residents can help produce maps for an area probability sample.
When measuring the size of the rural population in Malawi,
researchers used statistical methods to determine the sample size and
selection of villages. Then they asked members of the selected
communities to help draw maps, including exact village boundaries,
key landmarks, and each individual household [1].

Sample Design V.-12
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4. Choose a selection procedure that will randomly select elements
from the sampling frame and ensure that important subgroups in the
population will be represented.

Rationale

Sample selection is a crucial part of the survey lifecycle. Since we cannot
survey every possible element from the target population, we must rely on
probability theory to make inferences from the sample back to the target
population.

Procedural steps

e Consider only selection methods that will provide a probability sample.

= Statisticians have developed procedures for estimating sampling
errors in probability samples which apply to any type of population.

= Random sample selection protects the researcher against
accusations that his or her bias, whether conscious or unconscious,
affected the selection.

= Creating a frame where each element has a known, nonzero
probability of selection can, in some cases, be very costly in terms
of both time and effort. To reduce costs, some survey organizations
select nonprobability samples such as convenience samples
(sampling units are selected at the convenience of the researcher,
and no attempt is made ensure that the sample accurately
represents the target population) or quota samples. Upon the
completion of data collection with such a sample, the survey
organization typically calculates population estimates, standard
errors, and confidence intervals as though a probability sample had
been selected. In using a nonprobability method as a proxy for a
probability method, the survey organization makes the assumption
that the nonprobability sample is unbiased. While not all
nonprobability samples are biased, the risk of bias is extremely high
and, most importantly, cannot be measured. A survey that uses a
nonprobability sampling method cannot estimate the true error in
the sample estimates [16].

¢ |dentify the optimal sampling method available in each country. (Below
are summaries of each selection method. See Appendix D for
additional information about each selection method.)

¢ Consider Simple Random Sampling (SRS) without replacement. In
SRS, each element on the frame has an equal probability of selection,
and each combination of n elements has the same probability of being

Sample Design V.- 13
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selected. Due to the benefits of stratification, this technique is seldom
used in practice.
= Advantages of SRS:
. The procedure is easy to understand and implement.
= Disadvantages of SRS:
« The costs in attempting to interview a simple random sample of
persons can be quite high.
. SRS provides no assurance that important subpopulations will
be included in the sample.

e Consider Systematic Sampling to reduce the operational effort needed
to select the sample. In systematic sampling, every kth element on the
sampling frame is selected after a random start.
= Advantages of systematic sampling:

. The operational time necessary to select the sample can be
reduced substantially.

. If the sampling frame is sorted into groups or ordered in some
other way prior to selection, the systematic sampling method will
select a proportionately allocated sample (see description below
of stratified sampling). This is often referred to as “implicitly
stratified sampling.”

= Disadvantages of systematic sampling:

. If the key selection variables on the sampling frame are sorted
in a periodic pattern (e.g., 2, 4, 6, 2, 4, 6...) and the selection
interval coincides with periodic pattern, the systematic sampling
method will not perform well [18]. If periodicity is a problem,
several systematic samples can be selected and concatenated
to form the total survey sample.

. Ifthe list is sorted in a specific order before selection, the
repeated sampling variance of estimates cannot be computed
exactly.

e Consider Stratified Sampling (see Appendix D for a detailed
description). Stratified sampling uses auxiliary information on the
sampling frame to ensure that specified subgroups are represented in
the sample and to improve survey precision. Virtually all practical
sampling uses some form of stratification.
= Advantages of stratified sampling:

. Depending on the allocation of elements to the strata, the
method can produce gains in precision (i.e., decrease in
sampling variance) for the same efforts by making certain that
essential subpopulations are included in the sample.

= Disadvantages of stratified sampling:

. Selection of stratification variables that are related to the

statistic(s) of interest can sometimes be difficult.
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« No gains in precision will be seen if the stratification variables
are not correlated with the statistic(s) of interest. In very rare
cases, the precision may even decrease.

Consider Cluster Sampling (see Appendix D for a detailed description).
With cluster sampling, clusters of frame elements are selected jointly
rather than selecting individual elements one at a time. The only
population elements listed are those within the selected clusters.

= Advantages of cluster sampling:

. When survey populations are spread over a wide geographic
area and interviews are to be done face-to-face, it can be very
costly to create an element frame and visit n elements randomly
selected over the entire area.

