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Chapter 1: Introduction to Nonresponse Followup

Topic 1: Overview of the U.S. Census Bureau

Overview This topic provides an overview of the U.S. Census Bureau. It
explains why we take the census every ten years. It also tells how
we use census data and about other census operations.

U.S. Census Bureau The Census Bureau serves as the ,squrce of quality data

Mission Statement about the nation’s people afy. Vi honor privacy,
protect confidentiality, share iaf"globally, and conduct
our work openly. We 3 id this mission by our strong

The Decennial Census Article | i of the United States Constitution mandates
that a cen pulation be taken every ten years, and it is,
th the ‘Decennial Census.” This mandate is
intole by various acts of Congress as described in Title 13
of'th ode. In addition to the population count, the

h collect other information, such as demographic and
hogsing data, is also grounded in the Constitution and described
indVitle 13.

The constitutional reason for conducting the census every ten
years is to determine the congressional representation of each
state in the U.S. Congress. The results of the census are used for
many purposes in addition to determining congressional
representation. Policy makers, data analysts, planners, and the
public use census data. Tribal, state, federal, and local
governments use census data to assess the quality of services and
effectiveness of programs. Nongovernmental organizations use
the data to develop and analyze programs. Businesses use census
data to forecast future demand for products and determine
whether they are employing a representative workforce. Analysts
use census data to determine how communities are growing and
changing.

1-1
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Other Census Bureau
Operations

The first census was conducted in 1790, and the 2010 Census will
be the 23" decennial enumeration in an unbroken chain that our
nation has undertaken.

From determining how many seats each state shall have in the
U.S. House of Representatives to providing the data used by
communities, businesses, and Americans everywhere, the
decennial census is the cornerstone of our knowledge about
our country.

In addition to the decennial census, the Census Bureau conducts
surveys on behalf of various feder and local government
agencies on topics such asunem income, crime, health,
and housing. Within the se are called
‘demographic surveys’ and t conducted since 1902.
Because these ongoing 8 lace throughout the duration
of the 2010 Census, g ask you about other census
representatives contac

1-2
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Topic 2: Nonresponse Followup (NRFU)

Overview This topic explains how households receive their 2010 Census
questionnaires and why the Census Bureau conducts Nonresponse
Followup (NRFU).

Mailback The United States Postal Service (USPS) delivered census

Questionnaires questionnaires to most addresses. In addition, in some areas,
census questionnaires were delivered to housing units by census
workers.

A letter of explanation wa th @ach questionnaire.
This letter asked the occupa e census
questionnaire and mail | ensus Bureau in the pre-

paid return envelope th % d with the census

questionnaire.
Questionnaires Not at receive census questionnaires return them
Mailed Back il. ere will be several million addresses from

assignment on Census Day and complete a questionnaire for
each address, whether it was occupied, vacant, or did not exist on
nsus Day. We must account for every followup address.

What is ‘Census Day?’ The Census Bureau sets a reference date, called ‘Census Day,’
for collecting information. Census Day for the 2010 Census is
April 1, 2010. It is critical that all data collected be based on
the status of the address on Census Day, April 1, 2010.

NRFU Enumerator’s The job of the NRFU enumerator is to locate and visit the

Job addresses from which the Census Bureau did not receive
questionnaires, in order to determine the status of each address on
Census Day, and to complete the D-1(E), Enumerator
Questionnaire, or EQ for short, for each of these addresses.

1-3
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Housing Unit
Definition

Occupied Address

Vacant Address

Understanding the definition of a housing unit (HU) is an
important NRFU enumerator responsibility because we must
determine whether the address was an HU on Census Day, and, if
so, whether it was occupied or vacant on April 1, 2010. If the
address was not an HU on Census Day, we find out why, and
conduct an interview with a person who is knowledgeable about
the reason the address was not an HU on April 1, 2010.

A housing unit is a living quarters in which the occupants:

e Have direct access to their living quarters from the
outside of the building or through a common hall, and

e Live separately from other occupants in the building.

Both of these conditions must be iving quarters to be
classified as an HU. An isd ouse, townhouse,
apartment, mobile home, tra oms, or a single room
with direct access that is@e s separate living quarters, or,

occupied RFU enumerator conducts an
interviewwi

ber of visits or telephone calls, the enumerator must locate a
ledgeable nonhousehold respondent (called ‘proxy’) to

ain information about the address as of Census Day. A proxy
can be any adult, age 15 and over, who has Census Day
knowledge of the NRFU address.

If the NRFU address is determined to be a housing unit that was
vacant on Census Day, the NRFU enumerator completes a
questionnaire for the unit by interviewing a proxy respondent who
is knowledgeable about the address.

14
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Not a Housing Unit on
Census Day

Empty Mobile Home
Site

If the NRFU address is determined to have been demolished, or
was otherwise not a housing unit on Census Day, the enumerator
completes the questionnaire to delete the unit. Because a deleted
unit no longer qualifies as an HU, it is removed from the census
master address file and will not be eligible for the next decennial.
Before the enumerator can classify a NRFU address as a “delete,’
he or she must confirm the Census Day status of the address with
a proxy respondent, meaning an adult who is knowledgeable
about the address.

Mobile home sites on which no mobile home existed on Census
Day are treated in one of two ways:

e If the site is within a mobi ne”park, the enumerator
must confirm that ymeltrailer was on the site
on Census Day. In thgsi
the Census Day Nit as ‘Empty mobile

home/trailer sj

1-5
07/102009



D-547

NRFU Enumerator Manual

Chapter 1: Introduction to Nonresponse Followup

Topic 3: Your Responsibilities as a NRFU Enumerator

What does a NRFU
Enumerator do?

Census Day Status

Typical day

The NRFU Enumerator locates the NRFU addresses listed on the
D-103.1, Address List, in the Assignment Area (AA) binder,
determines the status of each address on Census Day, conducts
interviews based on Census Day status, and records the
information provided by the respondent on the D-1(E),
Enumerator Questionnaire, or EQ for short.

Information collected for an occupied address on Census Day
consists of the population count andgdemographic information of
the people who lived or stayed th attime. If the address
was vacant or not a hous Aprill, 2010, the
enumerator interviews a pers ‘ ledgeable about it.
The NRFU enumeratg lete an EQ for every

r census block maps to plan an efficient travel

@ efor that day.

ssembling your materials to make sure you have
everything you need to do your job, including the labeled
questionnaires sorted in the order you plan to visit the
addresses.

e Making a personal visit for the initial contact at each
NRFU address.

e Verifying that the address is located within the block on
the census block map.

e Determining the status of the address on Census Day,
April 1, 2010.

e Identifying yourself to each respondent by displaying
your Census ID badge, giving the respondent a D-1(F),
Information Sheet, and allowing time for the respondent to
read the ‘Confidentiality Notice.’

1-6
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e Completing the assigned D-1(E), Enumerator
Questionnaire, at every NRFU address based upon the
Census Day status of the address.

e Leaving a D-26, Notice of Visit, or NV for short, if no one
is home.

e Entering the date and status code on the D-103.1, Address
List, after completing the assigned questionnaire.

e Meeting daily with your Crew Leader (CL) or Crew
Leader Assistant (CLA) to report your progress, turn in
your completed work, and turn in your D-308, Daily Pay
and Work Record, for the previous day.

Performance In order to collect the most accuratef@ataspossible on schedule, the
Standards Census Bureau sets perforgance okess standards for all of
its employees. Your CL moRgitors and conducts on-

the-job training when necessa failure to meet
performance and progr can result in the termination
of your employment

d on the quality of your work and,
ically include:

ecting complete and accurate data based on the
sus Day status of the addresses in your assignment.

Filling in the questionnaires as instructed.
e Keeping your confidential materials safe.
e Reporting to your Crew Leader as directed.

Data Falsification Data falsification is intentionally and deliberately entering
wrong information. There may be times when the work is not
progressing well, even though you want to do a good job. You
must not submit falsified work under any circumstances.

If you willfully falsify information collected under Title 13,
United States Code, Section 213, you can be found guilty of
perjury (fabrication) and may be fined up to $250,000 and/or
imprisoned up to five years. You may be removed from federal
service and prohibited from future federal employment.

1-7
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General Courtesies
While Conducting
NRFU

You should always be friendly and courteous to each person you
interview. While working for the Census Bureau, you are
representing the U.S. government. Some examples of general
courtesies to be followed on the job are:

Always wear your ID badge when working and show it to
everyone you contact in an official capacity.

Be courteous and polite with respondents.
Use appropriate language.

Do not park in front of driveways, in driveways, or
otherwise block respondents’ vehicles.

Do not park in reserved parking spaces.

Do not knock on doors af
hours.

KoL, in the early morning

Dress appropriately fo a'in which you are working.

Do not eat, ¢
interviews, ory

smoke while conducting
g to a respondent.

1-8
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NRFU Staff

Organizational
Structure of the Local
Census Office (LCO)
NRFU Staff

Topic 4. Who’s Who in NRFU

The NRFU staff is a very large and diverse group of people
whose major task is to obtain information for approximately 47
million housing units within a very short time period. The
Census Bureau hires upwards of 650,000 people across the
country to accomplish this job. In fact, the workforce brought
together to conduct NRFU is the largest peacetime workforce
assembled at one time.

The NRFU enumerator is the foung
comprise the NRFU staff, This
enumerator is critical to t
staff report to Local Census
census offices in key goig
1-10 is the organizafi

w0 of the many people who
@" at your job as a NRFU
9fot thg 2010 Census. NRFU

iCE Js), which are temporary

Figure 1-1 on page
NRFU staff within the LCO.

1-9
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Figure 1-1: Organization Chart of the Local Census Office NRFU Staff

Local Census Office
(LCO)

Local Census Office

Manager
(LCOM)
|
| I
Assistant Manager for Field Asspant Manager for
Operations lity Assurance
(AMFO) (AMQA)

[
| l

Office Operations Field Operations Supervisor
pervisor (00S) (FOS)
NRFU RI NRFURI

|
[ |

Field Operations Supervisor Office Operations
(FOS) Supervisor (00
NRFU

Crew Leader (CL) LCO Clerk Crew Leader (CL)

NRFU NRFURI NRFURI

I [
| | |
: [
Enumerator Crew Leader Assistant Crew Leader Assistant
NRFU (CLA) Enumerator (CLA)

NRFU NRFURI NRFUR
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Local Census Office
(LCO)

Field Operations
Supervisor (FOS)

Crew Leader (CL)

The Local Census Office (LCO) is a temporary field office
established to oversee decennial operations in specific geographic
areas. For the 2010 Census, there are 494 LCOs. Each LCO is
managed by the Local Census Office Manager (LCOM) who
reports to the Regional Census Center (RCC) that is responsible
for its geographic area. The LCOM supervises five assistant
managers with responsibilities over specific areas. The Assistant
Manager for Field Operations (AMFO) is responsible for all data
collection activities and the Assistant Manager for Quality
Assurance (AMQA) is responsible for all quality
assurance/reinteview activities. The AMFO and AMQA
supervise separate office staff and field staff for their operations
and provide support to them. So other duties performed
by LCO staff are recruitingyand h ldistaff, processing
payrolls, and managing the 0 ce progress of the
operations.

(FOS) is responsible for

FOSD). There are several Crew
Leader s) in each FOSD. The FOS reports to the

AsSi t

e eader (CL) is responsible for the work performed in
r her Crew Leader District (CLD). The CLD consists of one
orsvo Crew Leader Assistants (CLAS) and several enumerators.
e CL reports to the FOS. The CL trains and supervises the
CLAs and enumerators. The CL is responsible for:

e Training CLASs and enumerators.

e Making assignments and reassignments for CLAs and
enumerators.

e Conducting initial observations of enumerators.

e Meeting with CLAs and enumerators on a daily basis
when possible.

e Monitoring performance and progress of CLAs and
enumerators.

e Reviewing work performed by CLAs and enumerators for
accuracy and timeliness.

e Providing feedback to enumerators and CLAS.

1-11
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Crew Leader Assistant
(CLA)

Enumerator

e Reviewing and certifying payrolls for CLAs and
enumerators.

e Ensuring that completed work is delivered to the LCO
daily as instructed by the FOS.

The Crew Leader Assistant (CLA) performs duties as assigned by
the CL and reports directly to the CL. The CLA attends an
enumerator training class. During training, the CL designates two
enumerator trainees to be CLAs. CLAs perform many of the
same tasks as the CL, with the major exceptions being making
assignments and certifying payroll forms.

Bureau to the public. The en
summary of your job d

1-12
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Chapter 2. Payroll

Topic 1: The D-308, Daily Pay and Work Record

Overview This topic provides instructions for filling out the D-308, Daily
Pay and Work Record.
Note: Additional information about the D-308 is contained in
Chapter 3 of the D-590, E e Handbook for
Enumerators, Recruiting , and Crew Leader
Assistants.

General Instructions Complete a D-308, Qg nd Work Record, for each day you

in all your entries are accurate, legible, and
let

the completed D-308 to your Crew Leader or CLA,
appropriate, at your next scheduled daily meeting.

Keep the ‘Employee Copy’ for your records.

How to Complete the Table 2-1 on pages 2-2 and 2-3 identifies the information you
D-308 need to enter on your daily payroll form.
Example of the D-308 Figure 2-1 on page 2-4 shows an example of the D-308, Daily

Pay and Work Record, which has been reviewed and certified by
the Crew Leader.

2-1
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Table 2-1: Completing the D-308, Daily Pay and Work Record

Employee ID

Enter your Applicant ID.

Enter your name.

1. Date worked, day worked, Reclaim

Enter the date and place an (X) in the box for the corresponding
day worked. Place an (X) in the Reclaim box if you are reclaiming
hours or expenses for a day that has already been paid.

Enter 032 for the task code and NRFU for the operation name.

3. Office Code and Office name

Enter the four-digit office code and the office name.

1. Hours worked

ion | & A for ‘in and
sjunty’ or ‘l & A AA 1036’
arts from your home and your
at your home.

around.” For example,
Your first travel segmant

PART/Y — PAY INFORMATION

Enter the actual times of day that you worked. Do not include
lunch breaks or personal breaks. The times of day worked are
required on every D-308 submitted for payment. Make sure the
individual times of day worked match the total number of hours
worked.

3. Have you claimed ALL hours worked?

Record any hours you worked, but are not claiming for payment.
Also, include the date(s) the hours were worked and an
explanation why you are not claiming them for payment.

Note: This item is rarely, if ever, completed. Consult with your
Crew Leader before making any entries in this part of the D-308.

Enter your daily expenses incurred while on official business.
Record the number of miles you drove as well as telephone and
other expenses, if applicable. Official miles include miles from and
to your home for training or while you are doing work. Other
expenses include, but are not limited to, toll fees and public
transportation fares.

2-2
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Table 2-1: Completing the D-308, Daily Pay and Work Record (continued)

Cases Completed Your CL will enter the CLD number in the ‘CLD number’ section.
Be sure this is done, but leave all other items blank in this section.

Sign and date the form. Submit the form at your next scheduled
meeting with your Crew Leader or CLA.

Supervisor’s Certification Do not make entries in this item. Your Crew Leader signs here.

\9

2-3
07/10/2009



D-547
NRFU Enumerator Manual

Chapter 2: Payroll

Figure 2-1: D-308, Dail

y Pay and Work Record

o8 DAILY PAY AND WORK RECORD  US DEPARTMENT OF COMMERGE
2010 CENSUS U.S. CENSUS BUREAU
Part A - EMPLOYEE INFORMATION el i
First Name M Employee ID
JRANE L 295630
Last Name
Dok
Month Day Year
Sun Mon Tue Wed Thu Fri Sat If RECLAIM -
. worked - Mark (X)
1. Date worked. . 0 5 \ 3 J‘O l D m(XJ ...... Oooano ﬁ oo l'h!sbmr.-——FD
a 1 Remarks.
2. Task code . .. 024 Operation name . . NRFU ‘
=
3. office code . . 3 < 40 Office name . . ...
4. Points of travel
From To From
HoMmE TeALLD
I hCLD HomE
'Part B - PAY INFORMATION SRR
1. Hours worked 10, 22 ked - Do not include breaks.
5 FINISH .féoa'u‘w?[
Regular ....... O am & O am
& pm 1:3v g pm
Training. .. ..... O am ) J am
Nsight Differential &4 pm 7 " S & pm
pm-6am). ...
! o 0O am - O am
Overtime. . ..... O it o o
glghtloiﬂeremlab’ O am o O am
vertime H
(6pm-6am).... U pm 0] pm
[ am 5 O am
Totallibains oo 5 | . J pm O pm
3. Have you claimed ALL hours work not — Please list number of hours, date(s) hours were worked, and an Cases Completed
explanation of why you are not for payment. (Fllled by supervisor)
CLD number
0106
4. Reimbursements ohe Sn& ocity Cases submitted
fnﬂaﬂc%ma agd
a receip
Miles driven 35 Telephone $ 5 where required, P .
e : S : o e
- 8
Privacy Act Motice - All information fumished will be treated in accordance with the Privacy Act of 1974. No information will be released except as authorized by the Act.
Employee's Certification - Under penalty of fine and/or imprisonment, | certify Supervisor's Certification - | certify that | have reviewed the entries made and
that the information on this form is true and correct to the best of my\knofwiedge. they appear to be reasonable and accurate.
Signature Date Signature ) Date
B’M L P 5_/‘3/2‘1!0 U‘)%Qm i\SQrZ_N\u.L/ 5/14 /20]D
FOR OFFICE | Audited by (Initial Remarks g
USE ONLY " | and date)
Copy distribution: ORIGINAL - Payroll COPY ~ Employee
USCENSUSBUREAU
2-4
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Topic 2: Payroll Key Concepts

Overview This topic reviews some of the key concepts you need to
remember about payroll. Its purpose is to serve as a quick and
handy reference for you when you have payroll questions. For
detailed information on payroll, refer to Chapter 3 of the D-590,
Census Employee Handbook for Enumerators, Recruiting
Assistants, and Crew Leader Assistants.

Your Appointment You are appointed to a ti ary appointment with
a Not-to-Exceed (NTE) da i eekfrom the day you are
appointed. You may be rele rvice with the Census

NTE date if work or funds

are no longer availe piration date of your

appointment does.not 4B hat you will work for the entire
frient. However, if work and funds
are availab I orming according to Census

Pay Periods and Pay P&V p§ are weekly, beginning Sunday and ending the

Day follo aturday. You receive your first paycheck

ately 11 days after your first week of work. Thereafter,

yoljare paid each Wednesday for every week or portion of a week
work.

Note: If you miss an entire week of work, you receive your
paycheck on the second Wednesday after the week you resume
working.

Overtime Policy In order to complete your work on time, we expect that you will
work most days in the pay period. You must not work more than
40 hours in a weekly pay period. You are expected to complete
your work without having to work overtime. If you feel that you
have more work than you can complete in a 40 hour work week,
discuss the situation with your CL. Your CL may be able to
redistribute your work to others in your crew. You may work
overtime only if you have written approval from your supervisor.

2-5
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You may, if you choose, work more than eight hours in one day,
as long as you do not work more than 40 hours in a work week.
However, if your supervisor has not ordered you to work more
than eight hours in a day and additional time has not been
approved with advance written permission, you are paid at your
regular rate of pay.

If you are instructed to work more than eight hours in a day, for
example for training class, the overtime approval has been
received in writing. When this happens, you receive the overtime
rate of pay for the time that you worked in excess of eight hours
in a day.

Manipulation of Hours You are not allowed to m
that you must not work, fo
record only 40 hours on your
then record the remainigg
subsequent work wegk e worked less than 40
hours. This is manipuigi ours and is grounds for
termination of he Census Bureau finds that a
supervisor ucted an employee to manipulate
hours, th ent is also subject to termination.

rs (also called ‘accumulation’ or
rs) is not tolerated.

Types of Hours = Pay Information’ on the D-308, Daily Pay and Work
rd, lists five types of hours that can be claimed: ‘Regular,’
ining,” ‘Night Differential,” ‘Overtime,” and “Night
ifferential Overtime.” Most of your hours are recorded as

‘Regular’ hours when you are enumerating in the field.

During training, you charge your hours worked to “Training,” and
your instructor assists you in completing your D-308s during your
training period. However, the amount of time you work doing
‘live field work’ during the training week must be recorded as
‘Regular’ hours.

Also, during training, you may be instructed to work overtime. If
so, your instructor tells you that you have advance written
permission to work overtime and assists you in completing your
payroll form. You are not allowed to work ‘Night Differential’
and “Night Differential Overtime’ hours.

2-6
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Note: See Table 3-3, Job Activities and Authorized Hours, in
Chapter 3, Topic 3, in the D-590, Census Employee Handbook for
Enumerators, Recruiting Assistants, and Crew Leader Assistants,
for detailed information on types of hours.

