Local Government Monitoring Database
Manual for Sector Supervisors
1
Introduction 

This brief instruction sheet is designed to set out the responsibilities of sector supervisors and assist them to train data providers on proper data collection. Sector supervisors are key to the successful operation of LGMD.  The main responsibilities of the sector supervisor are:

· Identification and training of all data providers in the sector or group (eg VEOs in the ward)

· In the case of health supervisor, editing the facility data and in the case of education supervisor, adding primary school data 

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

· Collecting completed forms from the data providers for returning 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

The data provision centres are the places where the initial data is collected and it is this information which is fed into LGMD.  The data is utilised at all levels i.e. local government authorities, regional secretariats, PMO-RALG and stakeholders.  Data collection is therefore very important indeed because if the data collected is inaccurate, the indicators calculated form this data will be wrong and the whole system will contain inaccurate information.   

The main responsibility of each sector supervisor is the training of data providers in the sector to provide timely and accurate data. The rest of this manual is therefore designed to assist the sector supervisor in this task.
Firstly, each data provider has to be identified and samples of the data collection form, feedback form, comparative graph and error report obtained form the LGMD Coordinator. 
The data providers should then be brought together and trained according to the following outline in a half-day session at a convenient time.

Training Outline for Data Providers

1.1 What data providers will learn from this course

By the end of the training they should understand:

· The importance of data collection

· How LGMD works

· The role and responsibilities of the data provider
· How to fill in the data collection forms

· How to deal with feedback reports, error reports and comparative graphs
2
The importance of data collection

The purpose of this section is to create awareness in participants of why data collection is vital to LGMD.

Resource Allocation

When accurate data is available from schools - for example the pupil/teacher ratio or the pupil/desk ratio - it is possible to make a comparison between schools in the district.  With this information, the LGA can then allocate extra resources strategically to improve standards in the schools which are most in need. 

Give or ask for similar examples for health facilities, agricultural resources, etc.
Development Status
When data is available about roads, water, agriculture etc, the status of each district can be compared with surrounding districts and can guide the Ministry and other stakeholders in allocation of resources.

Service Provision
One of the most important uses of LGMD is the measurement of service provision.  With accurate information coming from each district, the quality of the services provided can be measured, and compared between districts.  From the information, appropriate decisions can be made by the relevant authorities to improve service delivery.
3
How LGMD works

LGMD is a computer database which runs on computers specially provided for the purpose in every single LGA.  In January each year, special data collection forms are produced by the LGMD computer program.  These are distributed to data providers who collect data for the past year.  This data is then entered into the LGMD computer database.  Once entered, the data can be accessed at any time it is required, and is used to calculate indicators to measure service delivery.  Feedback forms are produced automatically from the LGMD database for giving back to the data providers.  These forms contain the data provided together with the calculated indicators.
After the data is all entered into the database, it is sent to the regional headquarters and PMO-RALG for aggregation and to provide the values of indicators and other information for the region and PMO-RALG respectively.

4
The Role and Responsibilities of the Data Provider
Data providers have the most important role in the entire LGMD system. They are at the grassroots of the system. If the data providers give wrong information, the well-known saying ‘garbage in, garbage out’ will apply. The data providers must make sure that they provide accurate data, and provide it on time. 

To acknowledge their work, and to encourage them to provide accurate information, all data providers receive a feedback form automatically produced by the LGMD system.  This form contains not only the data they provided, but also the indicators calculated from the data they supplied (see below).
The feedback form should be given to them by the sector supervisor as soon as practicable after they have provided their data.  They should also make this feedback form available for other interested stakeholders to see by displaying it in a public place.  To add interest in data provision, the sector supervisor should also provide the data provider with a comparative graph such as that shown below, which displays the ‘pupil per classroom’ indicator for the 40 schools having the highest value for the indicator, i.e. having the most crowded classrooms. (Note that the figures are entirely imaginary)
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Sample comparative graph (figures are only for illustration)

The main responsibilities of the data provider are:

1. Reading the instruction form provided with the data collection form

2. Collecting the required data

3. Entering the data on the data collection form as described in the instructions

4. Returning the form to the sector supervisor on or before the deadline given

5. Acting on any errors communicated through the error report

6. Displaying the feedback form, and any other comparative table or graph supplied in a prominent place
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Sample of a feedback form for a head teacher

5
How to fill in the data collection forms

The purpose of this section is to make the participants understand the data collection forms and the instruction sheets which are involved in data collection.

5.1 Data collection form

The data collection form, illustrated below, is a single page questionnaire with blank boxes to be filled in with the required information according to the instruction sheet.
Data providers are required to write correct figures/entries in the boxes. 

Wherever there is no data/information for any item, they should leave the space blank (don’t write zero “0” or dash “-”).But if the data available is zero then the data provider should write “0”.

[image: image3.jpg]Arash

Hgorangoro, Arushs Region

Agriculture Data

between 1 January and 31 D ecember 2004

S Fignectesiing e of s fou mort g R FOOD a1t

gt ling pres 1 s ot st
mporan 4 e

Comptedty|

Postion

Soned

ost]





Example of a data collection form

Methodology
During the session the sector supervisor/facilitator should go through the above material and then distribute the appropriate data collection form and the Kiswahili instruction sheet.  A sample feedback form, error report and comparative graph should be obtained from the LGMD coordinator and passed round the trainees for information and to ensure a clear understanding of the purpose of each.
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An example of a completed village data collection form

The instruction sheet should be studied and questions invited.  The precise meaning of each item should be explained to ensure that the data eventually provided is as accurate as possible. 
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An example of VEO instruction sheet 

6
Dealing with Feedback forms, Error reports and Comparative graphs
The purpose of this section is to make the participants understand the purpose of feedback reports and comparative graphs and their responsibility of displaying them to the community. 
After checking the errors and providing corrections, data providers will be given the feedback reports generated by LGMD.

The feedback report contains all the data entered together with the calculated indicators, and it is the data provider’s responsibility to display it in a public place e.g. the school, health facility, ward, village or mtaa noticeboard. 

If there was an error report, and the errors have not been corrected, sector supervisor should send the feedback report together with error report to the person named on the feedback report. 

Error reports

Data collected by the data provider will be entered into LGMD where they will be automatically checked for obvious errors. If any significant errors are found LGMD can generate an error report which should be sent back to the data provider with the feedback form for correction and with an explanation of the erroneous data.

Examples of obvious errors which may occur are:


'Number of farming households' is greater than the 'Number of households',


OR

'Number of standard one students' is greater than the 'Number of students in a school',

These examples of errors show a situation which would obviously be impossible. The data provider should make any necessary corrections on the feedback form and return it to the sector supervisor as soon as possible.
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Example of an error report

Notes:

Enter ‘0’ where the figure is ‘0’





Leave blanks where there is no data
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