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STATEMENT OF PROFESSIONAL ETHICS

All interviewers for the Survey Research Center are expected to understand
that their professional activities are directed and regulated by the following stale-
ments of policy:

The Center undertakes a study only after it has been evaluated in terms of
its imporiance 10 society and ils contribution to scholarly knowledge. [1 does not
conduel studies which are, in its opinion, trivial, of limited importance. or which
would involve colleciing information that could be obtained more easily by other
means, and it does nol undertake secret research or conduct studies for the sole
benefit of one individual, company, or organization. The Center is a community
of scholars whose findings are available to everyone. Every effort is made to dis-
seminate research results as widely as possible: this is done through books. jour-
nal and magazine articles, news releases. papers presented at professional meet-
ings. and in the classroom.

The rights of human subjects are a matter of prnimary concern to the Center
and all study procedures are reviewed to ensure that individual respondents are
protected al each stage of research. While it is the Center’s policy to make study
findings public, the utmost care is taken 10 ensure that no data are released that
would permit any respondent to be identified. All information 1hat links a particu-
lar interview to a specific respondent 1s removed as soon as the interview-is re-
ceived at the Center; this information is maintained in special confidential files
while the study is in progress, and is destroyed afier the siudy closes. Interviews
themselves arc identified only by numbers.

The Center's strict precautions to protect the anonymity of respondents witl
be undermined if the interviewer does not treat information concerning respon-
dents with equal regard. Interviewers perform a professional function when they
obtain information from individuals in personal interviews. and they are expected
to maintain professional ethical standards of confidentiality regarding what they
hear and observe in the respondent’s home. All information about respondents ob-
tained during the course of the research is privileged information, whether it re-
lates to Lhe interview itself or includes extranéous observations concerning the
respondent’s home, family, and activities.
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1 THE SAMPLE SURVEY

A survey usually involves collecting data by
interviewing a sample of people selected to rep-
resent accurately the popuiation under study.
Each person in the sample is asked the same
series of questions, and responses are then or-
ganized so that conclusions can be drawn from
them. This information is used either to solve a
particular problem or to add needed information
about the problem.

Precise interviewing procedures are used to
ensure full and accurate data collection. If careful
methods are used, then the data gathered from a
sample of respondents can be used confidently to
represent the total population. Using an accurate
“*sample,’” it is possible to avoid the very expen-
sive and time-consuming procedure of taking a
census, which involves a complete accounting of
every person in the popuiation being studied.

WHAT KINDS OF QUESTIONS ARE ASKED?

Survey questions concern people’s be-
havior, their attitudes, how and where they live.
and information about their backgrounds (demo-
graphic data), as indicated below.

& Behavior. Many survey guestions relate
to the actions or behavior of people in various
areas of human activity. In the economic area. for
example, patterns of spending and saving have
been studied intensively in surveys. In other
areas, such behaviors as voting, reading, visits to
the doctor, geographical movements, and recrea-
tional habits are subjects of inquiry.

e Attitudes. Some survey questions con-
cern people’s opinions, attitudes, and expecta-
tions. These are areas in which it is unlikely that
data would be available from nonsurvey sources.

¢ Environment. In many surveys it is im-
portant to have data about the circumstances in
which respondents live in order to interpret their
responses more accurately. This includes infor-
mation about the neighborhood, the adequacy of
living quarters, membership in groups and or-
ganizations, and so on.

® Personal descriptive (demographic) data.
Surveys always include questions regarding the
sex, age, occupation, income, education, and
other personal-social characteristics of respon-
dents. By gathering this kind of information we
are able to make statements about the similarities
or differences among people in different age
groups, occupational groups, educational group-

ings, etc. Forinstance, we can find out how many
people aged 20-29 own c¢ars, and how car owners
in this age group compare with those in other age
groups. Certain kinds of demographic data are
more significant in one area of research than in
others. For exampie, itis more important to know
about a respoadent’s nationality and where he
grew up in an election study than it is in an
economic study.

Several questions in each of these categories
usually appear in every SRC questionnaire.

WHEN IS A SURVEY MADE?

Surveys are taken when the desired informa-
tion cannot be obtained more accurately and less
expensively in other ways. Forexample, it would
be inefficient to conduct a sample survey to de-
termine the number of automobiles in use in the
United States. This information may be obtained
more quickly and reliably by studying the files of
state licensing bureaus. But a survey would be
required to obtain certain information about
autos. For instance, no recorded information is
available on the occupations, buying intentions,
driving habits, or other characteristics of au-
tomobile owners. The automobile plays a large
part in the economy of the nation and such infor-
mation is of value not only to car manufacturers,
but also to agencies responsible for city planning,
highway departments, and travel and recreation
agencies, To talk to every car awner in the United
States would be prohibitively expensive and time
consuming, but it would be feasible to talk to a
sample of car owners.