Reimbursable Although the Census Bureau provides you with the materials you

Expenses need to perform your job as an enumerator, you may incur
‘reimbursable expenses’ while you are on official census
business. Reimbursable expenses include:

o All the miles you travel in your privately owned, rented,
or borrowed vehicle.

e Local bus, trolley car, ferr way fares.
itRireceipts attached to

0

o is not available (receipts must
ms if over $5.00).
o ifically authorized in writing in

d lohg-distance calls made from your home,
r public telephones.

Payments to interpreters hired to translate interviews with
households.

ote: All reimbursable expenses are census authorized expenses,
as listed above, that you incur while you are on official census
business. If you are unsure as to whether an expense qualifies as
reimbursable, refer to Chapter 3, Topic 4 in the D-590.

Payroll Hotline If you encounter any problems relating to your payroll, you may
call the payroll hotline at 1-877-233-4776 for assistance.
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Chapter 3: Preparing for Work

Topic 1: Plan Your Day’s Work

Overview To be a successful Nonresponse Followup (NRFU) enumerator,
you should be ready for work each day. Advance preparation for
your day’s work is a must! You have an important job to do, and
sometimes you may think that you have too much to do.
However, you can prepare yourself complete all your tasks if
you systematically break them in pieces.

Basic Steps to Plan Begin your day by using 0 ing basic steps to prepare for

Your Day’s Work % :
ddres§'List, in your Assignment Area

ve a labeled D-1(E), Enumerator
, or EQ, for each NRFU address that you plan

aek*your census shoulder bag with the materials you need to

erform your job. See page 3-2 for list of materials.

Make sure you have the materials you need for today.

Sharpen your black No. 2 pencils and make sure you have

erasers.

e Dress appropriately for the area in which you plan to work,
being mindful of your appearance and the overall impression
you present.

e Remember to wear your census identification badge with the
D-449, Emergency Contact Information Card, attached.

e Place the BC-1199, Official Business Sign, in your vehicle
window, if you are driving.

e Smile and be confident. You are ready to work!
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Topic 2: Assemble the Necessary Materials

Overview Pack the materials you need for today’s work in the census
shoulder bag that you received in your trainee kit. Most
enumerators travel from home to their AAs by personal vehicle;
however, in metropolitan areas, enumerators may use public
transportation. This topic lists the materials you need to have
with you in order of importance and weight.

Materials You Need to In addition to wearing your Census ID (with the D-449,

Carry to the Door Emergency Contact Information Caseigattached), and carrying
your AA binder, which contains 0‘" 03.1, Address List,
census block maps, and labeled E d ed to pack the
following materials in your ceqsus She bag to carry to the
door:

The Asterisk (*) Means °
You Need to Carry
Sufficient Multiple ®

Quantities Each Day

), Enumerator Questionnaires (blank)*
o4 'D-1(E)SUPP, Enumerator Continuation Questionnaire*
e D-225, INFO-COMM*

e D-1(E)(Job Aid)(S), Enumerator Job Aid

Note: See description of each form in Appendix B, Census
Forms for 2010.
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Materials You Need to
Keep in Your Vehicle

What About Public
Transportation and
Materials?

Getting Additional
Materials

If you are driving to your AA to conduct personal interviews, you
should keep the following materials in your vehicle. You may
need them, but it is not necessary to carry them to the door.

e BC-1199, Official Business Sign/Employee

e D-308, Daily Pay and Work Record

e D-547, NRFU Enumerator Manual

e D-590, Census Employee Handbook

Note: See description of each form in Appendix B, Census
Forms for 2010.

All materials are importa afe heavier than others.
Clearly, you do not need t ) ial Business
Sign/Employee, if you are us sportation to travel to
your AA. Pack your cep
erator Manual, contains all
the information you ne in order to do your job well.

i at all times. The D-547.1, NRFU
uide, summarizes the most
needed, information contained in the
ing public transportation and find your

r Crew Leader (CL) has bulk supplies of the materials you
e in the field. When you run low on any materials, tell your CL
about the materials you need at your daily meeting.
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Chapter 4. The NRFU Assignment Area (AA) Binder

Overview

Contents of the AA
Binder

Confidential
Information

Topic 1: Overview of the AA Binder

The Assignment Area (AA) binder is a legal size (8 2" X 14™),
three ring, black notebook. Its main purpose is to provide you
with a list of the addresses in your Nonresponse Followup
(NRFU) assignment, and the materials and census block maps
you need in order to locate the correct addresses in your NRFU
assignment.

The contents are placed in yoUrfjAA in the following order:

e — Contains census block maps, census block
aps, and a map legend

X C, Assignment Area Binder Contents, contains
ples of these forms.

te: Envelope(s) containing labeled D-1(E), Enumerator
Questionnaires, or EQs, are placed in the binder, but are not
considered part of the binder contents.

Because the AA binder contains names and addresses that can
identify individuals, as well as maps that pinpoint where their
addresses are located, you are responsible for guarding the AA
binder(s) in your possession. This means that you keep the AA
binder with you at all times when you are working, you do not
allow anyone except an authorized sworn Census employee with
a need-to-know to review its contents, and you lock it in a secure
location when you are not working. Chapter 8 of this manual
explains the importance of confidentiality in further detail.
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The AA Binder Outer
Cover

Writing Surface

In the unlikely event you misplace your AA binder, the D-103,
Cover Page, has instructions to the person who finds the binder to
call a toll-free number. Someone from the Local Census Office
(LCO) will make arrangements to pick it up.

Remember, the contents in the AA binder contain Title 13 and
Personally Identifiable Information, or PIl. Therefore, it is your
responsibility to always keep your AA binder in a secure
location.

In addition to helping you locate the correct addresses in your
NRFU assignment, the AA binder serves another purpose. As
you stand and interview respondents, you use the AA binder as
the writing surface for the EQs yo mpleting.

N
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Topic 2: Using the Pages within the AA Binder

Overview

D-101A, Special Notice
Page

D-103, Cover
Page/Quality Assurance
Review Page

Cover Page

This topic explains how to use the pages within the AA binder.
Illustrations of the pages within the AA binder are shown in
Appendix C of this manual.

The D-101A, Special Notice Page, is the first page you see when
you open your AA binder. It contains a statement of
confidentiality in bold letters that should remind you to safeguard
the binder. It also instructs you to make all entries clear and
readable.

The D-103, Cover Page/Q SS e Review Page, is a
two-sided page. The f : ins the Cover Page. The
reverse side containsé¢he Assurance Review Page.

wo formally numbered sections
er’ section at the bottom of the page.

ication’ — LCO clerks affix a preprinted label with
aphical information about the AA, including the AA
r, State code, County code, and so forth in this

ion. The barcode on the label also contains the same
geographical information, and is used by the LCO clerks
to check the AA binder out to the field and back in from
the field.

2. “Assignment Information” — This is the section in which
the Crew Leader (CL) records information about the CL’s
name, address, and telephone number, as well as the same
information about the enumerator to whom the AA binder
is assigned. This section also has space for the CL to
enter the date the binder was assigned to the enumerator
and the date the enumerator returned it.

The bottom of the Cover Page contains a ‘Notice to the Finder’ to
call a toll free number so that someone from the LCO can make
arrangements to pick up the binder.
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Quality Assurance
Review Page

D-114, Block Listing

D-103.1, Address List

The Quality Assurance Review Page consists of four sections.

Section A - Enumerator Questionnaire Review, provides the
enumerator and the Crew Leader with a list of questionnaire
review items. Enumerators should use this list to edit their
questionnaires before turning them in to the Crew Leader.

Section B — Address Binder Review, provides a checklist for the
CL to use when you have finished and returned the AA binder to
the CL. However, you can also use Section B as a reminder of
how to work with the binder.

Section C — Notes, provides space for you or the CL to jot down
information when necessary. Section C should be a very
convenient place for you to make notes when you are in a hurry.

atements. The first
ign. By signing the

Certification Specifications, has ty
statement is for the enumerator tq
first statement, you are certifiying pmpleted all the pages
in the AA binder according t uctiens. The second statement
is for the CL to read andgsigs igning the second statement

ting, provides a listing of the block numbers
The block numbers are listed in ascending (low

locks that comprise your AA.

e: Not all blocks contain living quarters, so you may have
ocks listed on the D-114, Block Listing, that have no addresses.

The D-103.1, Address List, is a report that lists all the addresses
within the AA, both addresses from which the occupants mailed
back their original questionnaires to the Census Bureau and
addresses from which no original questionnaires were received by
the Census Bureau. The D-103.1 for each AA should be
relatively large as a result.
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Item by Item
Description of the
D-103.1, Address List

The Header Information

Column (1), Line No.

Column (2), Stgas

Refer to Appendix C at the back of this manual as you review the
D-103.1, Address List, item by item.

The first line at the top of each page informs you that the

D-103.1, Address List, contains Title 13 and PII, both of which
are protected by the Privacy Act of 1974. See Chapter 8, Topic 3,
in this manual for information on Title 13 and PIl. You may also
refer to the D-590, Census Employee Handbook for Enumerators,
Recruiting Assistants, and Crew Leader Assistants, for additional
information on Title 13 and PIl. The remaining information in
the header identifies the report by form number and name, and the
geographic location of the addressesgiithe following order:
RCC/LCO, ST/COU, TRACT,

It also tells you when the report rint

pss List, has a line number. This
e no living quarters (NLQ) in

in sequential order, beginning with
age of the Address List and ending
(or NLQ, if applicable) on the last page of

Every line on the D-
includes lines f

column helps you determine if the case is in

e |f the Status column for an address is filled with either
XXXXXX or “Z,” the Census Bureau received the
original questionnaire from the occupants at the address,
and the address is not a NRFU case.

e If an entire row has been “lined-out’ by hand, the address
is not a NRFU case. The Census Bureau received the
lined-out cases after the AA binder was assembled, and
before it was assigned to the field. LCO clerks ‘lined-out
those addresses and removed the EQs before the binder
was checked out to the field.

Note: ‘Z’ indicates Group Quarters (GQ), which are enumerated
in another decennial operation.

e The addresses listed on the address list pages have been
designated as part of the Nonresponse Followup workload
in previous Census operations. Therefore, you cannot
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delete any NRFU address because you think it is a Group
Quarters. You can only delete a NRFU address for the
reasons listed on the Enumerator Questionnaire. If the
address exists and was occupied on Census Day,
enumerate the occupants using as many continuation
forms as necessary to include all of the Census Day
occupants.

Column (3), Date If the Status column is blank, then the Date column is blank. As
described above in the *Status Column’ subtopic, the case is a
NRFU case. If the Date Column contains “XXXXXX’ or is part
of a row that has been ‘lined-out’ by hand, the address is not in
NRFU.

Case ID. This
he Case ID is also

Column (4), Case ID

aln living quarters, ‘NLQs’ is
e for this block.

Column (5), Block No. -103.1 have a five-digit Block Number.

Column (6), Map Spot ost addresses have map spot numbers. A number will appear in
No. this column when there is a corresponding circle symbol on the
census block map, indicating the location of the address. If the
map spot number has a number in parentheses next to it, this
represents a multi-unit residence, such as an apartment building or
a mobile home park.

Note: Addresses without a map spot will appear at the top of the
D-103.1, Address List, within the block. Housing units on any
military installation will not have a map spot.

Column (7), House No. The house number is part of the basic street address.
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Column (8), Street This column contains a street or road name, or a physical
Name/Physical Location description of the housing unit.

Note: If a block does not contain living quarters, ‘“No Living
Quarters’ is printed in column (8) on the line for this block.

Column (9), Unit A unit designation is entered in this column when the basic
Designation address, as indicated in columns (7) and (8), is the basic address
for a multi-unit location, such as an apartment building or a
mobile home park. Unit designations may be ‘Apt. A,” ‘Unit 6,
‘Site 15,” and so forth.

Column (10), Zip This column allows space for the fi
addresses in the AA. It dogs not
extension number.

igit zip code of the

Column (11), Mailing This column is filled the mailing address is different
Address from the addressgdi eet Name/Physical Location.

Column (12), Occupant ayed in this space. If so, it indicates the
Name 0

g or mobile home park, and returned his or her

pnnaire by mail. These names may be helpful in

iX-up and questionnaire misdelivery situations.

ment mix-ups and questionnaire misdeliveries are explained

apter 6, Topic 9, of this manual.

. If there is no entry in this field, you may enter any
information that you think will help you in your assignment.

Filling In the D-103, You must make entries on the D-103.1 based on the Census Day
Address List, for NRFU status of the NRFU addresses and the date you complete the
Addresses D-1(E), Enumerator Questionnaire, for each NRFU address. In

order to make entries, you need to know:
e How to determine the Census Day status of a NRFU address.
e The definition of a Housing Unit (HU).

e The definition of separate living quarters.
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How to Determine the
Census Day Status of the
NRFU Address

Definition of a Housing
Unit

When and How to Make
Correct Status Entries

D-103.A, Add Page for
Housing Units

Item by Item
Description of the
D-103.A, Add Page for
Housing Units

You must verify that the NRFU address is located in the
designated census block and, if so, determine whether it was a
housing unit (HU) on Census Day. If the address was an HU,
determine if it was occupied or vacant on Census Day. If the
address was not an HU, determine why it was not an HU on
Census Day by following the questions on the questionnaire.

Housing units are places where people live. This includes houses,
townhouses, apartments, mobile homes or trailers, single rooms,
or a group of rooms that are occupied as separate living quarters,
or, if vacant, intended for occupancy as separate living quarters.
The word ‘separate’ means the occupants have direct access to
their housing unit from the outside of a building or through a
common hall.

” means the address did not exist as a
nit on Census Day and that you are “deleting’ it.

ation about determining the status of an address on
is located in Chapter 5, Topic 3, in this manual.

. In addition, you must always fill in the date you completed
uestionnaire in the ‘Date’ column.

The D-103.A, Add Page for Housing Units, is similar in design to
the D-103.1, Address List. However, the D-103.A, Add Page for
Housing Units, is a blank page. You fill it in if you discover an
additional housing unit located in your AA, while interviewing at
a NRFU address. Chapter 6, Topic 6 explains why and how to
add housing units.

Refer to Appendix C at the back of this manual as you review the
D-103.A, Add Page for Housing Units, item by item.
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The Header Information

Column (1), Line No.

Columns (2) an
Status and

3),

Column (4), Office Use
Only

Columns (5) and (6)

The first line at the top of each page informs you that the
D-103.A, Add Page for Housing Units, contains Title 13 and PlII,
both of which are protected by the Privacy Act of 1974. See
Chapter 8, Topic 3, in this manual for information on Title 13 and
PIl. You may also refer to the D-590, Census Employee
Handbook for Enumerators, Recruiting Assistants, and Crew
Leader Assistants, for additional information on Title 13 and PII.
The remaining information in the header identifies the report by
form number and name, and the geographic location of the
addresses in the following order: RCC/LCO, ST/COU, TRACT,
AA.

Refer to the D-103.1, Address Li e last number listed.
Use the next number in th efice from the Address
List on the first line on the D A age for Housing Units.
If you add more than one i nit in your AA, continue the

numeric sequence tha

r complete the interview at an additional unit, enter the
stattis code (‘O,” “V,” or ‘D’) and date of the interview in columns
and (3), respectively. The “Status’ and ‘Date’ columns on the
-103.A, Add Page for Housing Units, are completed exactly as
you complete them on the D-103.1, Address List.

Make no entries in this column. It will be completed by clerks in
the LCO.

Use the geographic information from the D-103.1, Address List,
to fill in columns (5) and (6) when you add an additional unit.

Note: Because additional units are ones you find in your
assignment area, the geographic information you collect on any
blank questionnaires that you complete for in-mover and Whole
Household Usual Home Elsewhere (WHUHE) households is not
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Columns (7) through (12)

Map Envelope

Labeled EQs

entered on the D-103.A, Add Page for Housing Units. An easy
way to remember not to enter in-movers and WHUHEsS is that
they are not part of your AA, and the geographic information
needed for the Add Page in columns (5) and (6) is not available
for them. Chapter 6, Topics 7 and 8, respectively, explain in-
movers and WHUHEs.

Fill in the information for the additional housing unit(s). You
should have printed this information in Questions H3 and R1 on
the D-1(E), Enumerator Questionnaire, during the interview for
the additional housing unit(s).

The envelope includes the census pcator map, the census
block map, and the map legend. talts of the map
envelope are described in t ha

Labeled EQs for NRF
AA Binder and t

2 e placed in an envelope inside the
d part of the AA Binder.

4-10
07/10/2009



D-547 Chapter 4: The NRFU Assignment Area (AA) Binder
NRFU Enumerator Manual

Topic 3: Using Census Maps to Locate Addresses

Overview The map envelope in your AA Binder contains a census block
map for each block in the AA, census block locator map(s), and a
map legend. You use these maps to determine the location of
your AA and plan an efficient route of travel to make personal
visits to conduct your work. Once there, use your census maps to
ensure that you have located the correct block for the addresses in
your assignment.

Census Block Locator The census block locator map helps you determine the location of

Map the block where your assignment i d and ways to get there.
The block is a small shadegl area, ignthe center of the page,
within a large white area 0a d la=dmarks that help you

pinpoint the exact location of

Census Block Map The purpose of
is located in th

to verify that the NRFU address
as is listed on the D-103.1, Address
ensus block where your

atures that clearly define the census block.

It spots and map-spot numbers that identify the
aglre are in the AA.
Map Legend Th¥/map legend shows symbols and other information to help you

erstand the census maps. These include:

e Street or road types (including interstate, U.S. and state
highways; secondary streets or roads; other streets or roads,
and trails).

e Water features (including streams, rivers, and lakes).
e Other features (including railroads, pipelines, and so on).

e Boundaries (including state, county, and incorporated places;
American Indian reservations; and minor civil divisions in
selected states).

e Landmarks (including airports, campgrounds, schools,
cemeteries, hospitals, and parks).
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Chapter 5: The Enumerator Questionnaire

Overview

Match the
Questionnaires with
the Address List

Census Day Status

Topic 1: Introduction

The purpose of this chapter is to provide you with an item-by-
item description of the D-1(E), Enumerator Questionnaire, or EQ
for short, because you must complete the EQ for all addresses in
your Nonresponse Followup (NRFU) assignment. Since you may
need to use a continuation questionnaite for some interviews, this

VIt is very important that you
check to make sure eati)a ¢ label on the D-1(E), Enumerator
Questionnaire, iyormation on the D-103.1, Address
i «need to do this each time you

ss on each EQ label matches the address on the
s List.

block number(s) on the block map(s) matches the
ock number(s) on the Address List.

The Unit ID (Case ID), LCO, State, County, Tract, Block,
and AA on the EQ labels match the same information on
the Address List.

Note: If you have an address on your Address List without a
matching EQ or if you have a labeled questionnaire that is not
assigned to you, contact your Crew Leader (CL) or Crew Leader
Assistant (CLA) immediately.

The EQ contains questions to establish the status of the NRFU
address on Census Day, April 1, 2010. If the address was a
housing unit (HU) that was occupied on Census Day, you obtain
the population count of the household, ask six demographic
questions about each household member, two questions to
determine that each person is counted at the correct location, and
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one question about housing ownership, that is, if the occupants
own or rent the housing unit, or occupy it without payment of
rent.

If the address was vacant or was not an HU on Census Day, you
obtain an interview from someone who is knowledgeable about
the address.

Whom to Interview You must interview an adult who is a household (HH) member of
the NRFU address or, in certain situations, an adult nonhousehold
member (proxy) who is knowledgeable about the NRFU address.
An adult is someone who is 15 years old or older.

Address Was Occupied When you complete a que r anfaddress that was

on Census Day occupied on Census Day, yo adult HH member. If
you determine the HH be absent during the entire

have exhausted all allowed

Address Wgs Vacz_int, RFU address was vacant, was not an HU,
Not a Housing Unit, or mobile home park site on Census Day, complete

Was an Empty Mobile vigW for the address with a person who is knowledgeable
Home Site on Census

Day Iits, such as an apartment building, or at a mobile home

park, you should find someone who has knowledge about all the
or sites in order to obtain interviews for all units or sites that
ere vacant or were not HUs on Census Day.

Proxy Respondents Proxy respondents are adult nonhousehold members of a NRFU
address who have knowledge about the Census Day status of the
NRFU address. Examples include neighbors, rental agents, or
building managers.

Callback Attempts You must make your first attempt to contact the addresses
in your assignment in person. At the time of your first visit,
you will probably be able to determine by sight if an address is
a housing unit and, if so, whether it is occupied or vacant.
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Personal Visits

If you find an occupied HU, and the occupants are home, you
should conduct the interview. If the occupants are not at home,
try to get their name, telephone number, and the best time to
find them at home from someone who may know this
information, such as a neighbor or landlord.

