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TERMS OF REFERENCE
APPOINTMENT OF A SERVICE PROVIDER TO PROVIDE DATA COLLECTION AND DATA CAPTURING SERVICES (PAPER-BASED QUESTIONNAIRES)

PROJECT TITLE: IDENTIFICATION OF SMART URBAN AGRICULTURE/AGRO-PROCESSING SOLUTIONS, AND ASSESSING THE FEASIBILITY THEREOF, IN ADDRESSING THE FOOD SECURITY CHALLENGE IN THE CITY OF JOHANNESBURG (CoJ) 
1. INTRODUCTION
The HSRC wishes to appoint a service provider to conduct household data collection and data capturing on a project focusing on Smart Urban Agriculture and Agro-Processing. The household survey aims to collect data that will assist the CoJ to understand the Urban Agriculture (the practice of cultivating, processing, and distributing food in or around urban areas) in Johannesburg to improve household livelihoods. The HSRC has been appointed by the CoJ to conduct research that provides information which will be utilized to strengthen future support for Urban Agriculture and household livelihoods. 

2. BACKGROUND

Data will be collected about knowledge, experiences, and opinions related to urban agriculture practices and livelihood strategies within household in all seven regions of the City of Johannesburg. The sample consists of 2440 households in  seven regions in City of Johannesburg as indicated in the table:
Table 1: Number of Households
	No.
	Region
	No.: of Questionnaire to be completed

	1
	Region A – Diepsloot, Midrand and Ivory Park
	Approximately 349 questionnaire per region 

	2
	Region B – Northcliff and parts of Sandton and Rosebank
	

	3
	Region C – Roodepoort.
	

	4
	Region D – Soweto, Doornkop, Diepkloof and Meadowlands
	

	5
	Region E – Alexandra and parts of Sandton and Rosebank.
	

	6
	Region F – Inner City and Johannesburg South
	

	7
	Region G – Ennerdale, Orange Farm, Lenasia, Eldorado Park and Protea
	


3. SCOPE OF THE WORK
The data collection will be done using paper-based questionnaires and the Service Provider will have to visit each of the selected Regions listed in Table 1. The Service Provider should use Table 1 to work out the budget, using the budget template provided by the HSRC -  Annexure A (Budget Template). A single day training session will be provided for all Data Collectors by the HSRC in the HSRC Building located in Pretoria. Interested Service Providers are required to budget for all the logistical arrangements in terms of getting all the Data Collectors to the venue for training. The HSRC will provide venue and lunch during training only. 

The questionnaire will take approximately 45 minutes – 1 hour to complete. The training will be intensive; it will include simulations and evaluation, to ensure that every Data collector adheres to the required data-collection standards. Training will be conducted mostly in English. Final screening of Data collectors will take place at the end of the training to allow only those who have mastered the data-collection/administration procedures to go to field. All Data collectors will be issued with branded HSRC name tags and bibs which should be worn at all times for identification purposes, to show their association with the CoJ Project. 

Within each region, a pre-defined number of households must be randomly identified and one adult respondent (18 years and older) in each of these households must be selected to be interviewed. A face-to-face interview must be held with the selected respondent. The households and respondents should be visited at least three times to increase the realisation rate. After three visits where no contact has been made, the Data Collectors can list this as a non-contact. Substitution in cases of non-contact is not permitted. The expected minimum realisation rate per region is 70%. It is the Service Provider’s responsibility to ensure the successful completion of the interviews in accordance with HSRC protocols and quality control procedures, within budget and the prescribed timeframes. The Service Provider should work out the number of teams required based on the above regions and this will include appointed drivers/sub-supervisor/s. The Servicer Provider should take note of the majority population group in a particular region and should appoint Data collectors accordingly. 
The service provider will be required to capture the data of 2440 questionnaires. The questionnaire comprises three (3 Modules); Household characteristics (7 Questions); Urban Agriculture Practices (43 Questions); and Indicators for Food Security (22 Questions). The questions comprise of closed questions and open questions that may receive responses of a few words, or no response at all if the question is not applicable to the respondent. Data collection will be for a period of between three weeks and data capturing a week. Please note that the date of the commencement of field work is envisaged to be between Mid-April until Mid-May 2023 (4 weeks) These dates include data capturing that will be captured on a spreadsheet in Excel. Final dates will be firmed up on signing of a contract. The Servicer Provider will also take full responsibility for the administrative requirements of the project as set out below. 