. A full frame of all elements in the entire population is not
required.

= Disadvantages of cluster sampling:

. Estimates are not as precise as with SRS, necessitating a larger
sample size in order to get the same level of precision (See
Appendix E for more information about effective sample size).

Consider Two-Phase (or Double) Sampling (see Appendix D for a

further description). The concept of two-phase sampling is to sample

elements, measure one or more variables on these 1%-phase

elements, and use that information to select a 2"%-phase subsample.

= A common application is to collect 1%-phase data that is used to
stratify elements for the 2"9-phase subsample.

= Survey samplers use two-phase sampling to help reduce
nonresponse, with the stratifying variable from phase one being
whether the person responded to the initial survey request. For
example, samplers might select a subsample of nonrespondents
and try to entice the nonrespondents to participate by offering
incentives.

Consider Replicated (or Interpenetrated) Sampling. Replicated
sampling is a method in which “the total sample is made up of a set of
replicate subsamples, each of the identical sample design [18].”

= Advantages of replicated sampling:

. It allows the study of variable nonsampling errors, such as
interviewer variance.

. It allows for simple and general sampling variance estimation
(see Data Processing and Statistical Adjustment for further
explanation, especially Balanced Repeated Replication and
Jackknife Repeated Replication).

= Disadvantages of replicated sampling:
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. Inface-to-face surveys, random assignment of interviewers to
areas, rather than assignment to geographically proximal areas
of the country, can lead to very large increases in survey costs.

. There is aloss in the precision of sampling variance estimators;
a small number of replicates leads to a decrease in the number
of degrees of freedom when calculating confidence intervals.

Consider using a combination of techniques such as a stratified

multistage cluster design.

= Most surveys in majority countries are based on stratified
multistage cluster designs [43]. The combination of these
techniques reduces data collection costs by clustering while striving
to increase or maintain precision through stratification.

Lessons learned

Probability sampling at every stage generally requires more labor and
funding than other methods. Therefore, some cross-cultural studies
have used probability sampling in the first stage of selection, then
allowed guota sampling or substitution to occur at later stages [4] [16].
However, a survey that uses a nonprobability sampling method at any
stage of selection cannot estimate the true error in the sample
estimates [16]. Therefore, the coordinating center should make every
effort to promote the use of a full probability sample and remove any
obstacles that would prevent participating countries from using
probability methods at each stage of selection. For the first few waves
of data collection, the International Social Survey Programme (ISSP)
allowed countries to use nonprobability methods at the household
level. After recognizing the problem this caused in variance
estimation, the ISSP has required countries to use full probability
samples since 2000 [14].

Existing cross-cultural surveys have employed various strategies for

selecting a probability sample.

= Round 4 of the Afrobarometer Survey uses a clustered, stratified,
multi-stage, area probability sample. The sampling design has four
stages: (1) stratify and randomly select primary sampling units, (2)
randomly select sampling start-points, (3) randomly choose
households, and (4) randomly select individual respondents within
households [44].

= Sample designs vary across participating countries in the Asian
Barometer, but all are sampled with probability proportional to size
[45].

= Samples for Round 5 of the European Social Survey (ESS) must
use random probability sampling at every stage. Samples are
designed by a sampling expert or panel and may include clustering
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and stratifying. Quota sampling and substitutions are not allowed
although subgroups may be over-sampled. Sample designs and
frames must be documented in full and be pre-approved by a
sampling expert or panel. The target minimum response rate is
70% and the maximum non-contact rate is 3% [47].

= Sampling frames and designs for the Living Standard Measurement
Study Survey (LSMS) vary across participating countries but
generally consist of two stages. In the first stage, the sample frame
is developed from census files and Primary Sampling Units are
randomly selected with probability proportionate to size; in the
second stage, households (usually 16) are randomly selected from
each of the designated Primary Sampling Units. Clustering and
stratifying are permitted, but all sampling procedures must be
documented and made available to data analysts [27].

= Survey of Health, Aging and Retirement in Europe (SHARE)
sampling designs vary by country but all are required to be
probability samples. Three sampling designs may be used: (1)
stratified simple random sampling from national population
registers, (2) multi-stage sampling using regional or local population
registers, or (3) single or multi-stage sampling using telephone
directories followed by screening in the field [49].