You may make callbacks by telephone if you get the
information you need from someone who knows the occupants
of an address in your assignment. Chapter 6, Topic 1, of this
manual provides you with callback details for households that
are not home when you attempt to contact them.

You may make callback attempts, by telephone or in person, in
any order that you think will work best. However, the first

attempt must be made in perso e maximum number
of personal visits per ad i

You may make at mo ¢sonal visits to a NRFU
address. If, aft L ogfisonal attempt, you are unable

i asidents of the HU, and you have
an interview with a proxy

an‘extended period of time and are not expected to
the NRFU operation, then conduct an interview with
pondent to complete the questionnaire.

Reer to the ‘Record of Contact’ section on the EQ to determine
number of contacts you may make to each NRFU address in
our assignment. Most EQs allow for six attempts; however, you
will have a few questionnaires in your assignment that allow for
four or five attempts. Topic 3 in this chapter provides the details
you need to know about making and recording contact attempts.
You may not exceed the allowed number of contact attempts.

When you make personal visits, the respondents may ask you
to come inside to conduct the interview. You are allowed to do
so when invited; however, always use your best judgment
and keep your personal safety in mind.
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Topic 2: How to Make Entries on the Questionnaire

Overview The purpose of this topic is to ensure that you complete each
questionnaire using the proper procedures. Because the data on
the questionnaires are captured by optical scanning equipment,
handling the questionnaire, as well as filling it in so that the
letters and numbers are readable and within the boxes, are equally

important.
Handle the Since you use the AA binder as your writing surface in most
Questionnaire interviews, you have the challengeg iting on a document that
Carefully is much larger than its writing sur EQ is a tri-fold

document. The two perm %
, -

folds that the optical scannin are designed to handle.
For this reason, use o i olds. Do not make any new
folds.

Fill Out the ! Bureau keys in specific items
Questionnaire Neatly aire to turn the information you record on the
i i ctronic data that are tabulated by computers.

information you record on each questionnaire
low these rules in completing the questionnaire

Use Black No. 2 Pencil e only the pencils provided in your materials or another black

No. 2 lead pencil to fill out the questionnaires.
Do not use an ink pen or colored pencil.

Recommended Your handwriting has to be carefully “printed’ to conform to the
Handwriting requirements of the optical scanners. An ‘A’ that you print on the
questionnaire must look like an ‘A’ to the optical scanning
equipment. Another person looking at your ‘A’ might recognize
it immediately as an “A,” but the optical scanners will not be able
to do so if the letter is not printed correctly according to
specifications.
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Print Entries

Print all information on the questionnaires in capital letters.

Make sure your printing is legible and easily understood since
it will be scanned.

Recommended print style:

ABCDEFGHIJKLMNOPQRST
UVWXYZ 01234567819

Always print. Never use cursive handwriting. When you are
filling in boxes, use an ‘X’ and d utside of the box. Do
not use a check mark. So ‘0’ (zero number)
with a slash through it to di an ‘O’ (letter O). Do
not use a slash. Some p and/or a ‘Z’ with a dash
across the slanted line Do not use a line through
these numbers. The € caning equipment cannot read these
characters.

Print yotgRumb nd letters as shown in the following

0 = 2 I not |

| not 1

4 ot 4 M not MM
oo 8 N nt M
7 ot 7

7 mt 7 Z nt Z
9 mt 9

When printing a capital letter ‘1,” make sure to add the horizontal
line at the top and bottom as shown in the example above. Also,
when printing an ‘M’ or “‘N,” do not round the humps.
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Erase Entries

‘Don’t Know’ or
‘Refused’ Answers

If you make a mistake, erase it completely. Do not cross it out.

If you accidentally make a stray mark on the questionnaire,
erase the mark completely. Make entries only in the designated
boxes and spaces, with the exception that you may enter
comments in the white space along the bottom margin and around
a row of answer boxes for a ‘write-in” answer in which the
wording is too long. See Figure 5-2 on page 5-8 for an example
of ‘write-in’ answers.

If a respondent does not know the answer or refuses to answer the
question, do the following:

e (o to the bottom white m
column.
e Write the person nu
‘DK’ for ‘Don’t
e Do not write g

er the ‘Question’

he pte is about and enter
‘ for ‘Refused.’

area of the questionnaire.
how to enter ‘Don’t Know’ or

band or wife
pgical son or da
pted son or d
pson or stepd
her or sister
ner or mother
ndchild
Ent-in-law

April 1, 2010

DATE OF BIRTH

Month E:I

Day I:I

Year of birth I:I

Rrson™ DK

DAT e OF Birth

her nonrelative

Print Responses in the
Areas Provided

In addition to printing neatly, you must also print your
responses in the areas provided on the questionnaires. However,
for boxes in which you print words, you may continue printing
around the ‘write-in” area. See an example of printing around the
‘write-in’ area in Figure 5-2 on page 5-8.
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Fill Check Boxes

Fill-In Boxes

When you fill a check box, follow these rules:
e Enter response in the white boxes on the questionnaire forms.
— Mark boxes with an *X” rather than a check mark or

some other type of mark.

- Keep the *X” within the segmented lines of the box.
Do not print your “X’ near or let it extend into the box
for another answer.

When you complete a fill-in box, follow these rules:

e Print responses within each white box.

e Print only one letter or num ithin each segmented
space in the box.

If there is not enough f resginse, continue printing
around the ‘write-in’ area’
See Figure 5-2 foran i n ompleting check boxes and

fill-in boxes.
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Figure 5-2: Completing Check Boxes and Fill-In Boxes

This is the correct way to fill in the questionnaire.

6. Please look at List D and choose one or more races, For this census, Hispanic origin is not a race,
What is (Name’s) race?
Read if necessary:

Examples of other Asian groups include Hmong, Laotian, Thai, Pakistani, Cambodian, and so on.
Examples of other Facific Islander groups include Fijian, Tongan, and so on.

VAT G (=] P A ocn o e RS md
% WV DIac, i

= AImcSTican vy idl 15 uig fiame ol
African American, Indian or
or Negro Alaska Natve § P A N 1k
Asian Indian Chinese Filipino
Japanese Korean Vietnamese
Native Guamanian Samoan
Hawaiian or Chamorro

Some other race — What is that group? ———

6. Please look at List D and choose one or g
What is (Name’s) race?
Read if necessary:

Examples of other Asian,
Examples of other Pac

X White Blacr! American What Is the name of the enrolled or principal tribe? .~
African American, Indian or
of Negro, Alaska Native | f ont/Ah Qg artomn Qo
Asian Indian Chinese Filipino Other Asian — What is that group? 37 cham
Japanese Korean Viethamese
MNative Guamanian Samoan Other Pacific Islander — What Is that group? .Y

Hawaiian or Chamorro

Some other race — What is that group? ———»
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Topic 3: Completing the D-1 (E), Enumerator Questionnaire

Begin the Interview If this is your first contact, introduce yourself, verify that you are
at the correct address, show your census ID badge, and provide a
D-1(F), Information Sheet, to the respondent.

If you have contacted this respondent before, as in the case of a
callback, before you begin, you must reintroduce yourself and
provide a D-1(F), Information Sheet, to the respondent again.

The D-1(F), Information Sheet, contains the ‘Confidentiality
Notice.” If you are conducting a telephone interview, you must
read the Confidentiality Notice to the_respondent.

Fill Out the
Questionnaire

Writing Conventions

o d text - read exactly as worded to the respondent.
Italic text-- reminders for you, do not read them to the
respondent.

e (Text in Parenthesis) - if it is in italics, it is a reminder for
you.

e (Text in Parenthesis) - if it is in bold, then you should
choose the best of several options to read to the
respondent.

5-9
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1214 CLIFF DRIVE
ANYTOWN, TX 12245

Unit ID LCO State County
L |- | | SHE |
Tract Block

An. | | |
32-1011 AA Map Spot

CENsUs ID: 32-20901 0276 491 64 I """ ] I |

LCO  STATE COUNTY TRACT BLOCK MAPSPOT

3520 54 101 3203 19998 0001

Are there any continuation forms for this address?

[J Yes = Number of forms :I
£ no

Label Section

the left-hand
section.

The first thing you shoul
Questionnaire, is the label.

(E), Enumerator
bel that is placed on

side of the Rage the ‘Record of Contact’

our NRFU assignment has a unique ‘Census
Census ID, also called the case ID number, is

Tg the right of the barcode is the AA number. Below the Census

number are the LCO, State, County, Tract, Block, and Map
Spot numbers for the NRFU address. The address is printed
beneath these numbers.

Make sure you have the correct questionnaires by comparing the
information on the labels to the information on the listing sheets
and census maps in the AA binder. See Chapter 4 for information
about the contents of the AA binder.

Continuation Form
Question

In the bottom right corner of the label section is the question, *Are
there any continuation forms for this address?” Generally the

answer is “‘No’ and you place an *X’ in the *‘No’ box.

When you do use a continuation form, place an “X” in the “Yes’
box, and fill in a numerical entry for the ‘Number of forms.” For

5-10
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example, if there are two continuation forms used for an interview,
enter ‘02’ in the *Number of forms’ box. Refer to Topic 4 of this
chapter for information about the continuation form.

Record of Contact
Type Mo Day Time p Ouicome ~ Type Mu Da',r Time Cuteome

’ Personal | am 1 | t Personal | : . .}Ii.. E l] am [
IO\E &ql Dq ‘05 Tpm ‘Nu [ fTelaphore ‘i EE AT pm. ! i
Mo Day Time Mu Day Tirme &Jtoome

X Personal (A7 Jam ;%;Pelwnal 1 = lam

{,lTéephonelo&ia"EHOal DO % pm CI i 7] Telephone | ]i [| ) ‘| i hlpm i

) Da]r ﬁrre _ Outcon'e! Mo Day  Time . Outcom

JTelephm Lod E | '1|"'1 Telophone |1 tll l {[Tpm lJ

QUTCOME CODE Leﬂ Nnhue oﬂflsﬂ NG 1&01 F!E Refusa] CI Conducted Intemiew B .

Use the ‘Record of Co at both the beginning and the
planning tool for contacting NRFU
mation it contains to determine

information about the attempt in the *‘Record
ter you finish making entries on the back

How to Comple
‘Record of Co

complete the ‘Record of Contact’ section on the front of
uestionnaire every time you visit or telephone a NRFU
ress.

e Putan ‘X’ in the appropriate box for the type of contact
you make, with the exception of the first contact, which is
marked for you since it must always be made in person.

e Enter the two-digit month and two-digit day of the contact;
for example, May 3" is 05 for month and ‘03’ for day.

e Enter the time of the contact, using two digits for the hour
and two digits for the minutes; for example, ‘6:05’ is ‘06’
for the hour and *05’ for the minutes.

e Enter the appropriate two-letter outcome code.

5-11
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Outcome Codes You must record each contact attempt you make to visit or

telephone a NRFU address in your assignment using one of the
following outcome codes:

e ‘NV = Left Notice of Visit’ means you made a personal
visit and no one answered the door, so you left a Form
D-26, Notice of Visit, to inform the occupants of your visit.
Then, enter information about the visit, if it would be
helpful to you or to another enumerator, in the ‘Notes’
section of the EQ. See Chapter 6, Topic 1 for more
information about the NV form.

e ‘NC = No Contact’ means you were unable to contact the
respondent and could not leave an ‘NV.” An example is no
one answered the telephoneakien you made a callback.

an interview. Alway
section of the

el ing ab&t revdsals and how to convert them
siaSee Clapter 6, Topic 2 to learn about

aocument the situation in the ‘Notes’ section of the EQ for
the ‘OT’ outcome code and talk about it with your CL at
your daily meeting.

Number of Contact Most Enumerator Questionnaires allow for six contact attempts.
Attempts However, occasionally you may find a questionnaire that allows
only four or five attempts.

5-12
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Five Contact Attempts

Four Contact Attempts

0 Oam

reemee L IL T Jagm [
s Me  Day  Time Oan Quicome
O vewsvee LI Jom [

OUTCOME GODES: NV = Left Notice of Vist NC = No Contact RE

Type Mo  Day Time QOutcome | Type Mo  Day Time Outcome
¥| Personal O am [ Personal . Oam

[ aam L {0 e LI g L

Mo Day Time QOutcome Mo Day Time QOutcome

0 e JL_ 1L I [

= Aefusal €l = Conducted Interview  OT = Other

This “‘Record of Contact’ section allows five contact attempts.
The first attempt must be made in person. You are allowed to
make two additional personal attempts, for a total of three

personal attempts. You may also

if you have the information to d

Note: You may make al
person or by phone in the or

Qutcome

Type Mo Day  Time

Bred I e

Mo Day  Time Qutcome
[ Personal ,—l —| —— 0 am
O Telephone L I'L 10 pm

QUTCOME CODES: NV = Left Notice of Visit NC = No Contact RE

e two telephone attempts

ceptithe first attempt in
will best help you get
ontact a NRFU address must
I attempts to contact a NRFU

er you think will be best for you to

Type Mo Day Time Qutcome

[ Personal Oam——
[ Telephone L ] ] I'l O pm I_l
Mo Day Time Qutcome

O Oa
0 raenne L1 1mom ]

= Refusal Cl = Conducted Interview OT = Other

This “Record of Contact’ section allows four contact attempts.
The first attempt must be made in person. You are allowed to
make two additional personal attempts, for a total of three
personal attempts. You may also make one telephone attempt if
you have the information to do so.

Note: You may make all attempts except the first attempt in
person or by phone in the order you think will best help you get
the interview. The first attempt to contact a NRFU address must

always be made by personal visi

t. All other attempts to contact a

NRFU address may be made in the order you think will be best

for you to obtain the interview.
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Final Attempt When you make the final attempt, you must enter a final outcome
code. If you have been unable to contact a resident of an occupied
housing unit, obtain the information about the Census Day status
of the unit from a proxy respondent.

Note: There are four final outcome codes, ‘Cl = Conducted
Interview,” “NC = No Contact,” ‘RE = Refusal,” and ‘OT =
Other.’

Questions S1 - S5 Begin your interview with questions S1-S5, the introduction
section. It includes the interview questions you must ask each
respondent for the NRFU address.

When interviewing an occupant
must ask all questions exactly
questions were carefully
from each household in the

sing unit in person, you
. Each of these
to gather accurate data

place at a different 1¢ the NRFU address. This means
you will need € Ay you ask the first few questions on
the EQ so tha i ke sense.

Suggested Wording for a : interviewing a proxy respondent, you must try to
Proxy Interview : tions as closely to the original wording as possible.

, you can say something like, “I have a few questions
about (NRFU Address). Do you think you can help me?”

the proxy respondent agrees, go to Question S2 and complete
the interview by rewording the questions to substitute the actual
address or another phrase like, ‘that address’ or ‘that house” when
referring to the NRFU address.

Question S1
S1. Hello, 'm (Name) from the U.S. Census Bureau.
(Show ID). Is this (Address)?

Yes - Continue with question S2.

No - Ask: Can you tell me where to find (Address)?
END INTERVIEW.

As you read the question, insert your name. Always wear your
Census ID and show it to the respondent.

5-14
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Put an ‘X’ in the ‘Yes’ box and | Put an ‘X’ in the ‘No’ box and
continue with S2. ask: Can you tell me where
to find (Address)? END
INTERVIEW

If the respondent cannot give
you directions, go back and
check your census block map
to verify that you are in the
correct census block. If you
are still uncertain, look for
someone familiar with the area
toh ou. Do not show the
ting sheet or any

to anyone who is
g you(Title 13 and PII).
ill unable to find
address, tell your Crew

r.

&\

S2. I'm here to complete a Census questionnaire for this
address. It should take about 10 minutes. (Hand
respondent an Information Sheet.) The tirst part explains

‘ that your answers are confidential. I'll refer to the other

Question S2

parts later. Did you or anyone in this household live or
stay here on April 1, 20107

Yes - Continue with question S3.
No - Skip to question S4.

The D-1 (F), Information Sheet contains the ‘Confidentiality’
Notice and four additional lists that contain information to help the
respondent answer questions about household members. You
must provide every respondent with an Information Sheet and
allow time for the respondent to read it.

Put an ‘X' in the ‘“Yes’ box and Put an ‘X’ in the ‘No’ box and skip
continue with Question S3. to Question S4.
5-15
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Question S3

or seasonal home?

S3. Does someone usually live at this
(housefapartment/mobile home), or is this a vacation

Usually lives here - Skip to question S5.

Vacation or seasonal home or held for occasional use —
Skip to "Respondent Information” on back page.

This question is designed to determine whether the housing unit
is a usual residence or is occupied only seasonally. If the address

is used as a secondary or vacation
counted at the other residence w W’ ‘

@iRe, the occupants should be
live most of the time.

Put an ‘X’ in the ‘Vacation or
seasonal home or held for
occasional use’ box.

Skip to the ‘Respondent
Information’ section on the back
page. Complete items R1, R2,
and R3, as appropriate.

Complete the Interview Summary:

e Under Item A, ‘Unit Status on
April 1, 2010, place an ‘X’ in
the third box for ‘Vacant - usual
home elsewhere.’

o |If the Unit Status in Item A is
‘Vacant — regular’ or ‘Vacant —
usual home elsewhere,’ you
must ask Item B to the
respondent and print an ‘X" in
the box for the answer.

e Under Item C, enter ‘00’ since
the house was vacant on April
1, 2010.

e Complete ‘Certification’
section.

5-16
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Question S4

QuestiAS

54.

(Only ask if no household member lived here on April 1.)
On April 1, was this unit vacant, or occupied by a
different household?

Vacant - Skip to “Respondent Information® on back page.

Occupied by a different household - Using a
knowledgeable respondent, complete this
guestionnaire for the Census Day household.

Not a housing unit — Skip fo "Respondent Information”
on back page.

This question is designed to determine the status of the address on
Census Day if no member of the current household lived there.

Put an ‘X' in the Put an ‘X' in the
‘Vacant’ box and ‘Not a housing unit’
skip to the box and skip to the
‘Respondent ‘Respondent
Information’ ¢ Information’ on the
e this back page to
guestionnaire for the | complete the
Census Day remainder of the
household. questionnaire.

S5. We need to count people where they live and sleep
most of the time.

Please look at list A. It contains examples of
people who should and should not be counted at
this place.

Based on these examples, how many people were
living or staying in this (housefapartment/mobile
home) on April 1?

= Number of people

Allow the respondent time to review List A on the D-1(F),
Information Sheet, and then enter the number of household
members on April 1, 2010.

5-17
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Complete Columns 1-7

Column 1: Name

Note: If there are more than five people living in this unit, use a
D-1(E)SUPP, Enumerator Continuation Questionnaire, since
Column 1 asks for the names of all the persons in the household.
Have these forms readily available, so there is no disruption while
you look for additional materials, and continue listing HH
members in Column 1 on the continuation form. See Topic 4 in
this chapter on when and how to use continuation forms.

If there is an entry in item S5 (meaning the unit was occupied on
Census Day), ask the questions in Columns 1 through 7 for each
person living at this address. Complete each column for all
household members before moving to the next column.

\ (2

1. Let's make a list of all those people. Please start with
the name of an owner or renter who was living here
on April 1. Otherwise, start with any adult living here.

Person 1

First Name Mi

Last Name

Calumn 1 is where the name of each person living in the
sehold on April 1, 2010 is entered.

e Be sure to list one of the persons living here who owns or
rents the home as Person 1. If there is no such person in
the Census Day household, list any adult household
member as Person 1.

e Print each person’s first name, middle initial (*MI’), and
last name in the boxes marked Person 1, Person 2, and so
on.

e Print all the names before moving on to Column 2. If more
than five names are given, you must fill out a D-1(E)SUPP,
Enumerator Continuation Questionnaire. See Topic 4 in
this chapter for instructions on using continuation forms.

e Do not enter anything but names in Column 1. If the
respondent refuses to give names, enter ‘REF — Person 1,
‘REF — Person 2,” in the white space on the bottom border.
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After completing the interview and leaving the respondent,
enter information in the ‘Notes’ section about the refusal of
names.

e If the respondent is insistent in refusing to provide names,
try to obtain the rest of the data about each person.

Note: If there is more than one person living at this address, you
must ask the questions for each person. If the respondent
answers for each household member without hesitation,
continue.

Column 2: Relationship

2. Please look at list B on the Information
Sheet. How is (Name) related to (Read name
of Person 1)7

Mark X ONE box.

