LGMD is an initiative of the Prime Minister’s Office – Regional Administration and Local Government (PMO-RALG).   The latest version of LGMD, together with related resources, such as the series of manuals listed below, can be downloaded from the MIS section of the PMO-RALG website www.pmoralg.go.tz
Further information on MKUKUTA can be obtained from the website www.povertymonitoring.go.tz

The LGMD software has been engineered by the 

University Computing Centre Ltd,  Dar es Salaam

www.ucc.co.tz
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This manual, together with the other manuals listed below, is contained on the LGMD CD

	Ref
	Title
	Content
	Language

	LGMD1/En
	LGMD Operational Manual
	Software installation and operation
	English

	LGMD2/En
	LGMD Co-ordinator’s instruction manual
	Full instructions about the LGMD system
	English

	LGMD4/En
	LGMD Sector supervisor manual
	Instruction Manual for Sector Supervisors, including training outline for data providers
	English


Support is also available online in the MIS section of the PMO-RALG Website at

www.pmoralg.go.tz
Abbreviations

	DALDO
	District Agricultural and Livestock Development Officer

	DCDO
	District Community Development Officer

	DEO
	District Education Officer

	DHO
	District Health Officer

	DLO
	District Land Officer

	DNRO
	District Natural Resources Officer

	DPO
	District Personnel Officer

	DT
	District Treasurer

	DWE
	District Water Engineer

	LAN
	Local Area Network

	LGA
	Local Government Authority

	LGM&E
	Local Government Monitoring and Evaluation Database

	LGMD
	Local Government Monitoring Database

	MEO
	Mtaa Executive Officer

	MIS
	Management Information System

	MKUKUTA
	Mwongozo wa lugha rahisi wa Mkakati wa Kukuza Uchumi na kupunguza Umaskini Tanzania

	PMORALG
	Prime Minister’s Office, Regional Administration And Local Government

	RAS
	Regional Administrative Secretariat

	TSED
	Tanzania Socio-Economic Database

	VEO
	Village Executive Officer

	WEO
	Ward Executive Officer
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1 Introduction

1.1
Overview

The Local Government Monitoring Database (LGMD) is a specially-designed database for collecting information routinely from villages, mtaa, wards, districts and the pro-poor sectors - health, agriculture, education, water, roads and lands.  It can run on most computers and can also operate on a local area network. All data collected at LGA level is entered into the LGMD computer system there and forwarded as a computer file once a year both to the regional headquarters and to PMO-RALG in Dodoma, where LGMD forms a central component of the PMO-RALG Management Information System.  At regional level a special version of LGMD is used and is called the LGMD Meso.  At PMO-RALG MIS, the software is called the LGMD Macro.  If desired, as an option for experienced users, LGMD can be used in conjunction with the Tanzania Socio-Economic Database (TSED) v3, if this has been previously installed on the computer. LGMD automatically feeds the values of indicators to TSED for displaying on maps or tables.

1.2
Functions of the Software

The overall purpose of the LGMD is to provide decision-makers at all levels with accurate and timely data and indicators on which they can base their decisions.  In order to capture the required data from which to calculate the indicators, the LGMD software has a number of different functions.  It can operate in either Kiswahili or English.

LGMD enables users to:

· Print special forms for collecting data from villages, wards, and the LGA

· Enter the data from the completed forms into the computer

· Automatically check for obvious errors

· Print feedback forms for data providers

· Produce reports showing the data collected, indicators and comparative (or ‘league’) tables for use by stakeholders at many different levels

· Produce a computer file annually of all the collected data to forward by flash disk, diskette, or e-mail to the Regional Secretariat and PO-RALG in Dodoma

· Pass indicator data to TSED v3 if installed

1.3
System Administration

A number of personnel are involved in the satisfactory operation of LGMD at LGA level, and some of them are represented in the following diagram:




  






Fig 1 Personnel involved in LGMD operation
Data providers are those who, using the actual data collection sheets produced by the system, provide the primary data on which the whole system depends.  Sector Supervisors are responsible for particular sectors or, in the case of WEOs, for data providers at Village/Mtaa level (VEOs of MEOs).