= Sampling frames for the World Mental Health Survey vary across
participating countries, but generally consist of three types of
sampling frames: (1) individual contact information databases such
as national population registries, voter registration lists, or
household telephone directories, (2) multistage area probability
sample frames, or; (3) hybrid multistage frames that combine area
probability methods and a individual contact database in the final
stages. Sampling designs vary across participating countries,
including stratification and clustering, but probability sampling is
required at all stages. The target minimum response rate is 65%
[21].

= Probability sampling is strongly recommended, but not required, in
the World Value Survey; any deviations from probability sampling
are to be reported in the Methodology Questionnaire report [42]

[51].

5. Determine the sample size necessary to meet the desired level of
precision for the statistics of interest at population or subgroup
levels for the different potential sample selection procedures.

Rationale
After choosing a sample design, and before selecting the sample from the

sampling frame, the sample size must be determined. The sample size
takes into account the desired level of precision for the statistic(s) of
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interest, estimates of the statistic of interest from previous surveys, the
design effect, and estimated outcome rates of the survey. (See [29] for a
detailed treatment of the approach used in the European Social Survey.
For a more extensive example of sample size calculation, see Appendix
E)

Procedural steps

e Specify the desired level of precision, both overall and within key
subgroups. Practical experience has determined that often it is easiest
for sponsors to conceptualize desired levels of precision in terms of
95% confidence intervals.

e Convert these 95% confidence intervals into a sampling variance of the
mean or proportion.

e Obtain an estimate of S? (population element variance).
= |f the statistic of interest is not a proportion, find an estimate of S?
from a previous survey on the same target population or from a
small pilot test.
= |f the statistic of interest is a proportion, the sampler can use the
expected value of the proportion (p), even if it is a guess, to
estimate S? by using the formula s’= p(1-p).

e Estimate the required number of completed interviews for a SRS by
dividing the estimate of S? by the sampling variance of the mean. (See
[7] for more on sample size computation for SRS.)

e Multiply the number of completed interviews by the design effect to
account for a non-SRS design.

e Calculate the necessary sample size by dividing the number of
completed interviews by the expected response rate, eligibility rate,
and coverage rate.
= The sampler can estimate these three rates by looking at the rates

obtained in previous surveys with the same or similar survey
population and survey design.

Lessons learned

e Prior to the first implementation of the European Social Survey (ESS),
many of the participating survey organizations had never encountered
the concepts of sample size determination and calculating design
effects [29]. Therefore, the ESS expert sampling panel spent
considerable time explaining these. In return, the organizations that
were new to these methods were very enthusiastic to learn about

Sample Design V.- 18
Revised Nov 2011



Cross-Cultural Survey Guidelines © Copyright 2011
Do not distribute or reprint without permission

them, and eager to meet the standards of the coordinating center. In
fact, after completing Round 1 of the study, many nations commented
that designing the sample was one of the most educational aspects of
the entire survey process, and had significantly improved the survey
methods within their country.

e Sample size sometimes varies among countries participating in cross-
cultural surveys. In Round 4 of the Afrobarometer Survey, sample size
ranges from a minimum of 1,200 respondents to 2,400 or more in
extremely heterogeneous areas [44]; sample size ranges from 800 to
3,200 respondents in the Asian Barometer study [45]; Round 5 of the
European Social Survey (ESS) requires a minimum of 800
respondents for participating countries that have a population of less
than two million, 1,500 from larger countries [47]; the International
Social Survey Programme (ISSP) requires a minimum of 1,000
respondents, with a goal of 1,400 respondents [48]; sample size
ranges from 1,600 to 5000 households in the Living Standard
Measurement Study Survey (LSMS) [27]; the Survey of Health, Ageing
and Retirement in Europe (SHARE) requires 1,500 respondents from
each participating country [49]; samples in the World Mental Health
Survey range from 2,357 (Romania) to 12,992 (New Zealand) [21]; and
the World Value Survey requires a minimum of 1,000 respondents [42]

[54].

6. Institute and follow appropriate guality control procedures at each
step of the sample design process.

Rationale

Development and implementation of quality control procedures for the
sample design are necessary to ensure the highest level of coverage
possible and to maintain a probability sample that meets the desired level
of precision for key survey statistics. If a failure to meet those standards is
detected, protocols should be in place to remedy the failure. In addition,
monitoring of procedures related to the sample design of the study should
inform efforts to improve the quality and cost-effectiveness of the study
over time.