X Person 1

Husband or wife Son-in-law or
Biclogical son or daughter daughter-in-law
Adopted son or daughter Other relative
Stepson or stepdaughter Roomer or boarder
Erother or sister Housemate
Father or mother or rcommate
Grandchild Unmarried partner
FParent-in-law Other nonrelative

w the respondent List B on the D-1(F), Information Sheet,
hich lists various types of relationships. Column 2 is where the
relationship of each household member to Person 1 is listed. For
example:

e |f Jane Johnson is listed as Person 1 and she is the
respondent, ask “How is (Name) related to you?”

e If Jane Johnson is listed as Person 1 and she is not the
respondent, ask the respondent “How are you related to
Jane Johnson?” Then ask the respondent the question as
worded for all other HH members.

e Putan ‘X’ in the appropriate box indicating each person’s
relationship to Person 1.

When asking the question, insert the name of the person you are
asking about from the list of household members in Column 1.
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Column 3: Sex

Column 3 is where the sex of each household member is listed.
Respondent and household members’ sex may seem obvious but it
needs to be asked or verified for

3. Is (Name)
male or
female?

Mark X ONE box.

Male
Female

ensure accurate data collegtion.

Column 4: Age and Date
of Birth

Column 4 is where each household member’s age on Census Day,
April 1, 2010, and date of birth are listed. Make entries in Column

4. what was (Name's) age on
April 1, 2010? What is
(Name's) date of birth?
FPlease report babies as age 0
when the child is less than 1
year old.

Print numbers in boxes.

Age on
April 1, 2010

DATE OF BIRTH
Maonth
Day

Year of birth

4 as follows:

Write the person’s age in years in the ‘Age on April 1,
2010’ box. If the respondent is unsure of the person’s

exact age, ask for his or her best guess.

Print the ages of babies as:

‘00’ if less than 12 months;
— ‘01’ if 12 to 23 months; and
— ‘02’ if 24 months

5-20
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Column 5: Hispanic,
Latino, or Spanish Origin

e Print the person’s date of birth (Month, Day, and Year of
Birth) in the boxes provided. Use two digits for the month
and day, and four digits for the year.

Note: Only write numbers in the “write-in’ boxes. For example, if
the date of birth is July 17, 1983, enter ’07,” ’17,” and “1983.’

5. Please look at List C. Is (Name) of Hispanic, Latino, or
Spanish origin?
Read if necessary:

Examples of another Hispanic, Latino, or Spanish origin
include Argentinean, Colombian, Dominican, Nicaraguan,
Salvadoran, Spaniard, and so on.

No, not of Hispanic, Latino, or Spanish origin
Yes, Mexican, Mexican Ameri icano
Yes, Puerto Rican

Yes, Cuban
anis| igin —
Column5is person is asked about his or her Hispanic,
Latino, or i people assume the question is
asking of the household member, but it is not. Itis
onlygaski each person is of Hispanic, Latino or Spanish origin

an ‘X’ in only one box for each person. Do not
gncourage more than one response, but enter more than
one response if offered.

IS necessary to read this question for everyone in the household.
If the person’s origin group is not one of the listed categories, put
an ‘X’ in the “Yes, another Hispanic, Latino, or Spanish origin’
box and print the origin response in the row of boxes under ‘What
is that origin?’

People of Hispanic, Latino, or Spanish origin are those who trace
their origin or descent to Mexico, Puerto Rico, Cuba, the Spanish-
speaking countries of Central or South America, and other Spanish
cultures. Origin can be considered as the heritage, nationality
group, lineage, or country of birth of the person or the person’s
parents or ancestors before their arrival in the United States.
People who identify their origin as Hispanic, Latino, or Spanish
may be of any race.
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Column 6: Race

6. Please look at List D and choose one or mote races. For this census, Hispanic origin Is not a race.
What is (Name's) race?
Read if necessary:
Examples of other Asian groups include Hmong, Laotian, Thai, Pakistani, Cambodian, and so on.
Examples of other Pacific Islander groups include Fijian, Tongan, and so on.

White Black, American What is the name of the enrolled or principal tribe? 7
African American, Indian or
or Negro Alaska Native
Asian Indian Chinese Filiping Other Asian — What i that group? 7
Japanese Korean Vietnamese
Native Guamanian Samoan Cther Pacific Islander — What is that group? %
Hawaiian of Chamorro

Some other race — What s that group? ————

Column 6 is where data are collected about each household
member’s race.

Ask this question of all ter. Do not make
assumptions. The respon acgquestion are based on
self-identification, and terpreted as being

r the response given to you

This is a multi
one race. Pz

& respondent can choose more than
box for each race the respondent

If th iaGentifies with both an ethnicity and a racial
grafap uerto Rican’ and “White,” ‘Cuban’ and “Black,” or

the g &provided. Record the additional responses that are not
int the EQ in the appropriate available ‘write-in’ lines.

Additional Information ome of the responses ask for additional information. The
procedures for collecting additional information for the three rows
of write-in boxes are as follows:

Top Row of Write-In When a respondent selects, ‘American Indian or Alaska Native’ as
Boxes an answer, place an *X” in the box beside that race and then ask,
What is the name of the enrolled or principal tribe?
Print the response in the top row of boxes.

Note: If the answer is too long to print in the spaces provided,
continue printing near the “‘write-in’ area. See Figure 5-2 on page
5-8 for an example.
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Middle Row of Write-1In The middle row of spaces is used when a respondent selects either
Boxes ‘Other Asian’ or ‘Other Pacific Islander.” The ‘Other Asian’ arrow
points down to the ‘write-in’ area and the *Other Pacific Islander’
arrow points up to the “write-in” area. Place an X’ in the box
beside the answer and then ask, What is that group?
Print the response in the middle row of boxes.

Note: If the answer is too long to print in the spaces provided,
continue printing near the “‘write-in’ area. See Figure 5-2 on page
5-8 for an example.

Bottom Row of Write-In The bottom row of spaces is used when a respondent selects ‘Some
Boxes other race.” Place an *X” in the bo ide ‘Some other race,” and
then ask, What is that group? esponse in the bottom

row of boxes.

Note: If the answer is too lo he spaces provided,
continue printing near jite=ihy area. See Figure 5-2 on page
5-8 for an example.

Hispanic Origin If the resp i r race is “Hispanic’ or provides a

grmation Sheet, and ask if there is a group or groups
@”in which the respondent identifies.

Phen ask the question again, exactly as worded *“Please
look at List D and choose one or more races. For this
census, Hispanic origin is not a race. What is (Name’s)
race?”

e Explain that race and Hispanic origin are two distinct
concepts, and people of Hispanic origin may be of any
race.

e If the respondent asks for clarification, explain that race
and Hispanic origin are two distinct concepts, and people
of Hispanic origin may be of any race.

If the respondent again answers “Hispanic’ or provides a specific
Hispanic ethnicity, you should place an *X’ in the *‘Some other
race’ box and print the response in the bottom row of boxes.
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Explanation of the Race The following are examples for each category and are not all
Categories inclusive:
“White’ The category “White’ refers to a person having origins in any of

the original peoples of Europe, the Middle East, or North Africa.
It includes people who identify as “White” or report entries such as
Irish, German, Italian, Lebanese, Near Easterner, Arab, or Polish.

‘Black, African The category ‘Black, African American, or Negro’ refers to a
American, or Negro’ person having origins in any of the Black racial groups of Africa.
It includes people who identify as ‘Black, African American, or
Negro,” or report entries such as rerican, Kenyan,
Nigerian, or Haitian.

‘American Indian or The category ‘Amerj an,or Alaska Native’ refers to a
Alaska Native’ person having origin he original peoples of North and
South Americ i gftral America) and who maintains
tribal affiliati attachment. This category includes
meriCan Indian or Alaska Native,” or
Navajo, Blackfeet, Inupiat, Yup’ik, Canadian

for *Asian Indian,” ‘Chinese,” ‘Filipino,” ‘Korean,’
anese,” ‘Vietnamese,” and ‘Other Asian’ are part of a larger
gory of “Asian.” *Asian’ refers to a person having origins in
y of the original peoples of the Far East, Southeast Asia, or the
Indian subcontinent including, for example, Cambodia, Malaysia,
Pakistan, and Thailand.

‘Native Hawaiian or The boxes for ‘Native Hawaiian,” ‘Guamanian or Chamorro,’
Other Pacific Islander’ “‘Samoan,” and ‘Other Pacific Islander’ are part of a larger category
of ‘Native Hawaiian or Other Pacific Islander.” ‘Native Hawaiian
or Other Pacific Islander’ refers to a person having origins in any
of the original peoples of Hawaii, Guam, Samoa, or other Pacific
Islands, such as Tahiti or the Mariana Islands.
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‘Some other race’ The category ‘Some other race’ includes all other responses not
included in the race categories described above. Respondents
identifying as multiracial, mixed, interracial, or a Hispanic, Latino,
or Spanish group (for example, Mexican, Puerto Rican, Cuban, or
Spanish) are included in this category.

Column 7
7. Does (Name) sometimes live
or stay somewhere else for
any of these reasons? —
Read response categories.
Mark X| all reasons that apply.
In college housing
In the militar
Column 7 is
sometime t andther address. This question allows
you to € n one choice for each person.
ach box for all the circumstances that apply to
eaeh Each time the respondent reports another place, mark
the cordingly. Do not try to judge whether the person stays
e t of the time. If there are no other places where a person
lives or stays, mark an ‘X’ in the “‘No’ box.
fter reading all of the choices on the list for the first household
member, it is not necessary to read the choices again, unless the
respondent seems unclear about the choices.
Places Where People Refer to the following list. It explains the meaning of each choice
May Sometimes Live or listed in Column 7.
Stay

College Sometimes people live or stay somewhere else for college. These
other places could be:

e On-campus or off-campus housing.
e Universities or community colleges.
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Military

Seasonal or Second
Residence

Child Cust

Jail or Prison

e In the United States or outside the United States.

This question does not apply to individuals away at boarding
schools.

Sometimes people live or stay somewhere else for military service.
These other places could be:
e For the reserves, national guard, or coast guard.

e For active duty, deployment, being stationed temporarily
away, or being aboard ship.

e In military barracks or dormitories.
e In military disciplinary barracks or jail.

e In military treatment facilj as military hospitals
and medical centegs with ive duty military

personnel assigne e ility.
This question does not a s staying at a Veterans
Affairs hospital.

somewhere else because they have a
person can live at two or more

in a cold climate.
e who have a second residence for work.

S@metimes people live or stay somewhere else because of child
stody arrangements, either formal or informal.

Sometimes people live or stay somewhere else because they are
incarcerated. These other places could be:

e City or county jails.

e Work farms or camps.

e Other municipal confinement facilities.

e Correctional facilities for adults, including prisons, federal
detention centers, and halfway houses operated for
correctional purposes.

People should be included if they were incarcerated for any reason
on Census Day, even if it was for only that one day.
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Nursing Home

Another Reason

Question H1

Sometimes people live or stay somewhere else because they need
some type of care. These other places could be:

Facilities that provide 24 hour/seven days per week skilled
nursing care.

Facilities that provide care for better living, such as serving
meals and administering medications, but not skilled
nursing care.

Sometimes people live or stay somewhere else for another reason
not listed above. ‘Another reason’ could be:

When someone is in a residential school for people with
disabilities on April 1, 20

When someone stays at ence to care for an ill
friend or relative.

N

H1.

We do not want to miss any people who might have been staying here on April 1.
Were there any additional people that you didn't mention, for example:

Babies? L] ves [ No
Foster children? [1 ves [ No
Any other relatives? L] yes [ No
Roommates? O ves O No
Any other nonrelatives? [ ves [ No
How about anyone else staying here on April 1 -

who had no permanent place to live? [ vYes [ No

If yes to any category, ask: What is that person’s name?

First Name Last Name

Anyone else?

First Name Last Name

Do not list any people recorded for this question on the inside pages or on a continuation form.

Question H1 asks about additional people who were living in the
household on Census Day but were not included on the roster. If
the respondent answers ‘yes’ to any of the questions, print the
names of up to two people in the boxes. Do not go back and add
them to the questionnaire because the household may be contacted
in a later census operation to clarify the household information.
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Question H2

‘Own with a mortgage or
loan (including home
equity loans)’

H2. Do you or does comeane in this household own this (house/apartment/mobile home) with a mortgage or loan,
Including home equity loans; own It free and clear; rent it; or occupy It without having to pay rent?
[ own with a mortgage or loan (including home equity loans)
[] Own free and clear (without a mortgage o loan)
[ Rent
O Occupy without payment of rent

Question H2 gathers information needed to classify occupied units
as either owner occupied or renter occupied.

Mark this answer when the housing unit has a mortgage or loan
held against it. The housing unit owner-occupied,
meaning the owner or co-, the unit. Include units
being bought on land cont act e purchase, deed of
trust, trust deed, purchase agr units built on leased land
if the unit is mortgagedé*# i e mobile homes with
installment loans ane reverse mortgages.

afy’secured by real estate. With a
itle to the property while the lender

a contract to purchase, the original owner has title to the
perty, while the borrower has the right to occupy or otherwise
se the property so long as he or she makes the required payments.
Types of debt such as land contracts, contracts for deeds, and
assumption agreements can be considered as contracts to purchase.

With a reverse mortgage, an elderly or disabled owner receives
monthly payments from the equity in his or her housing unit. The
owner may, but does no necessarily have to, exhaust all the equity
in his or her housing unit in a reverse mortgage situation. If the
owner decides to sell the property or dies, the amount of money
received from the reverse mortgage (along with any fees and
interest charges that apply to the reverse mortgage) has to be
returned to the lender. If equity remains after repayment to the
lender, the owner or the owner’s heirs receive the balance of the
equity.
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‘aned free and clear Mark this answer when the housing unit does not have a mortgage
(without a mortgage or or loan held against it. The housing unit must be owner-occupied,
loan) meaning the owner or co-owner must live in the unit. Include units

for which there is no mortgage or other debt on the housing unit,
and for units that are built on leased land but are owned outright.

‘Rent’ Mark this answer when:

e Rentis paid or contracted for, even if people who are not
members of the household pay the rent.

e Rentis paid for by a federal, state, or local government

agency.
e The unitis a rented cond
e The unit has a ‘cofitinuin cantract, sometimes called
‘life care,” meaning 0 uires that shelter and

services be provi

‘Occupy without payment Mark this answ, ing unit is not owned or being
of rent’ bought by a member@f thethousehold, or when it is not being
a member of the household. Examples

of hous i are occupied without payment of rent include:
or relative of the occupant owns the housing unit
not require the occupant to pay rent.

a ouse or apartment is provided as part of wages or
alary, such as a parsonage, military housing, and so forth.

Questi on H 3 — Ad d ress H3. it there is not an address label affixed, or if the address label includes only a location description, ask —
. What is the address of this unit?
I nfO rmat|0n House number Street name or rural route address

Apartment number

City State ZIP Code
| |

Go to Respondent Informafion on back page.

Question H3 is completed only in specific circumstances. It must
be completed for all added housing units, or if the current address
information is incomplete (for example, only a physical
description). You must also update the D-103.1, Address List, or
the D-103.A, Add Page For Housing Units, as appropriate, in the
AA binder with the new information.
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Notes

NOTES

The “Notes’ section is designed for you to print information about
the NRFU address that would be specific and helpful to you or

another enumerator who is working on the case. Notes should be
brief due space to limitations and should be used only to provide
any information an enumerator o ader may need to know.

You must print notes in ¢ I , Jusias you are to print all
other written entries on the E of appropriate notes
include:
e DONOTRI 3ELL. KNOCK LOUDLY.
WFENCE NOT DANGEROUS.
FENCE DANGEROUS. HONK

SLOPES. BE CAREFUL.
IL IS LOOSE. BE CAREFUL.

% respondent being a nice person or having a beautiful
g’ appropriate and should not be printed in the ‘Notes’

ome situations, the “Notes’ section is not where you would
cument information about a case. See page 7-4 for information
about writing notes on the D-225, INFO-COMM.

Complete the Back You must always complete the three sections on the back page of
Page the questionnaire.
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Questions R1-R3 RESPONDENT INFORMATION

R1.
(Ask or verify) What Is your name? R2. What s your phone number and best time to call?

First Name M Area Code  Mumber

Last Name
Day Evening Either

Address of proxy R3. Respondent Type -
Household member — Lived here on April 1, 2010
Household member — Moved in after April 1, 2010
Meighbor or other prooy

To complete the “‘Respondent Information’ section, you must ask
or enter the following:

R1 “What is your name?”

name of the person
ormation. This person may or
) of the household. If the
respondent is a non- member (proxy), ask for the

i pination is useful if we need to verify
es to provide a name, enter a note in
e situation.

Print the first name, middle
who provided the questionmai

, the respondent is the person with whom you
view, and that person may not live at the NRFU

hat is your phone number and the best time to call?”

ite down the respondent’s telephone number, including the area
ode, and mark the box for the best time to call (Day, Evening,
Either). Explain to the respondent that we only use this number in
case we need to verify information.

R3 Put an “X’ in the box that indicates if the respondent is:

e Household member — Lived here on April 1, 2010
e Household member — Moved in after April 1, 2010
e Neighbor or other proxy
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Complete the Interview
Summary Section

Item A, Unit Status on Y,
April 1, 2010

INTERVIEW SUMMARY
A. Unit Status on April 1, 2010 B. if vacant, ask: Which category best | C. Number of people listed on form(s) =
describes this vacant unit as of 01-49 = Total le
Occupled April 1, 20107 (Fead categories.) O = Vacard B
Vacant - regular
e ey ey For rent 98 = Delete
D; f— N Rented, not occupled 80 = POP unknown
malished/burned outicannat locate For sale only
Lozt 2 Sold. not occupled
Empty mobile homefrailer site For seasonal, recreational or
Uninhabitable (open 1o elements, occasional use
condemned, under construction) For migrant workers
Duplicate — record 1D of Dup. 37 Other vacant
UHE MOV Pl REF
D. What language was the majority of the interview conducted in? E. F. G. H.
English co REF vDC
Spanish
Other — Specify language number from fasheand = | J K
Jict Jicz
L M

‘Interview Summary’ section. ot need to obtain more
. ~ich as the reason a housing unit
car thank the respondent and

was vacant on Censk
i cotion. It is extremely important

leave before co

nly one Unit Status that describes the address as

any of the categories from ‘Demolished/burned
cannot locate’ through ‘Duplicate,” the addresses will be

dg 2ted from the census Master Address File (MAF), with the
ception of empty mobile home/trailer sites. Empty mobile
home/trailer sites remain on file because there is the expectation
they will be occupied again in the future.

The list below explains the categories for ‘Demolished/burned
out/cannot locate’ through ‘Duplicate.’

e Demolished: When you find from a knowledgeable
respondent that the NRFU address identifies a location
where a housing unit once existed, but it has now been
destroyed, you must first confirm the Census Day status of
the unit with a person who has knowledge about the
address. If the person confirms that the address was
demolished on Census Day, classify the unit as demolished
on Census Day by marking the ‘Demolished/burned
out/cannot locate’ category in Item A.
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Note: Do not classify a unit with a “To Be Demolished’ sign
posted as demolished. Select the category that best describes
the unit. However, if the unit is occupied as living quarters,
no matter its condition, complete an interview with the
occupants if they lived there on Census Day.

Burned Out: When you find from a knowledgeable
respondent that the NRFU address identifies a housing unit
that was destroyed by fire on or before Census Day, but has
not yet been demolished, classify the unit as burned out by
marking the ‘Demolished/burned out/cannot locate’
category in Item A. However, if the unit is occupied as
living quarters, no matter its condition, complete an
interview with the occup it they lived there on
Census Day.

Cannot Locate: may not be able to locate
: le, you may be interviewing in

nresidential: When you find that the NRFU address is
a commercial or business establishment, check with a
person who has knowledge about the address to determine
if it was a commercial or business establishment and/or
occupied on Census Day. If it was a commercial or
business establishment that was not occupied as a housing
unit on Census Day, classify the unit as ‘Nonresidential’ in
Item A. For example, a private residence may be converted
to business use as an insurance agency. In rural areas,
living quarters may be converted for storage of farm
machinery or supplies. However, if you find that it was
occupied as living quarters on Census Day, complete an
interview with the occupants.
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e Empty mobile homef/trailer site: When you find that the
NRFU address is an empty site in a mobile home/trailer
park, and that site is intended for future occupancy, classify
the empty site as an ‘Empty mobile home/trailer site’ in
Item A.

e Uninhabitable (open to elements, condemned, under
construction): When you find that the NRFU address is
open to the elements (for example, an old housing unit that
is decaying from neglect), condemned (posted evidence
such as a sign saying ‘“To Be Comdemned’), or under
construction (no walls or frame are present), and you
determine from a person who has knowledge about the unit
on Census day that it was nied on Census Day,
classify it as ‘Uni i 0 elements, condemned,

. ever, if the unit is

occupied as living Pmatter its condition,

‘ the occupants if they lived

print the case 1D number from the label of the EQ
ich you conducted the interview in the boxes below
‘Duplicate’ box.