HOW [5 SURVEY INFORMATION USED?

After gathering various kinds of informa-
tion, the study director is then in a posilion to
analyze the data and investigate the problem. He
or she will be concerned with such matters as how
many, who, how, and why. A survey on the use of
public libraries, for instance, might be designed to
answer questions like these:

How many people use a public library more
than five times a year?

Who are the people who tend to use public
libraries (by age, occupation, etc.)?

How do people make use of a public library
(for pleasure, reference, etc.)?

Why do some people use public libraries
while others de not?
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The answers to such questions are of inter-
est to many people. For example, librarians, edu-
cators, and publishers would find them useful
when they consider the practical problems of im-
proving facilities. They might also be useful to
theoretical researchers interested in studying the
manner in which the public is reached and influ-
enced by information from various sources.

After the survey data have been analyzed, a
report is prepared which is generally pubtished
and made available to the public. The survey re-
sults can then be used as a basis for changing,
improving, or even discarding existing proce-
dures. Survey data are also used by other re-
searchers to increase their knowledge of a fieid or
to define new areas for investigation.

TYPES OF SURVEYS

Library use is only one example of the many
topics which can be studied through the survey
method. Today, the survey is being used to ad-
vantage in opinion polling, market research, cen-
sus taking, and social research. These types of
surveys and the various ways in which they are
used are described briefly below:

¢ The public opinion poll. Opinion poils are
perhaps the most well-known among the various
types of surveys. The polls are an outgrowth of
the **straw’” or informal surveys conducted by
newspapers as early as 1824 for the purpose of
forecasting elections. During the 1930’s, a
number of independent polling agencies were or-
ganized; among them were Roper and Gallup.
Since then, these organizations have polled public
opinion on elections, public affairs, and other
specific topics of interest. These ‘‘straw vote™
polls have argused much popular interest in sur-
vey work.

® The market research survey. Another
type of survey activity is carried on by businesses
in consumer market research. Each year, a great
many surveys are conducted by market research
groups to determine consumer needs and the ef-
fectiveness of marketing programs. Markel sur-
veys focus on consumers’ attitudes toward cur-
rent products as well as on possible demand for
new products.

¢ The descriptive statistical survey, This
kind of survey is conducted largely by the gov-
ernment to obtain major descriptive information
about the population, its density, the composition
of the labor force, national health statistics, and
so forth. From earliest times, governments have
taken inventories of their human resources for
taxation, military, and legislative purposes. In

addition. democratic procedures in government
brought forth a need for better communication
between people and their officials. Government
agencies such as the Census Bureau conduct or
sponsor a wide variety of surveys designed to
measure public opinion and gather statistics.

® The survey for social research. The social
survey is a major research method used by social
scientists to gather and analyze information about
the social and economic conditions of the popula-
tion or segments of the population. This informa-
tion leads to a better understanding of human
beings in their social setting.

Social surveys are an outgrowth of the
European social reform movements of the 19th
century. In France, England, and other coun-
tries, philanthropists and others interested in so-
cial welfare began to study prison conditions, the
treatment of mental patients, poverty, and other
social problems. These early studics were based
onthe idea that until the extent and nature of these
problems could be measured, very little effective
action could be taken to improve conditions.

The European survey movement spread
rapidly to the United States after 1900. The prob-
lems of the many ethnic groups in this country and
the special social problems of large cities were
obvious fields for investigation. The number of
social surveys has increased steadily since 1915;
they deal with such things as education. care of
mental patients, housing. public health, and
crime, The Depression and two World Wars,
which brought nationwide social and economic
problems, were also factors in the development of
the social survey movement.

Clearly, the only way to find out how people
feel and what their opinions are is to ask them
directly, and the best way to do this is through a
survey. Survey procedures in earlier days tended
to be haphazard and impractical. Qver the years,
through experimentation and experience, re-
searchers have developed more scientific and sys-
tematic methods. Developments in social science

-and statistics were instrumental in speeding their

progress. Researchers realized that they could
reliably estimate conditions in large populations
by carefully observing relatively small numbers of
people.

CONDUCTING A SURVEY

To the casual observer, conducting a survey
may appear to be a simple procedure. The ques-
tions seem obvious enough and the tabulated per-
centage of responses adds up to one hundred. The
casual observer seldom suspects the detailed
labors which lie behind the neat columns of fig-
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ures in the final report. The fact is that a survey
must be carried out, step by step, with the utmost
care.

Just as a chemist must follow a chemical
formula precisely in order to make the desired
product, so the researcher must follow the survey
formula precisely in order to produce accurate
information. Each person involved in the survey
process must carry out his own work accurately
and must work with others as a member of a team
if the survey is to be successful.