Procedural steps

e Define the target population for the study across all participating
countries/cultures as well as the target population within each
country/culture. If the study design does not change over time, strive to
keep each target population, both overall and within participating
country, consistent over time.
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e Prior to selecting sample elements or sampling units, provide the data
collection staff with a list of all of the variables on the sampling frame
and ask which variables they would like and the format in which they
would like these variables delivered once sampling is complete for data
collection purposes.
= After sample selection, check that each selected sampling unit or

element contains this information and is in the specified format.

e If possible, use a responsive survey design [11] [13] to help achieve an
optimal sampling design (see Survey Quality for more information
about responsive survey designs). A responsive survey design uses
prespecified paradata (quantitative indicators of the data collection
process such as “contact attempts” or “interviewer success rate”) for
intervention during data collection.
= Advantages of Responsive Survey Designs are the prespecification
of interventions instead of ad hoc decisions and the possibility to
target efforts on hard to interview groups.

= A disadvantage is that the survey designers walk a thin line
between full probability and quota if they deviate from carefully
predefined paradata-driven interventions.

e After each stage of selection, generate frequency tables for key
variables from the frame of sampling units to check for the following:
= OQOverall sample size and within stratum sample size.
= Distribution of the sample units by other specific groups such as

census enumeration areas.
= Extreme values.
*= Nonsensical values.
= Missing data.

e Create a unique, sample identification code for each selected sampling
unit. This code will allow identifying information to be easily removed
after completing data collection.

o Whether the participating country or the coordinating center is
selecting the sample, assign a second sampling statistician within that
organization to check the sample design methodology and the
statistical software syntax of the survey’s primary sampling statistician.

e Save all data files and computer syntax from the preferred statistical
software package needed during sample design process in safe and
well-labeled folders for future reference and use.

Lessons learned
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e The construction and maintenance of sampling frames constitute an
expensive and time-consuming exercise. If a participating country
determines that no sampling frame meeting the specified coverage
level of the target population exists, they can create a frame from such
sources as census data collected by national statistics offices.
However, one should be aware that official statistics differ greatly in
accuracy from country to country.

e As discussed in the Lessons Learned section of Guideline 2, the
decision to stray from full probability sampling reflects the conflict
between standardization and flexibility in cross-cultural surveys.
However, it bears repeating that without probability sampling, one
cannot make justifiable inferences about the target population from the
sample estimates.

7. Document each step of the sample selection procedure.
Rationale

Over the course of many years, various researchers will analyze the same
survey data set. In order to provide these different users with a clear
sense of how and why the data were collected, it is critical that all
properties of the data set be documented. In terms of the sample design
and selection, the best time to document is generally shortly after sample
selection, when the information regarding sample selection is fresh in
one’s mind.

Procedural steps

e Have participating countries document the sample selection procedure
while selection is occurring or shortly thereafter. Ideally, set a deadline
that specifies the number of days after sample selection by which each
participating country must send sampling selection documentation to
the host survey organization. Be sure to allow for appropriate time to
review and revise documentation when setting the deadline. (See
Tenders, Bids and Contracts.)

¢ Include the following:
= A clear definition of the survey population, as well as the
differences between the target population and survey population.
= The sampling frame:
. Both the sampling frame used and the date the frame was last
updated, if the frame is a registry or list.
« A description of the development of the sampling frame and the
frame elements.
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A description of the how well the sampling frame is thought to
cover to target population and the potential for coverage error.

= The data file of selected elements:

A descriptive and distinct variable name and label.

Unique variables that contain the selection probabilities at each
stage of selection as well as the overall selection probabilities.
If a participating country used a nonprobability method in at
least one stage of selection and therefore the selection
probabilities are unknown, ensure that this is clearly
documented.

A clear description of all variables in the selected element data
file, with all variable names, an accompanying description and a
codebook, which provides question-level metadata that are
matched to variables in a dataset.

The statistical software syntax used for checking the dataset of
selected sampling units or elements.

e For each sample, indicate how many stages were involved in selecting
the sample (include the final stage in which the respondent was
selected within the household, if applicable), and a description of each
stage, including how many sampling units were selected at each stage.
= Examples of different stages include:

State/province.