In order to encourage and improve data collection, all data providers are given feedback forms consisting of a computer report of their data together with indicators calculated from that data.  These feedback forms are intended to be displayed in public to stimulate interest and encourage the provision of accurate data through peer review.  In addition, LGMD produces comparative tables and graphs which can be used to compare indicators from villages, wards, health facilities, schools, etc.
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2 The Coordinator’s role and responsibilities

2.1 The Coordinator’s Role
The coordinator is the person who ensures the overall satisfactory operation of the LGMD system, including setting up, managing timely data collection through sector supervisors, managing accurate data entry and ensuring proper utilisation and dissemination of the data.

2.2 The Coordinator’s Responsibilities
The responsibilities of the Coordinator can be divided into three distinct parts, namely:

· Setting up the system

· Identifying and training Sector Supervisors

· Operating the system 

(Note: Full details of all the items listed below are contained in the Operational Manual, which can be found on the LGMD CD, and the numbers in brackets refer the paragraph numbers in the Operational Manual)

2.2.1 Setting up the System

The responsibilities of the LGMD Coordinator are:

· Installation of the program on the computer (2.1.1)

· Configuring of default district, district address and default year (2.2.1,2,3)

· Automatic entry of health facilities (2.2.4)
· Adding users (2.2.5)

· Checking the villages/mitaa and wards

· Carefully noting any errors or omissions in the list of wards and villages/mitaa.  The Coordinator should pass on full details to the Director, PMO-RALG MIS.  The e-mailing address is: 

mis@pmoralg.go.tz
· Identifying Sector Supervisors (see below, in chapter 3)

· In collaboration with the Sector Supervisors, adding details of Primary Schools (2.3.1), editing the ward allocation of each health facility and adding any missing facilities (2.3.2).  
· When all the schools are entered and health facilities edited, creating blank records (3.1)

· When any other facilities are added later, creating the required extra blank records (3.1)
2.2.2 Identifying and training Sector Supervisors

Before data can be collected, it is necessary to identify and train the sector supervisors.  Full details are given in the next chapter.

2.2.3 Operating the System

Once the above procedures have been completed, the system is ready for operation and the LGMD Coordinator is then responsible for the following:

· Printing and distribution of all data collection forms and instruction sheets through the sector supervisors 

· Collecting the completed forms through the sector supervisors

· Following up late data provision through the sector supervisors

· Supervising the entering of data from every form into the system 

· Running ‘data warehousing’ at appropriate intervals (see paragraph 3.6.2 of the Operational Manual) 

· Distributing the feedback forms, and comparative tables and graphs if desired, back to data providers through sector supervisors 

· Supplying duplicate copies of each feedback form to the relevant sector supervisor for reference purposes

· Producing and distributing reports, comparative tables and graphs to relevant officers and stakeholders 

· Facilitating the interpretation and use of the data at different levels (especially Ward and District levels)
· Forwarding the data after collection to the RAS and PMO-RALG, Dodoma, by e-mail, USB flash disk or diskette
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3 Sector Supervisors and Data Providers

3.1
Sector supervisors

3.1.1 Identification of sector supervisors

Sector supervisors are those who will be responsible for the collection of data in the various sectors and from wards, villages and mtaa.

The following table shows the personnel who would normally be assigned the role of sector supervisor for the LGMD:

	Sector Supervisor
	Responsible for

	DALDO
	Agriculture data

	DE*
	Road data

	DEO
	Education data

	DHO
	Health data

	District Treasurer
	District financial data

	DWE*
	Water data

	DLO*
	Land data

	WEO
	Village/Mtaa data

	WEO
	Ward data


Fig 2 Sector Supervisors

(Note: Sector supervisors marked * are themselves also the data providers, and therefore most of the following paragraph does not apply to them)

3.1.2
Role of the sector supervisors

The responsibilities of the sector supervisor are set out in the Sector Supervisor Manual.  In summary, sector supervisors will have the following responsibilities: 

· Editing facility data (Health supervisor) and adding primary school data (Education supervisor)
· Identification and training of all data providers in the sector 

· Distribution of data collection forms and associated instructions (received from the LGMD Coordinator) to the data providers

· Collection of completed forms from the data providers for return to the LGMD Coordinator

· Distributing feedback forms and comparative graphs or tables to data providers

· Following up late data providers

· Ensuring as far as practicable that the data provided are correct

3.2
Data Providers

3.2.1
General

Data providers are those who will be responsible for entering data on the collection forms. They comprise the following:

	Data Provider
	Responsible for

	VEO
	Village data

	Mtaa chairman
	Mtaa data

	WEO
	Ward data

	District treasurer*
	District financial data

	Agricultural extension officer
	Agricultural data

	Head teacher
	Educational data

	Health facility manager
	Health data

	District water officer*
	Water data

	District lands officer*
	Land data

	District engineer*
	Road data


Fig 3 Data Providers
Each data provider receives a data collection form from their Sector Supervisor (* or directly from the LGMD coordinator) at the beginning of January each year.
3.2.2 Role of the data provider

Data providers have one of the most important roles in the entire LGMD system, as the data provided by them is at the very heart of the operation.  The well-known saying ‘garbage in, garbage out’ applies.  Everything possible should be done to ensure that data providers are encouraged to provide accurate data on time. To acknowledge their work, and to encourage them in it, the feedback form produced by the system must be given to them as soon as possible after they have provided their data.  If possible, the appropriate comparative graphs or tables should also be distributed to each data provider.  For example, tables showing indicators for all schools in the district could be given to each head teacher.  The data provider should then arrange to display the feedback form and comparative table or graph in a public place for review by interested parties.

The main responsibilities of the data provider are:

· After reading the instruction sheet provided, to collect accurate data from the village/mtaa, ward, school or facility
· After collection of data, entering it on the forms supplied

· Returning the completed form by the deadline set by the supervisor
· Displaying the feedback form, and any other comparative table or graph supplied to them, in a prominent place

3.2.3
Data Collection Forms

The different data collection forms are identified by references at the bottom left hand corner, e.g. V1 is for the Mtaa/Village chairperson, W1 is for the Ward Executive Officer, etc.  The forms are automatically produced by the computer with the name of the village, school, etc clearly displayed at the top.  
In the case of the village/mtaa form, an alternative blank form is available suitable for photocopying if required.  See illustration below in Fig 5.
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Fig 5 Village/mtaa forms – blank on the left and pre-printed on the right

3.2.4
Instruction Forms

The instruction forms are used to inform data providers about each data item.  A sample is shown in Fig 6. The precise meaning of each item is explained to ensure that the data provided is as accurate as possible. The instructions are available for each form in both Kiswahili and English, and should always be sent out together with the data collection sheet to the data provider by the sector supervisor.
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Fig 6 Sample of instruction sheet for data provider

3.2.5
Checking data collection form returns

The number of record sheets distributed for data collection is quite large and for a normal district would be around 150-300, mainly consisting of the village/mtaa forms.  In order to keep track of which forms have been returned and from which data has been entered into the computer, a special report can be printed, listing the missing items (Fig 7).
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Fig 7 Missing data collection form report
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4 Data entry

4.1
General

Data should be entered correctly from the completed forms. The LGMD coordinator is responsible for data entry, although, where feasible, this task will normally be delegated to experienced computer operators.  To simplify data entry, the computer screens have been designed to be as identical as possible to the actual paper forms.  The method of data entry is described in section 3.5 of the Operational Manual.  

4.2
Blank and zero data

Special care must be taken concerning blank and zero data.  If the data provider has entered a zero (0) in the box, a zero (0) should normally be entered into the computer.  Where there is a ‘-‘ or no entry at all, the corresponding computer box should be left entirely blank.   
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Fig 8 Sample data collection form

4.3
Checking the data

When all data are entered, the operator should click the Check button at the bottom centre of the screen (see Fig 9).  The system will then automatically check for obvious errors in the data, such as:

‘The number of villages with audited accounts can not be greater than the number of villages in the Ward’,  which would obviously be impossible
The errors, together with a note of any data items that are missing, are automatically displayed in the form of an error report, which can be printed out if required.   The coordinator will have to use their own judgment as to whether error reports which only list missing data are to be sent to the data provider, as the data may have been unavailable at the time of collection.  Error reports with significant errors should be printed and sent, through the sector supervisor, to the data provider for correction.
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Fig 9 School data entry screen

A section of a sample error report is shown below
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Fig 10 Sample error report