4. KEY REQUIREMENTS/DELIVERABLES
The Service Providers are required to recruit Data Collectors possessing the following skills:

· Proficient in the main language/s spoken locally, to ensure clear communication and accuracy of information;

· The ability to read and write English fluently; some knowledge of the following African languages (IsiZulu; Sotho; Tswana; Ndebele, isiXhosa; Xitsonga; Afrikaans and Tshivenda)
· Experience in data collection;
· Good communications skills;

· Punctuality and excellent work ethic;

· Knowledge of the geographical research area/community; and 

· Available for the full duration of fieldwork period.
	Tasks
	Deliverables/Output

	Attend fieldwork training over a 1-day session.


	It is compulsory for all data collectors and supervisors  attend the CoJ fieldwork training. It is advisable to bring one or two additional Data collectors to the training session since some might fall out during the final screening. 

All attendees must sign an attendance register that the HSRC will provide.


	Fieldwork preparation

	Following the training, there will be role playing with the field teams to ensure that the Data collectors and sub-supervisors are familiar with the questionnaire and do not make basic interpretive errors. 


	Supervise all operations during household interviews as directed by HSRC researchers.

	Ensure that Data collectors actually visit the correct area and do the full interview. If there is a specific problem with an area that affects the ability to conduct interviewing, the HSRC needs to be notified immediately. 


	Check completeness and correctness of all data collected.
	The supervisors should constantly check that the Data collectors are completing the questionnaires correctly. 

	Use the funds provided by HSRC to conduct the survey and logistical arrangements associated with the fieldwork including travel, fuel, tollgate, daily allowance and questionnaire payment.
	Provide transport that is safe – vehicles that transport data collectors must be roadworthy and presentable. Provide a daily subsistence allowance to Data collectors as well as accommodation for fieldwork when sleep-outs are required. Pay Data collectors a market related salary. 

	Ensure that the driver’s and co-drivers have a valid driver’s licence.
	The driver and co-driver should report an accident to the police and inform the HSRC immediately.

	Provide HSRC with a complete list of Data collectors as it appears in their ID book. Ensure correct spelling and include photos of the Data collector.
	The HSRC will use this information to compile a database and will generate name tags for Data collectors to wear for the duration of the project when they visit the respondents’ homes.

	Capture data for all 2440 household questionnaires
	· Ensure the questionnaires are securely locked at all times and information is treated confidentially.

· Use a numbering machine to allocate each questionnaire with a unique ID number.
· Ensure adequate back-up plans are in place and implemented when necessary. 

· Supervise and monitor the data capturing process by running appropriate data validation procedures/checks. 

· Implement a double capturing system and ensure all data are 100% verified. 

· Submit captured data electronically in Excel format (via e-mail or drop box) to the HSRC for verification. 

· Manage the entire data capturing process efficiently and respond proactively to all queries that may be raised by the HSRC from time to time during project implementation. 

· All capturing should be completed by the date agreed upon by the HSRC and the service provider and timely delivery of captured data is essential.

· Return the captured questionnaires to the HSRC in Pretoria once the project is completed. 

· Meeting deadlines as per project requirement.

· Data quality to be within 5% accuracy.

· Capturing software used by service provider must be Excel.