County or group of counties.

City/town, community, municipality.

Census/election district.

Area segment/group of neighborhood blocks.

Housing unit/physical address (not necessarily the postal
address).

Postal delivery point/address.

Block of telephone numbers (e.g., by regional prefix).
Telephone number.

Household.

Person selected from a household listing.

Named person selected from a list, registry or other source that
was not a household listing.

= Examples of how sampling units might be selected:

Sample Design
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All selected with equal probability.

All selected with probability proportional to size; specify the
measure of size used. (See Appendix E for more on probability
proportional to size sampling methods.)

Some units selected with certainty, others selected with
probability proportional to size; describe the criteria used for
certainty selection.

Census/enumeration (all units selected with certainty).
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Units selected using a nonprobability method (e.g., convenience
sample, quota sample).

= At each stage of selection, describe the stratification variables and
reasons for choosing these variables. Some examples of commonly
used stratification variables are:

Age.

Region of the country.

State/province.

County.

City/town, community, municipality.

Postal code.

Metropolitan status/urbanicity.

Size of sampling unit (e.g., population of city).
Race/ethnicity.

National origin (e.g., Mexican, Nigerian).

= At each stage of selection, explain the allocation method used and
the sample size for each stratum at each stage of selection. (See
Appendix E for more on allocation methods in stratified sampling.)

If systematic sampling was used at any stage of selection, indicate
whether the frame was sorted by any variables prior to systematic
selection in order to achieve implicit stratification. If this is the case,
describe the variable(s).

Describe the time dimension of the design (i.e., one-time cross-
sectional, fixed panel, rotating panel design).
= If a panel study:

State how many previous waves or rounds of data collection
there have been for this panel study.

Describe the initial sample design for the panel study and any
subsequent modifications to the design that are important in
documenting this study.

= |f arotating panel design:

Fully describe the rotating panel design for the study (e.g., fresh
cross-section is drawn each month and respondents are
interviewed once that month, and then reinterviewed once six
months later).

State the anticipated precision of the estimates.

Explain any problems encountered during the sampling process
and any deviations from the sampling plan during
implementation.

= Additional sampling documentation:

Sample Design
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Report any (additional) subsampling of eligible respondents,
carried out in order to control the number of interviews
completed by respondents with particular characteristics (e.g.,
one in two eligible males was interviewed, one in four eligible
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persons with no previous history of depression was interviewed
(describe protocol)).

. Describe any use of replicates (see Data Processing and
Statistical Adjustment).

. Explain if releases (nonrandom subsets of total sample) were
used or the entire sample was released to data collection staff
at the start of the study.

« Recount in detail any substitution or replacement of sample
during data collection.

Lessons learned

e As the procedural steps outlined above show, selecting a sample can
involve many detailed steps that may be hard to recall after the fact.
For example, the coordinating center for the World Mental Health
Survey began gathering sampling documentation for weighting and
other purposes after many of the participating countries had finished
data collection. They found that some countries had a difficult time
recalling all the necessary details, such as the sample size for each
stratum at each stage of selection. It is wise to document sampling
procedures in detail shortly after sample selection (see Data
Processing and Statistical Adjustment for further explanation of
weighting practice).
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Appendix A

Additional information on creating area probability sampling frames

Creating and selecting primary sampling units (PSUSs)

e Create PSUs. PSU’s are geographic clusters. In the United States,
they are often census enumeration areas, postal codes, or election
districts. The size of the geographic clusters should be large enough to
contain a population that is heterogeneous with respect to the survey
variables of interest, but small enough to realize the travel-related cost
efficiencies of clustered sample observations. Good PSUs generally
have the following characteristics:
= They possess clearly identifiable boundaries that are stable over a
certain time. (Note that all administrative boundaries such as
census enumeration areas, election districts, etc., are regularly
updated and changed.)

= They cover the target population completely.

= They have measures of size for sampling purposes.

= They contain auxiliary data for stratification purposes (see
Guideline 3).

= They are large in number.

Defining and enumerating secondary sampling units (SSUSs)

e Decide on a comprehensive definition of a housing unit (HU).