Item B, Vacant Units the Unit Status in Item A is “Vacant — regular’ or “Vacant —
usual home elsewhere,” you must ask the question in Item B,
“Which category best describes this vacant unit as of April 1,
20107?” to the respondent and print an “X” in the box for the
answer. Do not make a predetermination of the vacancy status.
You must read the categories listed in Item B and allow the
respondent to choose the most appropriate vacancy status category.
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Vacancy status categories are:

For rent: Mark this category when the respondent tells
you the unit is for rent only, or for rent and for sale at the
same time. Do not depend on signs posted on the property.
A ‘For Sale’ sign does not always mean that the unit is not
also for rent. You must verify this with the real estate
agent or the owner of the vacant unit. If the unit is also for
rent, mark the ‘For rent’ category rather than the ‘For sale
only’ category.

Rented, not occupied: This category includes units where
any money has been paid or agreed upon, but the renter has
not yet moved in.

For sale only: Thi inclades units being offered
for sale only, includi i operatives and
individual units are offered

. This category includes units that have
sold, but the new owner has not yet moved

seasonal, recreational or occasional use: Mark this
tegory for vacant units that are used in certain seasons, or

for weekend or other occasional use throughout the year.
Seasonal units include those used for summer or winter
sports or recreation, such as beach cottages or hunting
cabins. Seasonal units may also include quarters for such
workers as herders and loggers. Interval ownership units,
sometimes called shared ownership or time-sharing
condominiums, are also included.

For migrant workers: This category is for vacant units
intended for occupancy by migratory workers employed in
farm work during the crop season.

Other vacant: Mark this category for vacant units that do
not fall into the other classifications. For example, this
category includes vacant units held for the settlement of an
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Item C, Number of
People

Item D, Language

Items E and F

Item G

estate; held off the market for personal reasons of the
owner, such as the owner has not yet decided whether the
unit will be torn down, or the owner is remodeling or
repairing the unit and will not make it available for sale
and/or for rent until the work is completed; held for the
occupancy of a caretaker of janitor; temporarily used for
storage of excess furniture; and vacant units where renters
have moved out during the month although they paid the
rent through the end of the month.

Item C must have a two-digit entry.

e |If Item A is marked ‘Occupied,’ the entry in Item C is
' ho are listed on the EQ,
rough ‘49’ or ‘POP

of the choices. If you conducted the interview in a
an English or Spanish, mark an “X” in the ‘Other
the code from the D-3309, Language ldentification
in the spaces to the right. If the language is not

cd on the language flashcard, mark ‘Other,” make no entry
e spaces to the right, and print the name of the language in the
tes’ section of the EQ.

Items E and F are only marked in situations where you create an
added case for locations where the household lived on Census Day.
These situations are described in Chapter 6, Topics 7 and 8. Do
not fill in these boxes on a questionnaire unless it is the specific
type of added case described in Chapter 6.

Do not make any entries in Item G.
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Item H

Item |

Items J, K, L, and M

Conclude the Interview

Complete the
‘Certification’ Section

Item H is marked when the people living at the NRFU address
refuse to provide the information to complete the questionnaire,
and you are unable to obtain information about the household from
a proxy. You mark Item A, ‘Unit Status on April 1, 2010, as
‘Occupied,” and enter ‘99’ in Item C since you have no
information about the household. If you are able to determine the
number of people in the household, enter it in Item C, but still
mark an ‘X’ in Item H because you cannot collect data about the
people who live at the address.

Item | is marked as a last resort, only when all attempts at
collecting household data have been made and you cannot
complete the interview with a ho ember or a proxy
respondent. Your Crew Lgader ize the use of ‘Closeout
Procedures.” If you are autigitiz follghv these procedures,
mark an ‘X’ in Item I, indicat ore data are available.

Do not make a i sJ, K, L, and M.

CERTIFICATION

| centify that the entries | have made on this questionnaire are Crew Leader’s initials
true and correct to the best of my knowledge.

Enumerator's signature Employee ID CLD number

Month  Day Month  Day

You must certify that the entries you have made on the
questionnaire are true, correct, and complete to the best of your
knowledge by completing the certification section on the back of
the questionnaire.

e Sign your name in the space marked ‘Enumerator’s
signature.’
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e Enter your Applicant ID in the ‘Employee ID’ space. Your
Crew Leader provides this number to you during your
classroom training.

e Enter the date you completed the EQ in the *Month’ and
‘Day’ boxes.

e The Crew Leader or CLA will review all your
questionnaires for correctness and legibility.

e After the CL or CLA reviews your EQs, he or she initials,
enters the CLD number.

e If necessary, the questionnaire will be returned to you for
corrections.

Conclusion Because this topic provides an itg description of the
D-1(E), Enumerator Ques : [ “Certification’ section
is the last section on the EQ, & iggconcluded
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Topic 4: Completing the D-1(E)SUPP, Enumerator Continuation Questionnaire

When to Use
Continuation Forms

How to Fill In the
Continuation Form
During the Interview

If there are more than five household (HH) members, complete a
D-1(E)SUPP, Enumerator Continuation Questionnaire, for the
additional people in the HH. Each continuation form
accommodates five additional people.

Keep a continuation form readily available so you can move
quickly and easily from the D-1(E), Enumerator Questionnaire, or
EQ, to the continuation form when there are more than five HH
members. The continuation form contains Columns 1 through 7
for you to enter information abou member and is
identical to the correspongling se e EQ.

[ required, list all HH
% ), followed by Column 1 on the
ite J have listed everyone, ask the

tinuation form. If you have more than one
, follow the same procedure. Ask the questions

N

If one or more contin
members in Colum
continuation fo

en you have obtained all household member information,
cg nplete the interview by continuing with question H1 on the EQ.
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OMB No. 0607-0819-C: Approval Expires 12/31/2011
U.S. DEPARTME

ENUMERATOR CONTINUATION

QUESTIONNAIRE
TRANSCRIBE UNIT ID FROM THE LABEL ON D-1(E) OR D-15 QUESTIONNAIRE REP
Unit ID
LCO State County Tract Block AA Map Spot
Form formis)

iew, copy the information from the
ontinuation forms.

How to Fill In the
Continuation Form
After the Interview is
Completed

When you

y one continuation form, write form *01” of
(s) in the top right corner of the front page of the

e On the front page of the original EQ, put an *X” in the “Yes’
box for the question, ‘Are there any continuation forms for
this address?” Also, write the number of continuation
forms in the fill-in box.

Note: Keep all continuation forms and questionnaires together for
each case. Place continuation form(s) inside the original EQ.
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Chapter 6: Interview Situations

Topic 1: No One Home

Overview Even when you plan your visits for times when people are most likely
to be home, finding no one home is to be expected. In most cases,
addresses in your assignment will be for occupied housing units.
When no one is home, it is probably because the household members
are out of the house temporarily (for work, school, vacation, and so
forth) and not because the unit is vacant.

Procedures to Follow The first visit to a Nonresponse F (NRFU) address is to

When No One Is Home confirm that the address exists wi nsus block and whether it
represents a housing unit. it do ou must determine whether it is
occupied or vacant. If it appe ousing unit is occupied, but

e told by a knowledgeable person

have made the required attempts and have not been
the occupants there.

e D-1(E), Enumerator Questionnaire, or EQ for short.

ill in the “‘Record of Contact’ section of the EQ by recording the

outcome of your visit as ‘NV’.

¢ If you obtain the occupant’s telephone number, attempt to contact
the household up to three times by telephone, if possible, before
making a return personal visit.

e Make up to two additional visits to the address at different times of
the day.

o If, after the allowed number of attempts or after your third
personal visit, you are unable to contact an occupant of the
housing unit, find a person with knowledge about the housing unit
and its occupants to act as a proxy respondent, and obtain as much
information as possible to complete the EQ.
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D-26, Notice of Visit

The D-26, Notice of Visit, tells the occupant that you visited the
address, the reason you visited, and that you plan to visit again. Leave
the D-26 only on the first visit. Never leave more than one at a time.
The D-26, Notice of Visit explains that information collected by the
Census Bureau is confidential. Space is provided at the bottom of the
form for you to print information the occupant can use to contact you
or your LCO by telephone. The D-26 is a single page, two-sided
document, with one side printed in English and the other side in
Spanish. Figure 6-1 is an illustration of the English and Spanish
versions of the D-26, Notice of Visit.

Figure 6-1: D-26, Notice of Visit

United States~
Census

Dear Resident:
SORRY | MISSED YOU.

or two.

Sections 9 and 214).

Thank you.

My name is — (Print)

2010 NOTICE OF VISIT

The Census Bureau is conducting the 2010 Census. | stopped by today to
complete a census interview for your household, but you were not home.

Please telephone me to discuss when we can complete this interview — it
generally takes about 10 minutes. Otherwise, I'll stop back in the next day

Your answers are confidential. This means the Census Bureau cannot
give out information that identifies you or your household. Federal law
protects the confidentiality of your answers (Title 13, United Stat

It's important to count everyone in the census.

| can be reached at —
Area Code | )= -

§ Nited State

SUS
209 AX1SO DE VISITA

Censo esld llevando a cabo el Censo del 2010. Lo visite hoy
gpletar una entrevista del censo para su hogar, pero usted no se

i en casa. Por favor, llameme por teléfono para acordar cuando
ppletar esta entrevista. Por lo general, la entrevista toma

ente 10 minutos. Si no, volveré a visitarlo dentro de uno o

Sus respuestas son confidenciales. Esto significa que la Oficina del

Censo no puede divulgar informacién que lo identifique a usted o su
hogar. La ley federal protege la confidencialidad de sus respuestas

(seccidn 9 y 214 del titulo 13 del Cddigo de los Estados Unidos).

de,

Es importante que contemos a todos en el censo.

Gracias.

Mi nombre es -

Se puede comunicar conmigo lamando al —

The best time
tocallis — From

CENSUS OFFICE INFORMATION
Office name and phone number

FORM D-26
[4-18-2008)

USCENSUSBUREAU

" La mejor
hora para a.m. am,
llamar s — De p.m, A p.m,
ENUMERATOR USE ONLY CENSUS OFFICE INFORMATION ENUMERATOR USE ONLY
LCO Mo. 1D No. Office name and phone number LCO MNo. 1D No.
OP Code  CLD No. AA No. OP Code  CLD No. AA No.
Map Spot No. Block No. Map Spot No. Block Mo,
FoRM D-26
{4-18-2008)

USCENSUSBUREAU
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Where to Leave the D-26

Contact a Knowledgeable
Person for Information
About the Occupant

What If the Entire
Household Is Away During
the NRFU Operation?

Slip the D-26 under the outside door if possible. Do not leave it
where someone from the street could see that the housing unit is
vacant or no one is home. Do not open the storm door or other doors
in order to leave the form on an inside door. Try to wedge it in the
crack of the outer door so that the wind cannot blow it away.

Never place a D-26 or any other form in the occupant’s mailbox.
It is against the law to open someone’s mailbox.

If no household member is present, look around for a nearby person
who might be able to provide information about the best time to
contact the household members. Ask the person for the occupant’s
name, telephone number, and a good time to find the household at
home. A person who knows about theghousehold could be a neighbor,
building manager, maintenance p, d so forth.

Do not look inside the ma
and never look into windows?

et the occupant’s name

to obtain data about household
ou make the allowed number of
its toUnterview the household. However, if

Interviewing a
members is pe
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Topic 2: Handling Refusals and Reluctant Respondents

Overview

Be Positive and
Professional

Common Reasons for
Refusals and Reluctance
to Answer

How to Handle Common

Objections

Most of the people you interview will be cooperative. However, there
are people who object to participating in the census. The purpose of
this topic is to provide you with information to help you handle
refusals and reluctant respondents.

When people are not cooperative, it is important that you maintain a
positive and professional attitude. The best way to handle people who
do not want to cooperate is to be prepared for the questions they ask
and the objections they raise. Remain calm, do not threaten or
antagonize the respondent, try to find out the reason for the refusal,
and do not take the refusal persona

People who resist or refuse o a same reasons for being
i Frequent objections include:

our questions.’
ot the government’s business.’

o nticipate and know the answers to common questions.

Be prepared with the proper credentials and materials to explain
your reason for asking census questions.

e Know the laws that govern the census, and the laws that protect
the respondent’s privacy and the confidentiality of their data.
Show the respondent the section of the D-1F, Information Sheet,
that provides information about their rights and the confidentiality
laws that protect their privacy.

e Be able to explain the benefits the census provides for the nation,
state and local government, businesses, and individuals.

e Although every census question is important, let the respondent
know a question he or she finds objectionable can be skipped. Itis
better to get as much information as possible rather than nothing at
all. 'You will usually find that, once you start the interview, the
respondent will answer all the questions.
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‘I do not have time.’ You should tell the respondent that the census questionnaire only
takes a few minutes to complete and that everyone’s participation is
vital because it provides the needed information to our government for
apportioning seats in the U.S. House of Representatives and allocating
funds for each state.

‘These guestions are none You should tell the respondent that each question has an important
of your business.’ purpose. Many questions are required by different laws to help
Congress make informed decisions. Suggest that you get started, and
if you ask a question that the respondent does not want to answer, you
can perhaps skip that question if you cannot explain it to the
respondent’s satisfaction.

‘What about identity You should hand the D-1 eet, to the respondent. It
theft?’ contains information about ¢ nd the laws that pertain to
the census. Explain tha : s are protected by confidentiality

“You are wasting time and respondent that the first census of the United
money!’ iIN®790 to determine each state’s representation in

ur country be taken every ten years for this reason.
afisus is the nation’s 23" census. In addition to its original

| organizations for planning purposes. For example, census data
argused to plan and fund childcare centers, road construction,
raries, hospitals, and nursing homes.

It Is the Law Never be ‘heavy-handed’ in telling a person he or she has to
participate; however, you may say, as a last resort, that the 2010
Census is mandated by the U.S. Constitution and participation is
required by law.

Absolute Refusals Despite your best efforts, a respondent may not agree to participate in
the census. If this happens to you, thank the respondent for his or her
time, and leave. As soon as you leave, be sure to record any helpful
information about the refusal in the ‘Notes’ section of the EQ while it
is still fresh in your mind.
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Follow Up on a Refusal

Since an EQ has to be completed for each NRFU address, you may try
to find a person who has knowledge about the housing unit on Census
Day to be a proxy respondent for the housing unit at which the
occupant refused. However, it may be difficult, awkward, and
perhaps dangerous for you to try to find a proxy respondent in a
situation where the household absolutely refused. You would
probably ask a neighbor who lives nearby and could perhaps be
friends with the occupants of the refusing household.

If you feel uncomfortable in asking a potential proxy about the
housing unit, or if you feel threatened in any way, do not try to find a
proxy respondent.

You must tell your Crew Leader about all refusal cases. Your CL
may reassign the case to another enumerator, so the notes you provide
are extremely important to someone who tries to get an interview from
a household that refused to give y, erview.

Your CL may ask you tg on a refusal case. If so, you, like
the original enumeratg le to obtain the respondent’s
llows:

t to participate.
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Topic 3: Language Problems

When You Have a If the respondent speaks a language other than English, and you

Language Problem do not speak that language, try any one of the following
techniques to either conduct an interview or determine the
respondent’s language:

Interview in Spani

S

If you do not recognize the language, use the D-33009,
Language ldentification Flashcard, and motion for the
respondent to point to the language he or she speaks.

Try to determine if another household member can act as an
interpreter and, if so, conduct the interview. The household
interpreter can be less than 15 years of age as long as the
respondent is an adult who is 15 years of age or older.

If you are unable to find an ing in the household, the
respondent may be ab fi or who can interpret.
yg'confidential, you must
get the household memaber lon to use a non-
household memberf@ ' er. Be sure to record the
language in whic ew was conducted in Item D of
the “Intervi gection of the EQ.

If all the es fail, report the language problem
3r the appropriate information in
ion of the EQ, being sure to include the

about the language spoken by the household, if
to determine it.

sehold member speaks Spanish, and you are bilingual in
ish and English, then read the questions as they appear on the
(E)(Job Aid)(S), Enumerator Job Aid. Mark the respondent’s

answers on the labeled D-(1E) Enumerator Questionnaire which
is printed in English. In Item D of the ‘Interview Summary’
section of the D-1(E), Enumerator Questionnaire mark the
‘Spanish’ box to indicate that you conducted the interview in
Spanish.

Sign Language If you determine that the respondent communicates in sign
language, there are several options for completing the interview,
based on the respondent’s preference.

The respondent can read the questionnaire and communicate
the answers to the enumerator in writing. The enumerator can
then enter the information on the EQ.
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How to Complete
Item D on the
Enumerator
Questionnaire

e Another person can help the respondent complete the EQ.

e The respondent can request that an interpreter who is
proficient in Sign Language be provided to help conduct the
interview. If this happens, tell your CL immediately so the
proper assistance can be obtained.

Mark the appropriate box, ‘English,” “‘Spanish,” or “‘Other.” If the
interview is conducted in a language other than English or
Spanish, place an ‘X’ in the box for *Other,” and use the D-3309,
Language ldentification Flashcard, to identify the two-digit code
for the language. Enter the two-digit code for that language in the
space provided.

If the language is not listed on the D-3309, Language
Identification Flashcard, place a e box for ‘Other.
Make no other entries. Prifit the efih the “‘Notes’ section

of the EQ.
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Topic 4:

Overview

Single Family House

Multi-Unit or Mobile
Home Park Address

Respondent Mailed the Questionnaire

Respondents may tell you that they mailed back the questionnaire
to the Census Bureau. However, it is possible the questionnaire
was lost in the mail, or was not received by the Census Bureau
before NRFU began. Please follow the procedures below if a
respondent states the questionnaire was returned by mail.

If the respondent says he or she already returned the
questionnaire, and the housing unit is a single family house:

Apologize for any inconvenience if he or she will provide
the information to you ag 0 h& ollow-up operation
began before their questionnadie ¢ gistered as having
been received, and we a guestionnaire for each address.

If the responde
questionnai

already returned the
unit is a multi-unit or mobile home
this manual that describes how to
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Topic 5: Respondent Hands You a Completed Questionnaire

Overview If the household received and completed the paper questionnaire
and wants to give it to you, follow the steps described in
Table 6-1 below:

Table 6-1: The Respondent Hands You a Completed EQ

Thank the respondent, and then proceed according to Step 2, 3, 4, or 5.

Note: Do not end the interview while obtaining person information, such as
household members’ name, age, and race. If you have gotten this far into the
interview, try to complete the interview now.

If the questionnaire is in the return env Iresg o the Census

If the questionnaire is still in the original envié sed to the household,
and the original envelope is unopeneg ain Y the respondent that you must

i it will only take a few minutes.

he information, you do not need

Tell the respondent that if he or she
3 ed.

the original questionnaire and

onnaire is blank, explain to the respondent that you have to
tionnaire for each address and it will only take a few minutes.
ent that if he or she gives you the information, you do not need

Even if you accept the paper questionnaire, explain to the respondent that you
must complete an interview for the household on your (the NRFU) questionnaire.
If the respondent says ‘no,” mark Iltem A of the ‘Interview Summary’ section of the
EQ as ‘Occupied’ and place an ‘X’ in Iltem H, REF, for ‘refusal.’ If you are able to
obtain the population of the household, enter the number in Item C in the
‘Interview Summary’ section of the EQ. If you cannot obtain the population of the
household, enter ‘99’ in Item C.

If you accept the paper questionnaire from the respondent, complete a D-225,
INFO-COMM, and attach it to the paper questionnaire. Give both the NRFU EQ
and the respondent’s paper questionnaire to your CL or CLA at your next daily
meeting.

Thank the respondent again and leave.
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Overview

When You Think You
Found an Additional
Unit

Topic 6: Adding Housing Units

Although your job as a NRFU enumerator does not include
looking for housing units that are missing from the D-103.1,
Address List, it is possible to discover an additional housing unit
while interviewing at a NRFU address. This topic helps you
determine if an additional housing unit exists and, if so, how to
enumerate it.

Often, the additional housing unit shares the same basic street
address (for example, ‘115 Main Street’) as the NRFU housing
unit, but the address is slightly di for example, ‘115 Main
Street, Apt. A’ or *115 Main Str egent Apartment’).
First, review the Address re the separate unit is on
the list. If it is not on the list ermine if the unit
should be added as angtcp using unit before you
complete the EQ forg ‘ FU address.

