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To document the standerd operaling procedurs {SOP) for the Demographic Profifing Process. This document aims {0 assist the officials of
intent of SOP the Depertment of Social Development with the day to day activities pertinent 1o regularize operations that must be folowed when
compling Demographic Proffics.
Scope This document applies to all Departmental officials rendoring services of demographic profiles.
The abjectivas of Demographic profiing Process are:
_o_._s__i._ provide socio-aconomic and demographic data that will srve as a heseline for programs, interventions, polkcies and planning
Definitions Metadata: Is a sat of dala that describes and gives information about other data
Data Extraction : Is the actor process of retriaving data out of dala sources for furthor processing or storage




Anglysis: |5 a detalled examination of the elements or structure of something

Key Performance Indicator | Number of demographic profles completed

Principles The folowing principles underpin fhe poicy on an development of demographic profiee for Social Developmant:
Efficlency and effaciivaness - Achievemant of objectives In a most cost-sffactive manner.

Empowermant - qogggﬂggsn%gginag%?
of R
Equity - Redistribution of resources besed on naad, priorities and historical discrepanciss. Voice of the volcoless shoukl be haard.

Participation - Active involvernent of offcials, stakeholders and community in societel programme and project design aimed at
gﬂg

;
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N | TaskName Task Procedure Responsibility Supporting Documentation | Service |
Standard |
Convene a o Decide on iha focus area of Research Deputy Direcior | «  Previous Dsmographic
meeting with the demographic indicators GIS Deputy Director Profiies
Geographical » Discuss the profiles to be done Research Assistant Director | «  Census or Communy | 3 hows
information acconding to disiricts and indicators | GIS Assistant Director survey
System’s Unit to be used in those profiles. e Super-Cross Report.
{focusing on smakt araas
data)
o  Statistical reporis
Gonduct Convene a meeting between the Research Depuly Director o Refemal from previous | 4 hours
Consultstion two direciorates in order o discuss | GIS Deputy Director meeting minutes
process the indicators and allocats . Resoarch Assistant Director
botwoen Miaks a decision on the agreed GIS Assistant Director
Research Unit indicators
and GIS Unit
Extract data Extract data for the purpose of GIS Deputy Director o Meoladata document 4% | 3 days
from the knowing the age and sex stuciure | Ressarch Assistant Diractor dralt
census! survey of the Province. e Super-Cross and
Inferact with data from Super-Cross, Microsoft Excet software
Microsoft Bxcel.
Wite Consult all tha theorles of Research Deputy Director « Population policy 1988 | 3days
ntroduction population related lssues Resaarch Assistant Direclor | Demagraphic health
survey
¢ Population and
_ demography handbook
Write table ndicals how the demographic Research Assblant Diector | «  Table of contents 1days
contonts profile is divided info sections.




Writatechnical | »  Use metadata document which Research Assistant Direchr | «  Motadata document and | 2
gives a brief deacription of terms or other Berahvres
technical information and other
related Heralre documents
o  Extract data from the census from Reseanch Assiztant Diroctor Population Pyramid
0-85 + yoars,
Buid a pyramid using Microsoft-

r
made such a5 disablity, Chid Asuistant Director
Headed Households and Poverly
Line.
Combine the Moat with units o arrange data 'n | Research Deputy Direcor Demographic profie
GIS order io be used for the compliation | GIS Deputy Diracior report
Research data of profile extracted from the census | Research Assistant Director
data or Cormmunily Survey GIS Assistant Direclor
0 | Propare sikies Collate the produced demogrephic | Research Deputy Director Dernographic profie
for presestation profile In order fo prepare for the GI8 Deputy Director report




Task Name

T
11 | Presentdasfa | » Presentio Population unk : e Demographic profie
internally snd IS Deputy Director report
extornally Present to Departmenial Research | Research Assistant Director
IS Assistant Direcioe i
Present o Integraed lsaming
Present to Strategic planning unit
s Present to relovant stakehokders )
Write Explain task job that need to done | Senior Data Capturer Demographic profle
ulg—.
for printing of
profile
13| SelectService |« Selact suppliers from the Suppler
for declaration form
il N oo |* 5P
Appoint the servioa provider Direcior : Research
16| Sendsample | = Making calls fo the priniem Senlor Dafa Caphurer Submiied sample
emails or meetings in order

for printing

15 | Verfly the .

printed sample




“Nr [ TaskName Task Procedure Responsibliity | Supporting Documentstion | Service
16 | Sendthe proof | « Sign the agreement for producing | Service Provider Demoagraphic profile
read sample final demographic profile Research Deputy Director
for final *  Send fhe verified printed sample for | GIS Deputy Director
printing printing
s  Print the final demographic profile
immediataly after reaching he
agreement
| 17| Disseminale | e Iniograie with Advocacy for Research Dapuly Director o Demographic profile
the Soclo- dissamination to relovant GIS Depuly Director
Economic stakehokders such as local Resoarch Assistant Directar | «
rolie | ober oot Doputnarts, | 1S Abtn Docar
«  Prosent to Dapartmental
programmes for their Sirategic
Planning.
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REFERENCES:
LEGISLATION, POLICIER, PROCEDURES & OTHER DOCUMENTATION 4.2, 80Ps!

| DOCUMENT NAME SECTIONT DOCUMENT DESCRIPTION

The tolal process of collecting, compring, evaluating, analysing and publishing or olhenwise
dissaminating demographle, economic and social dala pertaining, at a specified time, 1o all
persons i & country or a well-defined pait of the country.

The main objeciives i& o proviie population and household statistics at municipal level to 2018
government and the private sector, to support planning and decision —making

Demographic Profiling Process Paga 7



Risk Nama RySIeT

babilit i 4 o
Probability impac Conlrol Desaripiion i
Manual

BiMiL) HIMILY
Delay miease of | Delay relesse of census dats L L Usaga of community survey Mamai




AUTHORIZATION:

Name:

| Quailty Checked By _

Director : IS —&%A

Recommended by DX Makoboka .

Chief Director : ~ A x _u\/ asg

Recommendad by Deputy N.Baert _ '

o (B | sslealzotr

Approved by Head of S.Knanyle LV

I B wﬂmﬁfrﬁ - .w\ o3/201%

Distribution and Use of SOP | DDGa; Chief Directors; Direclors at [=ad-01 o, District Diraciors; Depuly Direclors: (Head Office & Districts); (Head Office &
Disiricis); CDPs at all levels, Social Workers at all levels.
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