= What defines a HU and who should be counted as a household
member can vary greatly across countries. For comparative
surveys, often only a general definition is feasible (e.qg., all persons
living in private households born before xx/xx/xx in country y). Be
aware that the size of a typical “private household” also varies
among countries. Hoffmeyer-Zlotnik and Warner provide many
household definitions used in the European Union [17].

= A commonly used definition in the United States is “a physical
structure intended as a dwelling that has its own entrance separate
from other units in the structure and an area where meals may be
prepared and served [9].”

= In 1998, the United Nations defined a HU as “a separate and
independent place of abode intended for habitation by a single
household, or one not intended for habitation but occupied as living
guarters by a household at the time of the census. Thus it may be
an occupied or vacant dwelling, an occupied mobile home or
improvised HU, or any other place occupied as living quarters by a
household at the time of the census. This category thus includes
housing of various levels of permanency and acceptability” [40].
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e Determine the appropriate method for listing the HUs (SSUs) within
selected PSUs.
= One option is to use a preexisting list of HUs.

. Some cross-cultural surveys have used satellite technology to
help identify and list households, settlements, and habitations,
especially those in hard to find areas such as mountainous,
riverine, and creek regions [32].

= Another option is to send staff to list the HUs in selected PSUSs.

. Create maps to help staff efficiently travel to and correctly list all
of the HUs within the selected PSUs. (See the section below on
maps for creating two stage area probability frames of HUs.)

. Use standardized protocol to consistently enumerate the HUs in
selected PSUs in the field.

. If a preexisting list of HUs for the specified PSU is available but
the list is believed to be incomplete or if the coverage properties
of the list are unknown, the participating country can send staff
to the PSU with the pre-existing list and instructions to update
and revise the list so that all HUs are included.

. If no pre-existing list is available or the participating country
knows from previous experience that the available list greatly
undercovers the HUs in the PSU, have staff enumerate all the
HUs in the PSU without the aid of a list.

. If some selected PSUs have lists of HUs that, at least
marginally, cover all its HUs and other PSUs do not, a
combination of these listing methods can be used.

Creating maps to help staff locate PSUs and enumerating SSUs

e Most of the surveys conducted in majority countries are based on
multistage, stratified area probability sample designs. The example
here is for a two-stage area probability design of HUs where the PSUs
are groups of linked United States Census blocks and the SSUs are
HUs (both occupied and unoccupied) within the selected blocks. Maps
can be created on paper by hand or electronically with a mapping
program like ArcGIS [30] that uses geographic data. Likewise, maps
may be distributed on paper or electronically.

Area Maps

e The purpose of the area map is to show a geographic
area large enough to provide context for locating the
selected PSUs. Useful area maps typically contain the
following features:

= Map Layout: Create area maps so that the top of the map indicates
north and the top right corner of the map page displays the name of
survey areas, and their associated area numbers.
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= Map Legend: Located under the area information, the legend
identifies roads, streets, and highways. Water boundaries for
creeks, streams, rivers and lakes can be coded blue. Railroads can
be indicated with a cross-hatched line.

» Distance Scale: At the bottom of the map, a scale indicates the
range of miles/kilometers the map encompasses.

Example of an area map [35]

Survey Research Center 2000 National Sample Segment Sketch
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PSU Maps

e The purpose of a PSU map is to update or correct street
names, note the line of travel used when listing, and draw
landmarks or physical boundaries that will help future
interviewers find all the listed HUs in the PSU. Below are
detailed instructions for creating PSU Maps:

e Starting X and Directional Arrows: Draw a starting X and
directional arrows to assist with the listing assignment.
Make an effort to determine a logical starting place for
listing each block, like the Northeast corner.

¢ Non-Visible Block Boundaries (NVBB): If listers are
having difficulty locating an NVBB, check with town or
city officials for the exact location of the line and then
“pin” it down on the map.
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Once listers have visited the PSU in person, best practice
suggests that they update the map to accurately reflect
the defined geographical area including:

= Obtaining information about new streets or housing construction. A
visit to the city or county planning office, or the engineering or
highway department in the area can usually provide the information
to accurately record current conditions in the segment area.

» Recording “no household units” along any block face that is clearly
devoid of HUs, such as those with parks, vacant fields, parking lots,
woods, farm land, or only commercial or industrial structures.

» Recording street names missing from the map(s), drawing in
streets, alleys or cul-de-sacs not shown on the map, and correcting
misspelled or incorrect street names. Verify that street names are
complete.