4.4
Feedback Forms

After checking the data and entering any corrections, the operator should click the Feedback button at the bottom left hand corner of the screen (see Fig 9), to display the feedback form (Fig 11) which should then be printed and sent back to the data provider through the sector supervisor.  A duplicate copy of the feedback form should also be given to the appropriate sector supervisor to be retained for reference.  The feedback form contains not only the data provided but also the calculated indicators.  It is designed to be displayed in a public place in the village, mtaa, ward, school or facility to which it refers. 
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Fig 11 School feedback report
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5
The Essence of data collection

The LGMD coordinator should at all times be aware of the main reasons for collecting data, and seek to use the system to for its intended purpose.  The purposes of data collection can be summarised as follows:

5.1
To assist in planning and resource allocation

Resources are always scarce, and that is why care has to be taken concerning where resources are allocated.  LGMD can assist decision-makers in the allocation of resources: for example the Pupil/Desk ratio in the various primary schools in a local authority can be used by the Ministry to guide in the allocation of the number of desks needed in that particular locality.  
5.2
To measure impact over time 

The database can be used to monitor poverty indicators over the period of an intervention to assess its effectiveness.  Similarly, it can be used to monitor health or agriculture programmes.
5.3
To measure levels of poverty or development status

The system can use collected data to calculate indicators that can then be used to compare the level of development with the local situation in a particular locality, at regional level, at national level or even international levels.

The system can measure the service delivery at different levels, village, ward, district, and region and at national levels.
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6
Reports and data utilisation
6.1
General

The whole purpose of LGMD is lost if the data stored in it is not widely disseminated and brought to the attention of planners, managers, community leaders, development partners and decision-makers.  The LGMD coordinator should therefore be alert to the need for informing all relevant stakeholders at regular intervals about the reports which are available from the system. 

6.2
Reports

LGMD has a wide variety of reports, which are designed to give analyses of the various sectors at different levels of aggregation, i.e. village/mtaa, ward and district.  The role of the LGMD coordinator is to make the sector supervisors aware of what reports are available and to enable them to produce these reports when required.  

Chapter 3.6 of the Operational Manual describes most of these reports and the coordinator should become familiar with each of them. Only a few are illustrated here.  

6.3 Aggregated reports

LGMD has the capacity to calculate and display the highest prices of food and cash crops in the district.  
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Fig 13 Food crop prices report by ward

6.4 Indicators

The indicators captured by the LGMD system have been arrived at through a collaborative process which has continued over a number of years.  They are divided into the following eight categories:

· Governance

· Poverty 

· Education

· Health

· Agriculture

· Water & Sanitation

· Roads

· Land

Each indicator is displayed in such a way as to enable the user to ‘see’ any underlying data by ‘drilling down’, or double clicking with the mouse, to display the various levels of disaggregation.   
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Fig 12  Indicator screen reports with ‘drill down’

6.5 Profiles

The LGMD system can also be seen as a tool which will enable LGAs, and wards to produce their own profiles.  Again, the LGMD coordinator has a key role in disseminating this type of information to the relevant stakeholders at the appropriate time.  
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Fig 14 Ward profile report

The LGMD coordinator will be responsible for making, e.g. WEOs aware of the existence of the Ward Profile reports at the relevant Ward meetings, and also to make others aware of the District profile.
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Fig 15 District profile report
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7
Data Forwarding

One of the main features of LGMD is the ability to forward data electronically to the region and to the Department of MIS at PMO-RALG, Dodoma, to enable stakeholders in these locations to see the ‘big picture’.   It is the responsibility of the LGMD coordinator to forward the data once data collection is complete.  In any case it should be no later than the end of March.  Full details of this procedure are given in paragraph 4.1 of the Operational Manual.

A specially-created file is sent as an e-mail attachment, diskette or via USB flash disk to both the Regional Secretariat and PMO-RALG Dodoma.  The latter e-mail address is: 

mis@pmoralg.go.tz
The source of the data, i.e. the district from which it comes, is contained in code in the name of the file itself, but the e-mail should state that it is the annual data from LGMD.  Confirmation of receipt should be requested.

The data forwarding address for the region must be ascertained from the LGMD coordinator there.  It should be noted here:


Technical problems concerning LGMD software should be addressed to the IT Support Unit at PMORALG Dodoma, which is available at any time by texting or phoning the special mobile phone number available from PMORALG.  It is listed in the MIS section of the PMORALG website.
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