Furthermore, the following conditions must be adhered to by the successful Service Provider: 

· Ensure full responsibility for the collection, distribution and safe return of all the questionnaires; 
· Ensure that all branded bibs provided must be cleaned and returned to HSRC in good condition. 
· Ensure that all the Data collectors do not abuse any substances such as drugs, alcohol etc. while working on this HSRC project. 
· Ensure proper supervision and monitoring of the work done by the Data collectors throughout the survey by means of regular and sufficient presence and guidance by experienced fieldwork supervisors;
· Ensure that the interviews are conducted at the household's in an ethical, respectful and professional manner.
5. BUDGET

· A proposal must be submitted detailing all the requirements as set out above (including a full company profile)

· Budgets must be included with the proposal using Annexure A – Budget Template.
· The final payment will only be transferred once the HSRC has received all the items that were given at the inception of the project.
6. EVALUATION CRITERIA

	Functionality
	Weight

	1. Substantive experience and reputable track record in data collection and data capturing. 
1.1 A minimum of 3 years’ experience in data collection and data capturing. 

· Less than 3 years = 0 points
· 4 to 6 years = 5 points.
· More than 7 years = 10 points
1.2 A least three reference letters with (contact details, name of contact person, with telephone / cellphone number and e-mail address) for whom such work has been undertaken within the last five years, including details of the nature of project, participant numbers and data volumes applicable to each project on data collection. 
· No reference letter = 0 point 
· 1 – 2 reference letter= 5 points 
· 3 or 5 more reference letters = 10 points
	20

	2 Project Management, Quality Control and Capacity:
A company profile in their submission, that includes:

2.1 Project Management (20 points)
· Completion of a project execution plan demonstrating the organization’s understanding of the project and ability to plan successfully and complete the project within the prescribed timeframes as stipulated above. The project plan should clearly detail activities and timelines for each of  the seven regions listed in Table 1 
2.2 Quality Control (20 points)
· Ensure adequate back-up plans are in place and implemented when necessary.

· Supervise and monitor the data capturing process by running appropriate data validation procedures/checks. 

· Implement a double capturing system and ensure all data are 100% verified.
· Data quality to be within 5% accuracy.
2.3 Capacity (20 points)
· local teams (an estimated number of Data collectors that will be suitable for the project)
· The Service Provider should take into account the composition of the local population when putting Data collection teams together. 
	60

	3 Data Capturing
3.1 Provide sample of dataset to ensure accuracy as well as the template design (Excel) = 10 points.
3.2 Provide a sample of 100% double capture – (Capture and verification) = 10 points.
	20

	TOTAL
	100

	Minimum threshold required
	70%


Quotes To be submitted to Mavis Magoleng: mmagoleng@hsrc.ac.za 
Tel: 0123022178
For technical enquiries, please contact: 

Dr. Precious Tirivanhu on email: PTirivanhu@hsrc.ac.za OR Moremi Nkosi on email: MONkosi@hsrc.ac.za
Annexure A – Budget Template

	City of Johannesburg (CoJ)

	Company Name
	 

	Estimated no. of Data collectors
	 
	 

	TRAINING
	UNIT
	NO
	UNIT COST PER ITEM
	TOTAL

	Transport and training incentive for Data collectors
	per day
	 
	
	 

	One day training session will be provided by the HSRC to all data collectors in the HSRC Pretoria Building.

Service Providers are required to budget for all logistical arrangements in terms of getting the data collectors to the venues.

	FIELDWORK 
	UNIT
	NO
	UNIT COST PER ITEM
	TOTAL

	Fuel/Petrol/Toll Fees 
	Per day
	 
	 
	 

	Car Hiring Incl. KM 
	per day
	 
	 
	 

	Data collector subsistence allowance
	per day
	 
	 
	 

	Data collector payment 
	per questionnaire
	 
	 
	 

	Telephone cost/airtime
	entire fieldwork
	 
	 
	 

	Management fee
	entire fieldwork 
	 
	 
	 

	Data Capturing 
	entire fieldwork
	
	
	

	Sub-total
	 
	 
	 
	 

	VAT
	 
	 
	 
	 

	GRAND TOTAL
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