Information about the steps involved in
conducting a survey should help interviewers un-
derstand the importance of their role in the entire
process. Here are eight steps the Survey Re-
search Center follows for most surveys:

. Defining the study objectives;

. Choosing the study design:

. Selecting the sample:

. Constructing and pretesting the ques-
tionnaire;

. Interviewing the respondents:

. Coding the interviews:

. Tabulating and analyzing the results;

. Writing the study report.

B B —
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Let us examine each of these steps separately.

Defining the study objectives. A first step in
any survey is to define and outline the area under
investigation. In doing this, the study planners
work oul a statement of the problem and the gen-
eral objectives of the survey. These general ob-
jectives are then broken down into specific objec-
tives, and a list of '‘specifications of data™ is
made. This list states the specific items of infor-
mation which will be needed in order to solve the
problem, and forms the basis for the question-
naire.

Determining the specific objectives of the
survey invoives considerable planning. The re-
searchers must analyze their problem carefully to
see what part of it can best be explored by taking a
survey and what parts are more suitable for other
methods of research. In some cases, the study
planners need to go into the field for group or
informal exploratory interviews to help determine
some of the important factors in the investigation.

Suppose we consider the problem of con-
ducting a survey on public attitudes toward taxes.
It is necessary to define the problem by specifying
what types of taxes the survey will cover. Federal
tax? State and local tax? Income tax? Sales tax?
The survey may deal with all or only some of
these. The researchers must first acquaint them-
selves thoroughly with the tax structure, laws and
forms, as well as with any previous research done
on the subject, and perhaps study public reactions
to the tax forms or dates and methods of payment.

Also, it might be necessary to know how muchthe
public knows about taxes. Do they know what the
tax rates are? Do they know what the money is
used for? Would they be willing to see public
services curtailed for the sake of reducing taxes?
If so, would they want all public services cur-
tailed, or just some? Which ones?

The planners of the survey must consider all
aspects of the problem. Perhaps they will not be
able to deal with all of them because of limited
time or money, so that the scope of the survey will
have to be limited. In any case, the goal is to
specify what aspects of the subject will be cov-
ered, and to anticipale exactly the type of findings
that will be included in the final study report.

Choosing the study design. Most studies re-
quire a single survey of one particular group of
people. But surveys may be designed in a variety
of other ways, depending upon the objectives of
the study. It may be desirable, for some purposes,
to survey contrasting groups (parents, students,
and teachers for example) or similar groups (a
dozen residential areas or six automotive plants),
and to compare the sets of findings. In studies in
which it is important to measure changes or trends
in opinion or behavior, a group of people may be
selected as respondents, and this group may be
interviewed several times at specific intervals.
Groups of respondents like these are called
“‘panels.”

Selecting the samplé. Another basic step in
planning a survey is to determine the sample to be
used in the study, orexactly what group of people
should be investigated. A sample is a small part of
the total population carefully selected to repre-
sent that population. The people selected as the
sample (to be interviewed as our respondents) are
chosen by precise mathematical procedures so
that the information obtained from them can be
generalized to the total population.

The population to be sampled is called the
“‘universe.”” If the survey objectives involve
studying the opinions of the American people.the
total group to be studied may be defined as the
entire adult population of the country living in
housing units. The study must define what it
means by “‘adults’”; this is usually all persons age
18 and over. The sample selection process must
give each member of the population a known
chance to be selected for the sample. In some
cases, the survey objectives may be concerned
only with a particular company or plant, so that
the universe consists only of the employees
within the organization. In these cases, a sample
could be selected to represent each level within
the company. from unskilled workers to execu-
tive staff.
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Many of SRC’s surveys involve a study of
the entire American adult population. For this
reason, the Center maintains a national sample of
primary areas which have been carefully chosen
to represent the total national population.

Once the basic chotices of the population and
sample size have been made, the next step is to
select the actual housing units to be contacted.
Using a method which will be covered in the
chapters on sampling, the Center’s Sampling Sec-
tion draws a sample of housing units within each
primary area in the survey. Particular individuals
at the selected addresses then comprise the sam-
ple of respondents for the study.

Constructing and pretesting the question-
naire. When the study planners have listed the
information they need from respondents, they are
ready to start building the questionnaire.

This invoilves many considerations. The re-
searchers must word the questions so that they
will be understood clearly. They must arrange
them in the best possibie order so that the ques-
tions follow each other naturally. The questions
should be capable of eliciting objective answers,
and should not be biased in any direction. The
questionnaire must also be of a reasonable length.

Before a questionnaire is used in the field, it
undergoes extensive pretesting to determine
whether:

. All important phases of the survey have
been adequately covered.

. The questionnaire stimulates respondent
cooperation.