Verify That T
Your first

Is ‘Separate’
t it qualifies as a separate housing

one else’s house or apartment.

the respondent: ‘Do the occupants of the additional unit live
parately from everyone else at this address?” See Table 6-2
on the page 6-12 for guidance.
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Table 6-2: How to Determine a Housing Unit Is Separate

THEN...

The occupants live separately from the occupants of
any other unit, ask whether they have direct access
to their living quarters.

If they have direct access, the place is a separate
housing unit.

If they do not have direct access, the space is not
a separate unit. Do not add it as a housing unit.
Combine the occupants with the NRFU
household.

The occupants do not live separately

The place is not a separate housing unit. Do not
add it. Include the occupants with the NRFU
household.

Table 6-3 describes situations where you do not conduct #3ervi coliplete questionnaires
because these places do not qualify as housing units.

Table 6-3: Places that Are

for business purposes
unly for extra sleeping space

For sale or rent on dealer’s lot

Not intended for occupancy where they stand

How to Enumerate a If the occupants live separately from anyone else, and their
Separate Additional living quarters has direct access, you must:
Housing Unit

address.

e First, complete the questionnaire for the original NRFU

e Take out a blank questionnaire from your supply.
e Interview at the additional housing unit using the blank

questionnaire.
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How to Interview Using
the Blank Questionnaire

Using a blank questionnaire, conduct an interview about the
additional housing unit. Conduct the interview as follows:

e Introduce yourself, if the interview is conducted with a
person other than the original respondent.

e Determine the housing unit status on Census Day.

e Complete the questionnaire as you have been instructed,
according to Census Bureau procedures.

e Print the complete address, including any apartment
designation or location description, for the additional
housing unit in question H3 on the EQ.

e Thank the respondent and leave.

Unit 1D

After You Complete the
Interview

«—— APPLY LABEL HERE

Are there any continuation forms for this address?

[ Yes = Number of forms I:l

O no

er leaving the property, complete the following information
on the unlabeled questionnaire, above the space marked “Apply
Label Here:’

The two-digit operation code (32)

The four-digit LCO number

The two-digit State number

The three-digit County number

The six-digit Tract number

The five-digit Block number

The six-digit AA number (example:321001)
The Map Spot number

Copy this information from the original EQ, the D-103.1,
Address List, or the census block map.
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Fill Out the D-103.A,
Add Page for Housing
Units

Note: Do not enter the address of the added HU in the space
where you enter the geographic information described above.
You should enter the address of the added HU in Question H3
on the EQ during the interview.

Each AA binder contains some blank D-103.A, Add Page For
Housing Units, directly following the D-103.1, Address List.
Complete the D-103.A as follows:

e Look at the number for the last line used on the D-103.1,
Address List, in the AA binder and print the next sequential
number on the first line in Column (1). Continue the
sequential series of numbers add addresses on each
line.

e Print status code for the,int (¢

Column (2).

e Print date the inte
ber Column (7).

e Leave Column4
eet name or the physical location/description (if

>*V,  or ‘D’) in

mpleted in Column (3).

e Print block pumb imn (5). The block number is

obtained

the five-digit zip code in Column (10).
Print the mailing address (if different from the basic street
address) in Column (11).

e Print the name of the occupant or the proxy respondent in
Column (12).

See Appendix C for an illustration of the D-103.A, Add Page
for Housing Units.
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Topic 7: In-Movers

Overview When you learn that the household members occupying the NRFU
address moved in after Census Day, the housing unit is considered
occupied by ‘in-movers.” In-movers are residents who moved into
their home after Census Day, meaning they did not live at the NRFU
address on April 1, 2010. Your job is to find out the Census Day
status of the NRFU address, which is now the address of the in-
movers. You are to complete the labeled EQ for the NRFU address
based on its Census Day status.

Complete the Labeled You must always complete the labeled questionnaire for the
NRFU EQ NRFU address, based on its Ce status (occupied, vacant,
or other).

How Do You Know the When the NRFU addre A ied housing unit, always begin by
Occupants of the NRFU asking an adult housé er Question S1, which is the question
Housing Unit Are In- where you intrg ‘ d verify that you have located the
Movers? estion S2. If the person with whom you
, You have just learned that you are
ver. If the answer to Question S2 is ‘no,” you are

The In-Movers May3e er to Question S4 is “Vacant’ or ‘Not a housing unit,’
Able to Help{Eou w the rest of the skip instructions on the questionnaire and
Complete the NRFU camplete the interview with the current resident of the NRFU address.

If the answer to Question S4 is ‘Occupied by a different household,’
ask the following question:

Do you know the information about the Census Day occupants
of this address? Census Day was April 1, 2010.

Refer to Table 6-4 on the next page for a summary of working with in-
movers to complete the NRFU questionnaire.
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Table 6-4: In-Mover Summary Table

IF THE IN MOVERS DO NOT KNOW THE CENSUS DAY
STATUS OF THE NRFU ADDRESS, THEN...

. Complete the labeled EQ for the NRFU
address with the current residents answering
questions for the Census Day status of the
housing unit.

. Then, ask the current residents if they completed
a questionnaire for where they lived on April 1,
2010.

. If they tell you they did complete a census
guestionnaire for their previous address, thank
them and leave.

. If they tell you they did not complete a census
questionnaire or, are not sure, ask them to allow
you to complete a questionnaire to be sure they
are included in the census. Follow the
instructions in the subtopic on the next page
labeled ‘If You Complete a Blank Questionnaire
for an In-Mover Household.’

. Ask the current residents if they can direct you to

anyone who might know the Census Day status
of the NRFU address.

. If so, thank them and make a note of this

information in the ‘Notes’ section of the EQ so
you can find that person when you leave the
NRFU address

. Then, ask the current residents if they completed

a questionnaire for where they lived on April 1,
2010.

. If they tell you they did complete a census

guestionnaire for their previous address, thank
them and le

not complete a census
are bt sure, ask them to allow
stionnaire for them to be
inCiuded in the census. Follow the
he subtopic on the next page
You Complete a Blank Questionnaire
over Household.’

leave, as instructed in either ‘4’ or ‘6’
above, immediately find a knowledgeable proxy
respondent and complete the labeled EQ for
the NRFU address based on its Census Day
status.
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Completing the
Labeled EQ for the
NRFU Address

If You Complete a
Blank Questionnaire
for an In-Mover
Household

Generally, you complete the labeled EQ for a NRFU address currently
occupied by in-movers with a proxy respondent. Proxy respondents
are persons who did not live in the NRFU address on Census Day, but
have knowledge of the Census Day status of the NRFU address, and
include in-movers, neighbors, apartment managers, and so forth.
When you obtain the interview from a proxy, always fill in Question
R1 with the respondent’s address, even if the respondent is an in-
mover and the address is the same as the NRFU address.

If the in-movers did not complete a census form for their Census Day
residence, or if they are unsure, ask them to complete a questionnaire
with you now. Using a blank EQ, follow the guidelines below:

e Remember you are conducti interview for a housing unit
that is not located at this ress.

e Leave the ‘Label’ ion e figst page of the EQ blank.

e Print the complete ad g any apartment

Day residence in Question H3 on

m F, *“MOV,’ in addition to completing
h D (as appropriate) in the ‘Interview
” section of the EQ.

adding housing units.
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Topic 8: Whole Household Usual Home Elsewhere (WHUHE)

Overview

Complete the Labeled
NRFU EQ

How Do You Know the
NRFU Housing Unit Is
Occupied by a WHUHE?

How to Complete the
Labeled EQ for the
WHUHE

Questions R1 - R3

Interview Summary,
Iltem A

When you learn that everyone in the household at the NRFU address
has a usual home elsewhere, you are at a housing unit the Census
Bureau calls “Whole Household Usual Home Elsewhere (WHUHE).’

You must always complete the labeled questionnaire for the
NRFU address, based on its Census Day status.

When the NRFU address is an occupied housing unit, always begin by
asking an adult household member tion S1, which is the question
where you introduce yourself and at you have located the
correct address. Then rea he person with whom you
are speaking answers ‘yes’ t y asking S3. If the
answer to Question S3 is asonal home or held for

: that you are at a housing unit in
which all the househC s have a usual home elsewhere
(UHE). The C gLl ralic
‘Whole Hous Fegine Elsewhere.”

espondent Information” on back page’ to continue to
e labeled questionnaire.

sure to get all the information for the respondent in Questions R1
through R3. This includes the address where the respondent usually
lives.

When the answer to Question S3 is “Vacation or seasonal home or
held for occasional use,” always mark “Vacant — usual home
elsewhere’ in Item A of the ‘Interview Summary’ section.
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Interview Summary,
Item B

Interview Summary,
Item C

Interview Summary,
Item D

After You Complete
the NRFU EQ for the
WHUHE

If You Complete a
Blank Questionnair
for a WHUHE

Even though the status is “Vacant - UHE,” never assume you know the
answer to Item B of the “Interview Summary’ section. Always ask
the question, “‘Which category best describes this vacant unit as of
April 1, 2010?” and read each category to the respondent. Accept
the answer the respondent provides to you. Never suggest a category
in Item B to the respondent.

Always enter ‘00’ for vacant units, whether the status is “Vacant —
regular’ or *Vacant — usual home elsewhere.’

Mark an “X’ in the box for the language in which the interview was
conducted.

Because we do not want to mis§cotmitimg'anyone in the census, when
you complete the intervi beled EQ, ask the respondent if
his or her household a census form based on the Census
Day status of their U ganswer is ‘yes,” thank the respondent
grd not complete a form for his or her

ure, ask the respondent to complete a

Q, follow the guidelines below:

ember you are conducting an interview for a housing unit
at is not located at this NRFU address.
Leave the “Label’ section on the first page of the EQ blank.

e Print the complete address, including any apartment
designation, for their Census Day residence in Question H3 on
the blank EQ.

e Inaddition, ask them if they know the name of the county
where they lived on Census Day and, if they provide it to you,
print it in the “Notes’ section of the EQ.

e Markan ‘X’ in Item E, ‘UHE,” in addition to completing Items
A through D in the ‘Interview Summary’ section of the EQ.

e Do not list their previous housing unit on the D-103.A, Add
Page for Housing Units, since it is not considered to be an
‘added’ unit. See Topic 6 for information on adding housing
units.
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Topic 9: Questionnaire Misdelivery/Apartment Mix-ups

Overview

Housing Units in Multi-
Unit Structures or
Mobile Home Parks

The Respondent Says the
Questionnaire Was Mailed
Back

Example of a Simple
Apartment Mix-Up

Questionnaire misdelivery is a situation in which one or more
households in an apartment building or mobile home park
receives and returns a questionnaire intended for another housing
unit within the same building or mobile home park.

Sometimes questionnaires are delivered to the wrong address, and
a household occupant may complete the questionnaire not
realizing that the form he or she completed does not represent his
or her housing unit designation. Misdeliveries and mix-ups
happen most often in large multi-unit apartment buildings and
multi-unit mobile home parks. A 0 enumeration, the
names of respondents whagfilled ailed back census
questionnaires for addresse : of buildings are
Column 10, Occupant Name, .1, Address List.

questionnaire for the household
ndent for the name of the person
look for the name on the

thank the respondent and indicate that you or another
erator may call back. Then, go to the unit where the
pondent’s name appears. Interview at that unit as if it is the
address on your list.

For example, assume the respondent in Apartment A at 312 Carey
Lane told you his name was Henry Burns and that he returned the
questionnaire by mail. After checking your address list, you see
his name on the line beside Apartment D. After thanking him,
you go to Apartment D and begin the interview by substituting
Apartment D for the original Apartment A. You will complete
the labeled questionnaire for Apartment A based on the census
day status of Apartment D. Do not make any corrections to the
label.
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Document the
Misdelivery/Mix-Up in the
Notes Section of the EQ

Difficult Misdelivery/Mix-
Up Situations

If Apartment D was occupied, you will mark through Mr. Burns’
name on the Address List for Apartment D and print the
occupant’s name there. Then you will print *“Henry Burns’ beside
the line for Apartment A.

In some large apartment buildings or mobile home parks, it may
be necessary to continue the process more than once to get an
interview for a unit where you cannot find the respondent’s name.

Be sure to document that an apartment mix-up occurred in the
‘Notes’ section of the EQ in case another enumerator makes a
followup visit to the unit.

of your Crew Leader. If
D-225, INFO-COMM, and
your next meeting. Refe

gulem with your CL at
is manual for

Your CL has pro - unravel difficult misdelivery
an up-to-date report from the
ists all the questionnaires
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Topic 10: Conducting the Interview by Telephone

Overview

The Use of Cellular
and Cordless
Telephones

Job Aid for Telephone
Interviews

When you visit a NRFU address that appears to be occupied, you
leave a D-26, Notice of Visit, if you are unable to find anyone at
home. The Notice of Visit form provides the occupant with a
way to contact you by telephone. In addition, you may find out
the telephone number of an occupant who is not home at the time
of your visit from someone who knows the occupant. As a result,
you may conduct interviews by telephone, if the respondent
agrees.

Generally, if the respondent indica
interview using a cell phoge, you
interview by using your celWghon
cordless telephone to conduct

you may conduct the
alead and conduct the
ion, you may use a

Because the wa ourself and begin the interview
will be differe on I rather than a personal visit, you
i in some of the introductory
Also, because you cannot provide the
heet, to a respondent with whom you are
phone interview, you must read the

~Wnaire in a Telephone Interview’ begins on page 6-23. It
wilsassist you when you conduct an interview by telephone.
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Job Aid for Completing the Questionnaire in a Telephone Interview

In most instances, you complete the D-1(E), Enumerator Questionnaire, (EQ) while
making a personal visit to the NRFU address or to a proxy. However, there may be times
when the respondent contacts you after you left a D-26, Notice of Visit, and is willing to
complete the EQ by telephone, or you may call the respondent if you have been able to
obtain a telephone number after your first personal visit. This job aid provides
instructions for modifying the questions on the EQ to ensure that you ask the right
guestions and provide the respondent with information about confidentiality, as required
by law.

Since you are not in the presence of the respondent where you give the respondent a copy
of the D-1(F), Information Sheet, you must read the information about confidentiality and
you must read the information from Lists A, B, C and D ropriate time during

the interview.

Modify the language on your labeled EQ for Questio d S3 with the

following text scripted for a telephone intervie

S1. Hello. I'm (Name) from the US Census Ing to reach someone who lives at
(address). Is this (address)?

Yes - Continue with question S2 be ce an ‘X’ in the ‘Yes' box on the labeled EQ.)

No - Thank the respondent

address. Use the census biiick confirm you are at the right location.

S2. I need to co
minutes, if yo
visit if you prefer.
thank the responde
following text.)

questionnaire for this address. It should take about 10

to completing it by telephone. Or, | can schedule a personal
dent wants a personal visit, make the arrangements to visit and
respondent agrees to the telephone interview, continue with the

Before | begin, | need to let you know your answers are confidential and protected by law
under Titles 13 and 44 of the United States Code. Your answers will only be used for
statistical purposes, and for no other purpose, and are only seen by people sworn to
uphold confidentiality and with a need to know. As allowed by law, your census data
become public after 72 years. The same laws that provide your privacy require that you
provide the information.

Did you or anyone in your household live or stay at (address) on April 1, 20107

Yes - Continue with question S3 below. (Also, place an X’ in the box on the labeled EQ).

No - Skip to question S4 on the EQ. (Place an ‘X’ in the box on the labeled EQ and continue with
the questions on the labeled EQ)
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S3 Does someone usually live at your housing unit, or is it a vacation or seasonal home?
Usually lives here - Skip to question S5 on the labeled EQ.

Vacation or seasonal home or held for occasional use - Skip to “Respondent Information” on the
back page (and continue with the ‘Respondent Information’ section on the back of the EQ).

Continue the interview using the labeled EQ by asking the questions as worded with the
exception of telling the respondent to look at the lists on the D-1(F), Information Sheet. Instead,
you must read all of the possible answers on the lists at the appropriate place in the
interview.

\9
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Topic 11: Gated Communities, Locked Buildings or Other Access Problems

Overview You may have trouble getting to your NRFU addresses for a
variety of reasons. You may not be able to control some
situations, such as weather conditions, floods, or a bridge that is
impassable. However, sometimes you have difficulty because
someone or something denies access to you. The purpose of this
topic is to help you gain access to places where you can overcome
the denial, such as gated communities or locked buildings.

Steps to Follow When Locate a manager or other knowledgeable person who can
Access is Restricted provide access to the building. Pr t person with the
following information:
e Census data are use statisti urposes only.
e Respondent rights*a ed by federal law.

Form D-1(F), Information
Confidentiality Notice, and
ant to protecting each individual’s

employees swear an oath for life to keep
ation collected confidential, and face strong

e Census is important! It determines each state’s
representation in the U.S. House of Representatives and
helps the Federal government determine how to allocate
Federal funds.

e The decennial count of people and housing is mandated by
the U.S. Constitution.

e Asa last resort, tell them access to the housing units in
their building or community is mandatory.

If You Are Refused If you are refused access, document the situation on a D-225,

Access INFO-COMM, and discuss the problem with your Crew Leader at
your next meeting. Your CL may provide you with a letter of
explaining that access to the community is mandatory and have
you followup with your contact, or your CL may contact the
building or ask the LCO managers for assistance.
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Chapter 7: Working with Your Crew Leader

Topic 1: Your Crew Leader’s Responsibilities

The Crew Leader is The Crew Leader (CL) is your direct supervisor and is responsible

Your Supervisor for all work performed in his or her Crew Leader District (CLD).
The Crew Leader supervises a ‘crew’ that consists of enumerators
and, in most CLDs, two Crew Leader Assistants (CLASs). The CL
may designate the CLA to perform sgme CL duties, so at times

The Crew Leader is i d is responsible for your
Your Trainer ' ithyour first day on the job in

$you complete your work, your CL
ang that you are well trained and

The Crew Leader is rves you to ensure that you understand what you
Your Observer lear ss and that you are performing your duties properly.
terview you complete during the observation, your CL
prevides immediate feedback after you leave the respondent. If
CL feels that you need additional training in order to
rform your work correctly, he or she may conduct a second
observation with you.

During the initial observation, your CL ensures that you
understand how to:

e Plan your day’s work, including having all necessary
materials and an efficient route of travel.

e Work in the correct block and at the correct address.

e Show ID and hand the respondent D-1(F), Information
Sheet.

e Determine the status of the household on Census Day,
April 1, 2010.
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e Read the D-1(E), Enumerator Questionnaire, or EQ, as
worded.

e Complete the interview and all appropriate sections on the
EQ.

e Use the D-1(E)SUPP, Enumerator Continuation
Questionnaire, if there are more than five people in the
household.

On-the-Job Training Your CL trains you continuously while you are employed as a
(OJT) Nonresponse Followup (NRFU) enumerator. If you do not
understand a concept, have any problems in the field, make errors
on your work, or ask for help, your ay conduct on-the-job
(OJT) training with you. OJT ca n additional
observation, or it may simplysbe w @f a training concept.

Your Crew Leader The way your CL maR

Monitors Your you daily (see Topic

Performance primary respo
meets the i
done on t

performance is by meeting with
pter). However, your CL’s

ure that your work is accurate,

he Census Bureau, and is being

Quiality Assurance The reau is committed to producing accurate data by

d for the Nonresponse Followup operation. Your CL
antlemployees in the Local Census Office will review your work.
mple of all work completed by NRFU enumerators is

lected for random reinterview. A separate staff will recontact
NRFU respondents to verify the accuracy of work. In addition,
your CL can select supplemental cases for reinterview if he or she
believes an enumerator is turning in work that needs to have a
more thorough examination than a CL and LCO edit.
Reinterview helps determine if an enumerator does not
understand a procedure or concept; however, the most important
reason is suspicion of falsification. Never cut corners in order to
complete assignments.

The Census Bureau has zero tolerance for falsification.
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Topic 2: Daily Meetings with Your Crew Leader

Overview This topic helps you prepare for daily meetings with your Crew
Leader. Keep in mind that the CL may designate the CLA to
meet with you, so you may not meet with the same person each
time.

Daily Meetings You meet with your CL every day you work, at an agreed-upon
time and place. The purpose of daily meetings is for you to turn
in your work and your previous day’s payroll form and to discuss
problems you are encountering thatgmight be affecting your work
performance. Your CL schedules eand place for the
meetings.

What to Take to the Take the following
Meeting

h you to your daily meeting:

Jmerator Questionnaires, and, any
ator Continuation Questionnaires.

ompleted questionnaires given to you by
pondents.

Any Form D-225, INFO-COMMs you have completed.

e Alist of any questions you may have concerning your
work, your payroll, or any other issues that pertain to your
assignment.