Sketch Maps

Sample Design
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Example of PSU map [35]
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The purpose of a sketch map is to allow listers to
supplement the PSU map with their own hand-drawn
map when the area and PSU maps provided seem
inadequate.

A few examples of sketch maps are provided below but
the list is not all-inclusive [35]. Sketch Map 2 is an
example of sketch map used in rural area in China in the
China Health and Retirement Longitudinal Study
(CHRLS). For more information on the methods for listing
in areas without street addresses, rural, or unmapped
areas, refer to [36] and [37].
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Sketch Map 1: An example of a sketch map used in a survey in the
United States [35]

Sketch of exterior door locations

Sketch of mailboxes in locked lobby
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Sketch of street configuration for
a new subdivision
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Sketch Map 2: An example of a sketch map used in the China Health
and Retirement Longitudinal Study (CHRLS) [5]
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Tasks for listing staff to complete prior to enumeration of HUs

e Train listers to complete the following tasks prior to
beginning the listing procedure:

» Contact local authorities. A survey organization can provide listers a
letter and a form to deliver to the local police station or some other
local authority, alerting them to the survey’s presence in their area.
The letter to the local authorities might define the purpose for listing
efforts and also give staff a chance to gather information about the
local situation.

= Scout the selected areas. Most experienced listers make a
complete circuit of selected areas once before beginning listing to
get a “feel” for the area. The purpose is to help find the assigned
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areas and to confirm or correct boundaries if maps obtained are
hard to read.

It is helpful if listing staff estimate the number of HUs and look for
indicators that may explain the discrepancy if it appears that there
are twice as many HUs or fewer than half as many HUs as
expected by the census count (e.g., new apartment complex or
subdivision, HUs which have been demolished in the recent past, or
older homes which have been converted to other uses).

Recording the listed HUs

Sample Design

e Listing is an exact record of all HUs, both occupied and
unoccupied, that are located in predefined census
geographical area boundaries.

e Elements of Listing Format for United States Hus include:
Block: borough, planned residential area or village number.
Non mailable (NM) indicator which is used to indentify addresses
that cannot receive postal mail because the address is not complete
or not unique.
Line Number (Line_No): the first HU recorded in every listing begins
at Line Number 1 with the subsequent HUs encountered being
numbered consecutively 2, 3, 4 and so on through all HUs found in
the PSU.
Street Number (Street_No): the street address number should be
complete.
Street Name: check the spelling of street names on sign posts
against the street names given on the PSU maps.
Apartment Number (Apt/Lot): this field should be used for apartment
or trailer lot numbers only.
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Example of listing format

Block | NM | Line No | Street No Street Name Apt/Lot | Additional Information

3003 | X 1 NO# FIRST AVE

3003 2 654 FIRST AVE

3003 | X 3 1233 WILSON ST

3003 | X 4 1233 WILSON ST Same Street No as Line No 3
3003 5 1241 WILSON ST

3004 | X 6 NO# WILLOW HWY

Additional protocols to help create consistent listings

Sample Design

e Make HUSs listings consistent across all selected areas.
The suggested listing protocols also include:

Begin by listing the lowest numbered block first. Work systematically
around the PSU, listing each block in numerical order from lowest to
highest block number.
Start listing HUs for each block beginning at the red starting “X” and
following the directional arrow indicated on the Block Map.

Look “over your right shoulder” and record each HU address as it is
approached. In other words all listed HUs should be on your right.
Walk around the block in a clockwise direction making a complete
circuit until reaching the original starting point.
List only HUs inside the selected (shaded) PSU boundary.

List empty, boarded up, burned or abandoned HUs unless the HU is
posted for demolition.
List on foot whenever possible when you are working in urban and
suburban areas.

e Create general rules to deal with the following situations:
Abandoned, boarded up, burnt out, and vacant HUs.
Apartment complexes.

Locked buildings and gated communities.

New construction.
Under construction or unfinished construction.

e Check the completed listing.
Review the listed addresses against the block map for each block in
the PSU. Beginning at the starting “X” and proceeding clockwise
around each block, confirm that there are HUs listed for every street
in the block or that HUs without a street number have been noted
along the proper block face on the PSU map.
Confirm that there is only one HU per listed line and that listing lines
are used only for HUs. Commercial or public buildings such as
churches, schools, or businesses should be recorded only in the

PSU observations or noted on the map(s).
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= Make certain that all HUs without a street number are uniquely
described in the additional information column and that their
locations are noted on the map by line number.

e Review the PSU observations and make sure they are
complete. Confirm that information about locked
building, seasonal accessibility, and safety issues are
noted in detail.