What to Expect During your daily meetings, your CL:

e Reviews and collects completed questionnaires and any
continuation forms.

e Reviews and collects your completed payroll form for the
previous day worked (See Chapter 2 for the D-308).

e Reviews AA Binders and collects completed ones.

e Assigns new work.
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e Reviews and collects any completed INFO-COMMs.

e Reviews and collects any questionnaires from respondents
that they failed to mail back to the Census Bureau.

e Discusses with you your work progress and your work
plans, including how you plan your route of travel,
callbacks, and so forth.

e Answers any questions you have concerning your work,
including: procedures, respondents, safety, and payroll.

D-225, INFO-COMM Although most notes you write are about your cases and should
be written on the enumerator questionnaire, you may use the
D-225, INFO-COMM, to documep jons that need special

discuss these situations with y ““Ffgure 7-1 on page 7-5is
pleted by an enumerator.

Your Work ' our work performance from the
Performance i opportunity for your CL to

ur work performance, based on these
erformance includes your productivity, which
urs and miles you claim on your payroll is

e amount of work you have completed, and should
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Figure 7-1: D-225, INFO-COMM

SO ey a. TO (Receiver): b. FROM (Sender):
Teha SMmith, Jnave Doe
u.s. OEZZREE?E%:%?E%&"&“CE c. LCO code d. RCC e. Oﬁ)eraﬁun
B CoCo Any rewa NRFY
INFO - COMM f. I':‘Esilior.\ litla- g. CLD No./Other h. D}tf /-ZO ~
Information Communication | C /¥ UM évATOR /ol N3 bk i e 8
2010 Census IF REFERENCE TO SPECIFIC UNIT, SHOW WHERE APPLICABLE
i AA J» Block k. Map spot | L Case ID number/Ling number
0000000

m. Address or description (include city name and ZIFP Code)
See back of copy 3 for instructions.

STATEMENT (Answer required): [ Yes O Ne

Mark (X) appropriate box(es) and provide explanation,
[J Unable to contact [ Refusal ] Unsafe to enumerate
&Inaccessible [ Other Living Quarters

[ Picked up paper questionnaire ] Geography/Map problem

[ Other — Explain below z

Explanation:
A brrge sravek parT 0F 7he QR BRIdg
Shv /?‘1'4{9 p /8 SHFEry

iNAEEess i ble g7 This

Section Il

Answered or acknowledged by Date

Copy distribution: Copies 1 and 2 - Recelver Copy 3 - Sender
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Chapter 8: Census Related Issues

Topic 1: Equal Employment Opportunity (EEO)

Census Bureau
Commitment to EEO

What is EEO?

The Bureau of the Census has a long-standing commitment to
the principles of Equal Employment Opportunity (EEO). The
Census Bureau believes in fair and equal treatment of all
employees and job applicants.

job opportunities without r ; ngii-merit factors as
race, gender, national origin, on, disability, age,
; The EEO complaint

process is an adminisi ess'designed to safeguard these
rights. All applicants @ ees have a right to freedom
from retaliatio ing W ECO complaint, participating in the
EEO complas 20sing unlawful discrimination.
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Chapter 8: Census Related Issues

Introduction

Personal Security

Topic 2: Safety

This topic gives an overview of safety practices you should
follow. It also tells you what to do in case of an accident or
other incident.

Refer to Chapter 5 in the D-590, Census Employee Handbook
for Enumerators, Recruiting Assistants, and Crew Leader
Assistants, for additional information about personal safety
while working for the Census Bureau.

portance to the Census
ppreciate the work you
2 our important census

Your personal safety is of the
Bureau. We value ea
do. You are the reason
work. To maximize

ings at all times.

es or large sums of money with

if you must bring it with you,
r shoulder with the clasp next to your body.

your wallet in an inside or front pocket.

y on well-lit streets at night. Avoid walking past
dark shadows near buildings or too close to doorways
and other potential hiding places. If needed, use a
flashlight. Wear comfortable shoes, in case you need to
run.

¢ Avoid walking on uneven, broken or poorly constructed
surfaces or stairs.

e In freezing weather, watch out for ‘black ice.’

e Do not try to make entries on your forms or maps while
you are walking.

e Stay alert for objects that pose tripping hazards.
e Grasp the handrails on stairways.

e When entering a building, pause and let your eyes adjust
to the indoor lighting before going in any further.

e Always report anything suspicious to your supervisor.
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07/10/2009



D-547
NRFU Enumerator Manual

Chapter 8: Census Related Issues

Driving Safety and Seat
Belt Use

You should always be prepared for work. Advance planning
should prevent you from confusion and distraction while you
are driving, and as a result, should allow you to pay 100%
attention to your driving and road safety. The following list
provides suggestions to help you stay safe while you are
driving.

Never attempt to review census materials while you are
driving.

If you need to check any census materials, including
maps, on the way, pull off the road to a safe location
such as a well-lit parking lot and turn on your hazard
lights.

Do not talk on a cell p ile driving. Pull off the
road to a safe i s &well-lit parking lot

Drive defensively, always being alert to the movements
of other drivers.

When stopping, leave space between you and the
vehicle ahead of you. If another vehicle ‘rear-ends’
your vehicle, this could prevent you from hitting the
vehicle in front of you.

Do not try to drive on impassable roads.
Do not try to drive in bad weather.
Never pick up hitchhikers.

Keep your doors locked at all times.

Do not travel roads posted with ‘No Trespassing’ signs.
Instead, attempt to find a knowledgeable person who
can provide access or information about housing units.
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e \Watch out for deer, moose, or other animals in rural

areas.
Being Cautious with Beware of dogs and other animals. Adhere to posted warning
Animals signs about animals. Never assume an animal will not bite,

even if the owner is present. If confronted by a dog, do not run;
instead, face the dog without making direct eye contact and
back away slowly.

If you are bitten by an animal:

e Seek medical attention immediately for treatment and
advice on receiving a rabies shot.

e Report the bite to the
department.

alth department or police

e Report the inciden pervisor.

Follow the instru
Accidents.’

section ‘Bodily-Injury

Assaults and/or Alw, ur safety in mind and be aware of your

Threatening Situations surro

t enter buildings that are condemned, being torn
n, or otherwise unsafe.

Do not enter locked buildings or gates without
permission.

e If you are threatened while working, leave the area
immediately. Discuss the matter with your Crew Leader
before making further attempts to contact a respondent.

e An assault or serious threat of any kind on census
employees is a rare occurrence. However, if you are the
victim of an assault, leave the area immediately and get
medical attention, if needed. Then, call the police and
notify your Crew Leader (CL).
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What to do in Case of an
Accident and/or Injury

Insurance Coverage

Bodily-Injury Accidents

Accident or Injury Forms

Get emergency treatment at the nearest doctor’s office or
hospital, if necessary. All census employees are covered under
the Federal Employees’ Compensation Act (FECA) in case they
have an accident and/or are injured on official business.

Contact the Administrative Coordinator at the Regional Census
Center (RCC) using the toll free number “1-877-233-4776" as
soon as possible after the incident. Then, notify your CL.

The RCC will send you the appropriate forms to complete.

If you use your vehicle for official census duty, you must have
insurance that covers any injuries and damages you receive
and/or cause in an accident.

You are reimbursed f xpenses by the mile while
on official business. Th S considered high
enough to cover insura Ing expenses

Remember that Bureau employee, you are covered
by FECA. If you while performing your official

census duti : ed to immediate first-aid care and
full medi

emergency treatment from a nearby medical facility.
As soon as possible, report the injury to your supervisor.

e Fill outa Form CA-1, Federal Employee’s Notice of
Traumatic Injury and Claim for Continuation of
Pay/Compensation.

e Assist the supervisor in completing a Form CD-137, Report
of Injury, Iliness, Accident or Fatality.

If you have any questions about the forms you need to fill out,
refer to Chapter 5 of the D-590, Census Employee Handbook
for Enumerators, Recruiting Assistants, and Crew Leader
Assistants. It details which forms are necessary depending on
the type of accident and/or injury. Copies of the forms are in
the appendix of the handbook. Keep this handbook with you at
all times.
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Vehicular Non-Injury If you have a non-injury automobile accident while working, do
Accidents the following:

e Exchange information with the other involved party.

e Wait for a law officer to arrive before discussing the
accident.

e Look for witnesses to the accident. If applicable, have
witnesses fill out an SF-94, Statement of Witness.

e Fill out an SF-91, Motor Vehicle Accident Report.
o Notify your supervisor of your accident as soon as possible.

\9
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Topic 3: Confidentiality and Data Stewardship

Census Confidentiality One of your most important duties as a NRFU enumerator is
to protect Personally Identifiable Information (PI1) and Title
13 data from disclosure to unauthorized persons.

You must not reveal census information to anyone who is
not a sworn Census Bureau employee who has a need to
know.

Title 13 Title 13 of the United States Co
the confidentiality of census i
establishes penalties f
confidential census info
share responses, add
individual or estab
enforcement age

is the law that guarantees
n for 72 years. Italso

al information with any
ing government and law

Examples
informat

, Add Page for Housing Units (when you
housing unit)

nsus block maps that contain map spots
Labeled D-1(E), Enumerator Questionnaire

itle 13 says that information the Census Bureau gathers can
be used for statistical purposes only. It cannot be used
against an individual by any government agency. The
Census Bureau cannot publish or disclose a person’s name or
address to the public if it can be associated with specific
data.

As a Census Bureau employee, you are responsible for
protecting the data we collect. In order to have access to the
Title 13 protected data, you signed a Sworn Affidavit of
Nondisclosure when you were hired. This obligates you to
keep all Title 13 data confidential. This responsibility does
not end when your census employment ends. It is for the rest
of your life.
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An employee who discloses confidential information can be
fined as much as $250,000 or imprisoned for up to five
years, or both.

Confidentiality is not just a Census Bureau standard of
behavior - it is guaranteed by law.

Pll Data PIl data include any information that could be used to
specifically identify an individual. In the context of the
decennial census, PII includes a person’s name, age, address,
and telephone number. In a broader sense, it includes

information about a person’s personal finances, medical

history, and so forth.

Reporting Loss of Title When you are calling to report a loss or suspected incident,
or PII be prepared to provide the following information:

e Name, address, and telephone number of the person
who experienced the loss.

e Location where the loss occurred. You can use the
Census Bureau Region or the geographic location.

e Time of the incident.

e Summary of the incident.

e The PIl or Title 13 material that has been lost or
suspected to be lost, stolen, or disclosed.

e The number of persons or addresses affected by the
loss, if known.
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Decennial Computer
Incident Response Team
(Decennial CIRT)

Data Stewardship

Ways to Maintain

Confidentiality as a Data

Steward

If paper documents containing Title 13 or PII information are
lost, missing, or stolen, contact the Decennial Computer
Incident Response Team, or Decennial CIRT for short, at
1-877-744-1522 within one hour of the occurrence. The
Decennial CIRT is staffed 24 hours a day, seven days a
week. Contact your supervisor immediately after calling
Decennial CIRT. Remember, the reporting procedure and
all the phone numbers you need are on the D-449,
Emergency Contact Information Card, which is behind your
ID badge.

If the incident requires someone to have medical attention,
call “911” before making any other phone call.

The Census Bureau un@by an ironclad
commitment that is back w. We may not
release Title 13 or PLiéa

dual privacy and confidentiality.
core responsibility.

ation’s people and economy.

You must maintain the confidentiality of all census
information. Follow these safe practices:

e Store census materials out of view, whether at home,
in a public place, or in your vehicle. Always lock
your vehicle if you must leave census materials in it.

e Do not put census materials on top of a vehicle or
beside it when opening the door of the vehicle.

e Never leave forms containing Title 13 or PII
unattended or unsecured.

e Never put Title 13 or PII in a written message.
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Public Participation

Privacy Act of 1974

D-1(F), Information Sheet,
and the Confidentiality
Notice

e Be careful when discussing Title 13 and PII with
other Census Bureau employees in public places.
Make sure no one else can hear you.

e Return anything containing Title 13 and PII to your
Crew Leader when you no longer have a use for it or
you have completed your work for the Census
Bureau.

e Do not share Title 13 or PIl with another sworn
employee who does not have a business need to
know.

e Always ask your Crew Leader if you are not sure
whether something is considered sensitive
information.

e Be able to explain wh
information an W

e Remember that w
oath, you ar.

us Bureau collects

the confidentiality

es the public more likely to
use they know the Census

them. Specifically, a person must know:

e Under what law the information is being collected.
e How the information is used.

e Whether an answer to a question is mandatory.

e The consequences of not answering a question.

The D-1(F), Information Sheet, contains the ‘Confidentiality
Notice’ required by the Privacy Act of 1974. Census field
staff are required by law to give an Information Sheet to
each person from whom they request census-related
information. The D-1(F) also contains the flashcard lists for
determining occupancy, relationship, Hispanic origin, and
race.
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There is a separate D-1(F) in Spanish. Both versions of the
‘Confidentiality Notice’ section of the D-1(F), Information
Sheet, are shown in Figure 8-1 that follows.

Figure 8-1: D-1(F), Information Sheet

INFORMATION SHEET

Your Answers Are Confidential

Your answers are confidential and protected by law.
All U.S. Census Bureau employees have taken an
oath and are subject to a jail term, a fine, or both if
they disclose AN!I' information that could identify you
or your household. Your answers will only be used
for statistical purposes, and no other purpose. As
allowed by law, your census data becomes public
after 72 years. This information can be used for
family history and other types of historical research.

You are required by law to provide the information

uested. These federal laws are found in the
United States Code, Title 13 (Sections 9, 141, 193,
214, and 221) and Title 44 (Section 2108). Please
visit our Web site at <www.census.gov/2010census>
and click on "Protecting Your Answers" to learn more
about our privacy policy and data protection.

Thank you for your cooperation. The U.S. Census
Bureau appreciates your help.

If you have any comments concerning the time it takes to co
this form or any other aspect of the collection, send it to:
Paperwork Reduction Project 0607-0919-C, LS. Census Bu:e \
AMSD-3K138, 4600 Silver Hill Road, Washington, Cig
You may e-mail ts to <Paperwork@

"Paperwork Project 0607-0819-C" as the subjed]

by the Office of Manage 3
for the 2010 Census is:
Expires 12/31/2011.

D-1(F) o200
USCENSUSBURERS

Sus Respuestas Son Confidenciales

Sus respuestas son confidenciales y estdn protegidas por la ley.
Todos los empleags a Oficina del Censo de los EE.UU.
toman un jurang sujetos a una penalidad de carcel,

n CUALQUIER informacién que lo
5 respuestas sdlo se usardn
para ningun otro fin. Segun lo
5 se divulgan al plblico después

U. Por favor, visite nuestro sitio en Intemet
5.g0v/2010census> y oprima en “Protecting

e su ayuda

Sl usted tiene algin comentario relacionado con el tiempo que toma
¥ esle i ) 0 con Juier ofro aspecto de la
recopilaciin de datos, envielo a: Paperwork Reduction Project
0607-0919-C, U.S. Census Bureau, AMSD-3K138, 4600 Slual Hill
Road, Washington, DC 20233, Puede enviar comentarios por correo
elecirénico a <Paperwork@census.gov=; ulilice “Paperwork Project
0607-0919-C* como tema,

Mo s& requiere que las personas respondan a ninguna recopilacion de
Informacién a menos que fa Oficina de Administracidn y Presupuesto
le asigne un numero de aprobacidn vélide, EIl ndmero de aprobacién
para &l Censo del 2010 es: Nam. de OMB 0607-0919-C; Aprobado
hasta 12/31/2011.

D-1(F)(S) ==
USCENSUSBUREAU
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Topic 4: Restrictions On Political Activities

Restrictions on the
Political Activities of
Federal Employees

Activities Allowed by
the Hatch Act

Activities Prohibited
by the Hatch Act

While you are working for the Census Bureau, you are covered by
the Hatch Act, which restricts certain political activities of federal
employees. The following are examples of activities that are
allowed or are prohibited under the Hatch Act.

Census employees may participate in the following activities
during non-duty hours:

e Register and vote as they chog

e Contribute money to poli
e Attend political fun

e Attend and be ical rallies and meetings.

Census emplo ed from:
al aetivity while on duty.
olitical activity in a government office.

in political activity while wearing an official

aging in political activity while using a government
vehicle.

Soliciting or receiving political contributions.

e Wearing political buttons or displaying political bumper
stickers on their vehicles while on duty.

Note: Employees may display a partisan political sign or sticker
(such as a bumper sticker) on a privately owned (or rented)
vehicle, as long as the vehicle is not used for official government
work. The employee must remove or cover up any such sign or
sticker on their vehicle during the period in which the vehicle is
used for official government work (for example, while the
employee is on duty). Employees may display a partisan political
sign or sticker from a past partisan campaign after the
election, so long as the person named on the sign or sticker is not
currently running in a partisan political campaign.
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How Does the Hatch It is your responsibility to speak with your CL about permissible

Act Affect You? political activities. Federal employees should know that certain
political activities may also constitute criminal offenses under
Title 18 of the U.S. Code.

For more information on the Hatch Act, refer to Chapter 2 in the
D-590, Census Employee Handbook for Enumerators, Recruiting
Assistants, and Crew Leader Assistants.

\9
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Appendix A: Abbreviations

AA Assignment Area

AMA Assistant Manager for Administration
AMFO Assistant Manager for Field Operations
AMQA Assistant Manager for Quality Assurance
AMR Assistant Manager for Recruiting

AMT Assistant Manager for Teganolo

BSA Basic Street Address

Cl Conducted Intervie

CIRT

CL

CLA

CLD

CO

cou

DAPPS Decennial Applicant, Personnel, and Payroll System
DK Don’t Know

EEO Equal Employment Opportunity
EQ Enumerator Questionnaire

FLD Field

FOS Field Operations Supervisor

FOSD Field Operations Supervisor District
GQ Group Quarters
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07/10/2009



D-547

NRFU Enumerator Manual

Appendix A: Abbreviations

HH
HU

ID

INFO-COMM

LCO

LCOM

LQ

MOV

NC

NRFU

NV
NTE
oCs
oJT
00S
oT
oT
PII
QA
RCC
RE
REF
SP
ST

Household

Housing Unit

Identification

Information Communications
Local Census Office

Local Census Office Manager
Living Quarters

In-Mover

No Contact

Nonresponse Followup

Notice of Visit

Not-to-Exceed

r (Outcome code on EQ)
ertime

Personally Identifiable Information

Quality Assurance

Regional Census Center

Refusal (Outcome Code on EQ)

Refused (Write in bottom margin when respondent refuses)

Spanish

State
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UHE Usual Home Elsewhere

WHUHE Whole Household Usual Home Elsewhere

\9
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Appendix B: Census Forms for 2010

Census Employee Handbook A reference document for use by enumerators, Recruiting

for Enumerators, Recruiting Assistants, and Crew Leaders Assistants that contains
Assistants and Crew Leader information about personnel, payroll, employee relations, and
Assistants, D-590 safety issues.

Census Employee Handbook A reference document for use by Field Operations Supervisors
for Field Operations and Crew Leaders that contains information about personnel,
Supervisors and Crew payroll, employee relations ty issues.

Leaders, D-591

Daily Pay and Work Record, A two-page, pregs payroll form completed by
D-308 ay worked on census business.

Emergency Contac
Information Card, 44

d worn on behind the enumerator’s identification badge
a neck lanyard. It contains the procedures to follow if
census materials containing Title 13 or PII data in the
enumerator’s possession are lost, misplaced or stolen.

Enumerator Continuation The form used by enumerators to collect person data for
Questionnaire, D-1(E)SUPP households with more than five members.

Enumerator Questionnaire, The form used by enumerators to collect information about
D-1(E) NRFU addresses.

INFO-COMM, D-225 A form used by enumerators and other field staff to document

situations that are not specific to the EQ, such as dangerous
areas and large-scale apartment mix-ups.
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Information Sheet, D-1(F)

Language Identification
Flashcard, D-3309

NRFU Enumerator Manual,
D-547

NRFU Enumerator ick
Reference Guide, 47

Notice of Visit, D-26

A form that enumerators give to all respondents from whom
information is requested. The Information Sheet contains the
‘Confidentiality Notice,” which the Census Bureau is required
by law to give to all respondents. In addition, the Information
Sheet contains lists that provide respondents with choices for
the questions on household residency, relationship to the
reference person, Hispanic origin, and race. This form is
available in both English and Spanish.

A document that contains statements in 59 languages which is
designed for enumerators show to respondents who speak a
language other than English or Spanish. A respondent can
scan the flashcard and poin nguage he or she speaks.
The enumerator canghen t rewv Leader to provide an
interpreter who spea e ndent’s language, if the
interview cannot be obtathed other way or if the
respondent requ int ter.

A reference enbifor use by NRFU enumerators that

t Nonresponse Followup

rms, processes, and concepts. It is the primary
f subject-matter information for NRFU.

e-page reference document for use by NRFU

umerators that contains the most important information
about Nonresponse Followup procedures, forms, processes,
and concepts. It is designed for enumerators use in the field
when they need information in a hurry. It is used in addition
to the D-547, NRFU Enumerator Manual.

A form for use by enumerators when they cannot find anyone
at home at an occupied housing unit. The Notice of Visit tells
occupants that an enumerator visited them and will be
returning to gather census data. It also provides occupants
with information about the enumerator and/or the LCO so
they can contact the enumerator and/or the LCO if they have
questions or are willing to be interviewed by telephone.
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Official Business
Sign/Employee, BC-1199

Enumerator Job Aid,
D-1(E)Job Aid(S)

A sign for census field employees to place on the dashboard
of their vehicles when they are using their vehicles for official
census business. The sign should be visibly displayed in the
windshield of vehicles, so the public can tell that the driver is
representing the Census Bureau on official census business.
However, the sign should be placed in a position that does not
block the vision of the driver.

A form that contains a verbatim Spanish translation of the
English Enumerator Questionnaire with enumerator
instructions printed in English. It is designed for use by
enumerators who speak Spanish well enough to conduct the
interview in Spanish with a —speaking respondent.

N
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2010 CENSUS

Assignment Area and Block Map Legend
SYMBOL DESCRIPTION SYMBOL NAME STYLE
County or County Equivalent onspesoopoeRe ERIE
Incorporated Place 00600600000 Rome
Coflection Block! 15205
Inferstate and U.8. Highway ———— & 3
State Highway or County Road e k]
City Street or Local Read RO — CashoiRs
4WD Trail or Private Road et Rk o Yok
Watkway, Stairway or Path e
Fey e =
Railroad SN —
Pipeline, Power line, or Lift T
Perennial Stream El
Intermittent Stream Finay ¢

Fence Line ot Ridge Line

Nonvisible Boundary or Feature
Not Elsewhers Classified

Map Spc)t2
Lake, River, or other water,

Flegsam Leke

Fort Belvoir

Yosemite NP

&

Gretely GaFGoare

Where internutionsd, state, and/or county boundaries coincide, tee mup shows the boundary symbol for only the highest-rauking
of these boundaries.

1. An asterisk following a block number indicates that the block number is repeated elsewhere in the block or the block is shown
partially on the adjacent map sheet. '

2. A number in parentheses following a map spot indicates the number of units at a multiple unit living quarters.

TRAINING
ILLUSTRATION
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Appendix D: Household Residency Rules

Who to Count Count people at their usual residence, which is the place where
they live and sleep most of the time, with a few exceptions.
People who do not have a usual residence, or cannot determine a
usual residence, should be counted where they are on Census
Day.

Include people on the D-1(E) Enumerator Questionnaire, (or EQ
for short) who:
e Live or stay at the address on the EQ most of the time.

e Stayed at the address on t April 1, 2010 and had
no permanent placepto liv

e Stay at the address o
place they might li

ime than any other

hether to include someone on his
on ‘Special Living Situations’

Special Living es below that apply to a variety of special living
Situations
Births and Deaths not include on the EQ:
e Babies born after April 1, 2010.
e People who die before April 1, 2010.
Do include on the EQ:
e Babies born on or before April 1, 2010.
e People who die on or after April 1, 2010.
Correctional Facilities Do not include on the EQ:

e People in correctional residential facilities on April 1,
2010.

e People in federal detention centers on April 1, 2010.

D-1
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e People in federal and state prisons on April 1, 2010.

e People in local jails and other municipal confinement
facilities on April 1, 2010.

e People in military disciplinary barracks and jails on
April 1, 2010.

e People in correctional facilities intended for juveniles on
April 1, 2010.

People in these places will be counted at the facility.

Foreign Citizens Do not include on the EQ:

e Citizens of foreign countries
such as on a vacation or b

Do include on the EQ:

isiting the United States,

g in the United States, so
eping most of the time at the

e Citizens of foreigp

lomats live. However, they have the right to
o0 provide any or all information.

attending college in the U.S., so long as they live and
sleep most of the time at the address on the EQ.

Group Homes Do not include on the EQ:
e People staying in group homes on April 1, 2010.
Do include on the EQ:

e People staying away in religious group quarters, so long
as they live and sleep most of the time at the address on
the EQ.

e People staying away in workers group living quarters and
Job Corps Centers, so long as they live and sleep most of
the time at the address on the EQ.

D-2
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Healthcare Facilities Do not include on the EQ:
e People in hospitals on April 1, 2010 who have no usual
home elsewhere.
e People in mental or psychiatric hospitals on April 1, 2010.

e People in psychiatric units for long-term non-acute care in
other hospitals on April 1, 2010.

e People in nursing facilities or skilled nursing facilities on
April 1, 2010.

e Juveniles in residential treatment centers (non-
correctional) on April 1, 2010.

e People in military treatment facilities on April 1, 2010
with assigned active duty pati

Do include on the EQ:

e People staying away
sleep most of thedim

long as they live and
address on the EQ.

-patient hospice facilities, so
aep most of the time at the address

ress on the EQ.

aying away in Veterans Affairs hospitals, except
jatric units, so long as they live and sleep most of
ime at the address on the EQ.

ewborn babies staying away in a hospital, so long as
they will live and sleep most of the time at the address on
the EQ.

Merchant Marine Do not include on the EQ:
e Crews of United States flag maritime or merchant vessels,
who on April 1, 2010, were:
Docked in a foreign port.
Sailing from one foreign port to another foreign port.

Sailing from a U.S. port to a foreign port.
Sailing from a foreign port to a U.S. port.

e Crews of United States flag maritime or merchant vessels
who live and sleep most of the time on the vessel.

D-3
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Do include on the EQ:

e Crews of United States flag maritime or merchant vessels
docked on April 1, 2010 in a U.S. port or sailing from one
U.S. port to another U.S. port, so long as they live and
sleep most of the time at the onshore address on the EQ.

e Crews of U.S. flag maritime or merchant vessels engaged
in U.S. inland waterway transportation on April 1, 2010,
so long as they live and sleep most of the time at the
onshore address on the EQ.

Military Do not include on the EQ:

e United States military per jving in barracks.

e United States mili
with them, who live
outside the United

: el on U.S. military vessels
athe U.S.

itary vessels if they live and sleep most of
n the military vessel.

n in military disciplinary barracks and jails.

erson in military treatment facilities on April 1, 2010
with active duty patients assigned to the hospital.

All other people living in military quarters.
o include on the EQ:

e United States military personnel living on an installation
or off an installation and not in barracks in the U.S., so
long as they live and sleep most of the time at the address
on the EQ.

e United States military personnel on U.S. military vessels
with a U.S. homeport, so long as they live and sleep most
of the time at the onshore U.S. address on the EQ.

e People on military vessels, so long as they live and sleep
most of the time at the onshore U.S. address on the EQ.

e Patients in general or Veterans Affairs hospitals, except
psychiatric units, on April 1, 2010, so long as they live
and sleep most of the time at the address on the EQ.

D-4
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e Newborn babies still in a Veterans Affairs hospital on

April 1, 2010.
More Than One People may live in multiple places for several reasons. For
Residence example, they might live away from home while working to be

closer to work. They might live at two or more residences during
the month, week or year (i.e., those who travel seasonally). And,
sometimes children live in more than one place due to shared
custody or other arrangements.

Do include these types of people on the EQ:
e People who stay at the address on the EQ more than
anywhere else.

e People staying at t
and their time is eq
might stay.

Q on April 1, 2010,
gtween other places they

Movers Do not include

0 and who are not already listed on a census form for
another residence.

Nonrelatives Include everyone on the EQ who lives and sleeps most of the time
at the address on the EQ, even if they are not related to anyone
living there.

Do include on the EQ:

e Roomers or boarders.

e Housemates or roommates.

e Unmarried partners.

e Foster children or foster adults.

e Live-in employees, such as caregivers or domestic
workers.

D-5
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Shelters and Outdoor
Locations

Students

Do not include on the EQ:

People in domestic violence shelters on April 1, 2010.

People staying in emergency and transitional shelters with
sleeping facilities for people experiencing homelessness
on April 1, 2010.

People at targeted nonsheltered outdoor locations.

Do include on the EQ:

People who live and sleep most of the time at the address
on the EQ, even if they sometimes visit soup kitchens or
regularly scheduled mobile food vans.

People in living quarters for victims of natural disasters,
so long as they live and sl of the time at the
address on the EQ

ying in residential schools for people with
pities on April 1, 2010.

Daiinclude on the EQ:

College students if they are living and sleeping most of
the time at the parental home.

Boarding school students living away from their parental
home while attending boarding school below the college
level, including Bureau of Indian Affairs boarding
schools.

Foreign students living and sleeping most of the time in
the United States while attending college.
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Transitory Locations Transitory locations include recreational vehicle (RV) parks,
campgrounds, hotels and motels including those on military sites,
hostels, marinas, racetracks, circuses, and carnivals.

Do include on the EQ:

People who sometimes stay at transitory locations if they
live and sleep at the address on the EQ most of the time.

People who stay at the address on the EQ more than
anywhere else.

People staying at the address on the EQ on April 1, 2010,
and their time is equally divided between other places they
might stay.

United States Citizens Do not include on the E

Outside the United States

Visitors and Travelers

U.S. citizens living ou ted States.

and sleep most of the time at the address on the EQ.

People temporarily away from the address on the EQ on
April 1, 2010 working elsewhere without a usual
residence there (for example, truck driver or traveling
salesperson), so long as they live and sleep most of the
time at the address on the EQ.
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Additional Housing Unit

Adult

Assignment Area (AA)

Assignment Area Number

Assignment Area Binder

Assignment Area Bi
Conte

Glossary

A housing unit an enumerator discovers while interviewing at
a NRFU address that is not listed on the D-103.1, Address
List, in the AA binder.

For the decennial, an adult is a person who is at least 15 years
old.

A geographic area establishe collection purposes,
usually consisting of h@aising se proximity to each
other in one or more bloG, of el rhood.

< ecific AA on forms. The AA
Igit number that is begins with the
and a hyphen. An example is *32-

ollowing:

D-101A, Special Notice Page, is the first page in the AA
binder and contains a statement that the contents of the binder
are confidential.

D-103, Cover Page/Quality Assurance Review Page, is a
two-sided page. The Cover Page is used to record the AA
number, the Crew Leader’s name, and the enumerator’s name.
The Quality Assurance Review Page contains the checklists
the enumerator, CL, CLA, and LCO staff use to review the
questionnaires and the binder contents as they are completed
by enumerators.

D-114, Block Listing, provides a listing of the block numbers
within the AA.
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Assistant Manager for
Administration (AMA)

Assistant Manager for
Field Operations (AMFO)

Assistant Manager for
Quality Assurance
(AMQA)

Assistant Manager
Technology (AMT)

Basic Street Address
(BSA)

D-103.1, Address List, contains the addresses of all known
housing units in the AA.

D-103.A, Add Page for Housing Units, is used by the
enumerator to list additional living quarters discovered in the
AA.

Map Envelope

The map envelope contains census block locator maps, census
block maps, and a map legend.

The AMA oversees and is responsible for the administrative
area in the LCO, which includes personnel and payroll
activities.

e for planning,

The AMFO oversees and i
' d data collection production

WFhe AMQA directly supervises the FOS and the
ield quality assurance operations.

he AMT oversees and is responsible for managing and
monitoring the computer system and other technological
systems in the LCO.

The house number and street name portion of an address that
does not include a unit designation. An example is ‘11 Main
Street.” When a building uses a fractional number or letter,
the fraction or letter is part of the BSA. Examples are ‘120%
Main St.” and ‘505A Market Street.”
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Callback Attempts After the enumerator’s first personal visit attempt to obtain
information at a NRFU address, the enumerator may make
two callback attempts in person or, depending on the number
of contacts allowed in the ‘Record of Contact’ section on the
EQ, between one to three (usually three) telephone callback
attempts.

Census Block A geographic area bounded on all sides by visible features,
such as roads, railroad tracks, or rivers; or by invisible
features, such as county lines, city limits, political boundaries,
or property lines.

Census Block Map A map that shows the [ th@census block in which
an AAis located. Itisa that shows all the
roads and housing uni y map spots) that are

located within the

Census Block Locator ap helps determine the location of
Map t there. The block is a small shaded

Census Block Nu five-digit number that identifies a specific block on census

aps and forms.

Census Day The reference date for collection of census data. For the 2010
Census, Census Day is April 1, 2010.

Confidential Data All existing and newly collected address and personal data
(including map spots) contained in Census Bureau materials
are considered to be confidential data and are protected under
Title 13 United States Code (U.S.C.). Confidential data must
be maintained in secured, locked areas. Only persons who
have taken the Oath of Office or have special sworn status,
with a need to know, are allowed access to confidential data.

Glossary-3
07/10/2009



D-547
NRFU Enumerator Manual

Glossary

Confidentiality

Confidentiality Notice

Crew Leader (CL)

Crew Leader Assistant
(CLA)

Crew Leader Distri

(CLD)

Data Stewardship

Decennial Census

Not divulging any of the data that is census confidential,
including the data we collect, to anyone who is not sworn to
maintain census confidentiality or who does not have a
business need to know. Confidentiality is required by law,
and is the basis for the public’s trust that the Census Bureau
protects their privacy.

The section on the D-1(F), Information Sheet, that is titled
“Your Answers Are Confidential," which, by law, must be
provided to all respondents, either as a handout when personal
contact is made or read by the enumerator during a telephone
interview.

upefVises enumerators and
CL reports directly to

A Census Bureau emplo
Crew Leader Assista
the FOS.

who assists the Crew Leader by
rom the CL. The CLA reports

@ aphic area assigned to a Crew Leader.

Providing quality data for the public good while protecting
individual privacy and confidentiality is the Census Bureau’s
core responsibility.

Article 1, Section 2 of the United States Constitution mandates
that a census of the population be taken every ten years, and it
is, therefore, called the ‘Decennial Census.” The constitutional
reason for conducting the census every ten years is to
determine the congressional representation of each state in the
U.S. Congress. However, the results of the census are used
for many purposes in addition to determining congressional
representation.
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Demographic Surveys Surveys the Census Bureau conducts on an ongoing basis,
between and during censuses, on behalf of various federal,
state, and local government agencies.

Direct Access An entrance to living quarters directly from the outside of the
building or through a common hall.

Enumeration The process of gathering census information and recording the
information on census forms.

Enumerator A Census Bureau employee iews people to get
information for the ce : me ator reports directly to
the Crew Leader.

Equal Employment
Opportunity (EEO) j i Jout regard to such non-merit factors

political affiliation. The EEO complaint
inistrative process designed to safeguard
All applicants and employees have a right to
retaliation for filing an EEO complaint,
ating in the EEO complaint process, or opposing

| discrimination.

Falsification The deliberate act of entering false information on census
forms, including EQs and payroll forms. Falsification is not
tolerated by the Census Bureau and is grounds for immediate
termination of employment.

Field Operations A Census Bureau employee who supervises Crew Leaders.
Supervisor (FOS) The FOS reports directly to the AMFO.
Gated Community A community composed of houses, duplexes, townhouses,

and/or apartment buildings that has a secured gate, fence, or
other barrier to limit access to nonresidents.
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Hatch Act

Household (HH)

Housing Unit (HU)

Identification Badge

In-Movers

Local Census Office
(LCO)

Local Census Office
Manager (LCOM)

Manipulation of Hours

The law that regulates federal employee’s participation in
political activities.

A person or group of people who occupy a housing unit as
their usual place of residence.

Housing units are places where people live, such as houses,
townhouses, apartments, mobile homes or trailers, single
rooms, or a group of rooms that are occupied as separate
living quarters or, if vacant, are intended for occupancy as a
separate living quarters.

Commonly called the ID
census employees aae

are working on off %
House cup

after su , April 1, 2010.

d to identify all
orn at all times when they

A Census Bureau employee who has overall responsibility for
the quality and progress of all field and office operations in a
single Local Census Office (LCO). The LCOM directs census
activities for the LCO area, and monitors the progress and
costs of operations to ensure they are on schedule, within
budget, and meet data quality standards. The LCOM
supervises the AMA, the AMFO, the AMQA, and the AMT.

Moving hours from one pay period to another in order not to
be paid overtime. Also called moving, accumulating, or
banking hours, manipulation of hours means the employee
knowingly submitted a false payroll. Manipulation of hours is
not tolerated and is grounds for termination of employment.
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Map Feature Any part of the landscape portrayed on a map as a point, a
line, or an area, including invisible boundaries of legal
entities, such as city limits or county lines.

Map Legend A single sheet of paper that shows the symbols used on census
maps and gives a brief description for each one. A map
legend is placed in the map envelope in each AA binder.

Map Spot A circle symbol on the census block map with a number. It
identifies the location of residential addresses on the census
block map.

on the census block
s a number within
t represents a multi-unit

Map Spot Number The number assigned to
map. If the map spoigmumb

parentheses beside % .
0

structure or mobile
Mobile Home/Trailer Park A group of ile homes/trailers or sites occupied or
inten or o ancy at a single location.

e home/trailer site is a location in a mobile
railer park that is occupied by or intended for
ccupancy by mobile homes and trailers.

Mobile Home/Trai

Multi-Unit Building A building that contains two or more housing units at the
same basic street address.

Nonresponse Followup Nonresponse Followup is the field operation in which
(NRFU) enumerators visit the addresses for which the Census Bureau
did not receive completed census questionnaires by mail.

Not-to-Exceed Date (NTE) The expiration date of a decennial employee’s appointment,
which is eight weeks from the date the decennial employee
began working for the Census Bureau.
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Observation

On-the-Job Training
(OJT)

Outcome Code

Overtime

Pay Period

Payroll Hotline

Personally Identifiable
Information (PII)

Privacy Act of 1974

Enumerators are observed by a CL or by a CLA after initial
training, usually during the first week of field work, to ensure
they understand and correctly follow census rules and
procedures.

Additional training after initial training class for enumerators
who do not understand a concept or procedure, make errors on
their work, have problems in the field, or ask for help.

The code the enumerator prints in the ‘Record of Contact’
section of the EQ every time an attempt is made to contact
someone about a NRFU addr

Hours of work that exeee urs in a workweek. Overtime
must be approved,i in writing by the appropriate
supervisor at the

A weekly p , beginning with Sunday and ending on the
follo Saturday.

Any information about an individual maintained by an agency
that includes, but is not limited to, education, financial
transactions, medical history, criminal history, or employment
history information, which can be used to distinguish or trace
an individual’s identity.

The law that requires each federal agency to advise people of
their rights when collecting information from them.
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Proxy

Quality Assurance (QA)

Reference Person

Reimbursable Expenses

Respondent

Separate Living Quarters

A nonhousehold member of a NRFU address who has
knowledge about the Census Day status of the address, and its
occupants, if the address was an occupied housing unit on
Census Day, with whom you conduct the interview for that
address. Any eligible respondent must be at least 15 years
old.

The process of reviewing work to ensure that accurate data is
collected, and that census rules and procedures are being
followed. The main purpose of QA is to detect and deter
falsification of data, and is one of the CL’s primary
responsibilities.

Person 1 in Question 1
household member
housing unit.

whe's usually an adult
owners or renters of the

ness*for which they receive repayment.
mileage, tolls, and telephone calls that

he person who answers questions about the NRFU address.

Living quarters in which one or more occupants live
separately from any other individual(s) in the building and
have direct access to the living quarters without going through
another living quarters, such as from outside the building or
through a common hall. For vacant units, the criteria of
separateness and direct access are applied to the intended
occupants.
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Title 13 of the United
States Code (U.S.C))

Unit Designation

Vacant — Regular

Vacant — Usual Home
Elsewhere

Whole Household — Usual

Home Elsewhere
(WHUHE)

Writing Conventions

Title 13 of the U.S.C. is the positive law that governs the
Census Bureau. Title 13 stipulates that information gathered
by the Census Bureau can only be used for statistical
purposes, not for any use against and individual by any
government agency.

A designation for each living quarters in a multi-unit building
or mobile home park. Examples are: ‘Apartment A,” *Unit
302,” and so forth. Sometimes a description is used as a
designation. An example is: ‘Basement Apartment.’

A housing unit that is intende -round occupancy and
was not occupied on us

be occupied for seasonal or
pe occupied by persons with a
gdat the time of the NRFU

riting styles that the enumerator uses to print information in
fill-in boxes, or that helps the enumerator determine how to
read and administer the EQ.
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