» For example, street numbers may be transposed (3547 Main St
should be 3574); a HU that was originally listed as not having an
street number now has an street number posted over the front door;
street names may be spelled incorrectly; directional indicators (N,
SW, etc.) may be missing from the street name; or the street suffix
(Ave, Hwy, Ln, St) may be missing.
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Appendix B

Administration of the within housing unit (HU) listing of eligible persons

e |dentify the eligibility of the selected HUs by listing the eligible persons
within each selected HU (list of household members).

e Choose a HU residency rule to identify eligible respondents within
each HU. Similar to defining a target population, once the rule is
defined, it should be consistent across all participating countries.
Choose between:

Sample Design

De facto residence rule — persons who slept in the HU the previous

night.

. Advantage: Easy to remember.

De jure residence rule — persons who “usually” sleep in HU.

. Advantage: A better representation of the typical residents of a
HU.

Design a household enumeration table based on study-specific

residence rules and goals.

There are at least two sources of within-household undercoverage

[31] [38]:

. Motivated misreporting (deliberate concealment): household
reporters deliberately conceal members for a multitude of
reasons, including fear that they or another member may be
evicted or deported.

- Poor fit between living situation and definition: membership is
complex and shows that household members may have
confusion or disagree about who is a member.
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HOUSEHOLD LISTING

RESPONDENT SELECTION

11 a. 11 b. 11c. | 11d. 1le. 111 11 g. 11 h.
Household HH Member’s Sex | Year | Language Eligible | Person Selected
Member’s Relationship of Spoken Number R
First Name to Informant Birth

M
M M
M
A M
M
L M
M
E
S
F
F F
E F
M F
F
A F
L F
E
S
Sample Design V.- 35
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Instructions for using the household listing table

Column 11a (Household Member’s First Name): List all members of the
household, beginning with the informant. Note that males are listed in the upper
portion of the table and females in the lower portion.

Column 11b (Household Member’s Relationship to Informant): Record each
household member’s relationship to the informant (e.g., husband or wife, son or
daughter, mother or father, brother or sister, friend, etc.).

Column 11d (Age): Record each household member’s age.

Column 11e (Language Spoken): This column may or may not be included,
depending upon the study requirements.

Column 11f (Eligible): Place a check mark in this column if, based upon the
information in columns 11a-11e, the household member meets the eligibility
criteria for the study.

Column 11g (Person Number): Assign a sequential number to each eligible
household member.

Column 11h (Selected R): Count the number of eligible persons in the
household. Find that number in the Kish table in the “If the Number of Eligible
Persons is:” column. The selected respondent will be the household member with
the “Person Number” corresponding to the “Interview the Person Numbered:”
column in the Kish table (For more information about Kish tables, see Data
Collection).

= Example 2 below is the 2010 Chinese Family Panel Study
enumeration table. This study found the main challenge of listing to
be situations where urban and rural villages were adjacent to one
another. These situations contained complicated building structures
and mixed populations (part-time and nonresident population).
Therefore, the table specifically documents when more than one
HU was located within a single dwelling, the reason the registered
person had moved out, the time when the registered person moved
out, and where the registered person had moved.
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Example 2 of household enumeration table [6]

Tile:
City: Village Number: Lister: : Supervisor:
If the person has moved out,
please fill out this column.
Reason (choose Where this
one) person is
The person | 1. Marriage. living?
Registered Actual has lived 2. Living with other | 1. The same C HU
Name . order order here LESS relatives. city Eligibility Number .
of Registered . (Check . Additional
Order of of than 3. Moving to 2. The same : (Assigned
HU Address X . . if the note
Resident Resident six months another place. county : by
Head . ) person is .
(Person) (Person) (please 4. Having business | 3.the same - supervisor)
! eligible)
check) at other place. province
5. Not actually 4. Out f this
living but having province
registered
record here.
6. Others.
(1) (2) (3) (4) (5) (6) (8) 9) (10) (11)
1
2
3
4
5
6
7
8