) The questions flow smoothly.

. The guestions are completely understood
by the respondents.

. The questions elicil responses that are in
line with the objectives of the survey.

The study director’s staff, members of the
Ficld Office staff, and several experienced inter-
viewers serve as pretesters. These people con-
duct interviews with an appropriate group of peo-
ple, then gather to discuss their experiences. On
the basis of their observations, the questionnaire
may be revised, some guestions may be dropped
and others substituted. new questions may be
added, and others may be reworded or rephrased.

The revised version of the questionnaire is
then tested again, and any other necessary revi-
sions are made. Some questions which have been
used for many years to measure changes in at-
titude from one survey to the next are not revised
50 that the measure will be consistent, but they
are included in the pretest to check flow and tim-
ing.

The Field Office has one final step to iden-
tify problem areas in a guestionnaire. Interview-

ers who work on a study are asked 1o take a
“‘practice interview’” with a respondent whom
they do not know, prior to a study’s starting date.
This interview is a training session for the inter-
viewer; it ensures that the interviewer under-
stands the objectives of the questions. and it ena-
bles the study director and staff to clear up any
misunderstandings or problems which were
missed in pretesting.

Interviewing. The precise methods to be
followed in administering the questionnaire are
outlined in a book of instructions to the inter-
viewer. This instruction book, written especially
for each study, tells the interviewer about:

] The background, sponsoring organization,
and general aims of the survey.

. The sampling procedures and whom to in-
terview.

. The objective of each question or set of
questions.

. Miscellaneous instructions on the field pro-
cess such as the time schedule for the study,
call procedures, elc.

Other materials 1o be used for interviewing
in the field are also provided at this stage of the
operation. These usually include field sampling
materials, letters for respondents, and news re-
leases for local newspapers.

At this point, the success of the survey rests
in the hands of the interviewers. Throughout the
interviewing period, the Field Office and the
supervisors keep in close touch with the inter-
viewers; the three-way communication among
them must work at top efficiency during this
stage.

When an interview has been completed and
edited, the interviewer mails it to the Field Office.
The Field Office has a master sample book for
each study which contains a complete list of all
housing units that have been selected for inter-
viewing. As each interview arrives in the office, it
is checked off in the master sample book so that at
the end of the study there is a complete record of
the entire sample. The study is not considered
complete until every sample listing is accounted
for by either an interview or a non-interview.
Anything which reveals the address or identity of
a housing unit, however, is removed or separated
from the interview and kept inaccessible to unau-
thorized persons. Qur guarantee of confidential-
ity to our respondents is upheld every step of the
way.

Coding the interviews. A single study some-
times produces hundreds of thousands of words.
In order to analyze this large body of material. the
study director and his staff construct a “‘code.”
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The code can be used to transform this vast
amount of information into a form that can be
counted, measured, compared, and analyzed.
One or more numeric codes are assigned to each
of the respondent’s answers and used to tabulate
the survey results. Some codes are very simple;
for example, “YES" is coded 1 and *“NO’ is
coded 5. Other responses, particularly those for
open-ended questions, may have many pages of
possibilities which the coder must look through to
find the closest fit. Codes for new questions are
constructed from actual responses to the first
production interviews, as well as from responses
to pretest interviews.

It is very important to stick to a predeter-
mined schedule of operations to ensure that the
data flow is smooth for each procedure. During
the first week of a study, while interviewing is
getting started in the field, the analysis staff is
building the code and training coders. Generally,
production coding begins by the end of the second
week of a study period; coders start work on
interviews that have been sent in. With so many
interviews which must be processed in the Field
Office, it is necessary to maintain a steady flow of
work to the coders, who are also working toward
a deadline.

Tabulating and analyzing the results. When
the respondents’ answers have been coded into
numbers, these are then transferred onto [BM
punch cards. The information on these cards is
then transferred to tapes and fed into computers
which read the information on the tapes to com-
pute statistics and print out data.

Writing the study report. Using elaborate
statistical analyses, the analyst can construct ta-
bles of findings and arrive at conclusions, or at
least draw implications, concerning the problem
being studied. Reports written about the study
contain these findings, a description of the
methods used, a description of the survey sample,
and statistical data.

CAREFUL STUDY PROCEDURES

Obviously the Survey Research Center
must follow very careful procedures, and each

member of the survey staff — sampler, inter-
viewer, coder, and analyst — must carry out his
or her own job thoroughly and accurately if any
survey is to be a success.

The unhappy consequences of unsound
sampling procedures are illustrated by the well-
known prediction of the Lirerary Digest poll of
the 1936 presidential election. The sample used
by the Digest, which was supposed to represent
all of the voters, was taken from such sources as
lists of people who had telephones. People in the
lower income levels who did not have phones and
who tended to vote against Landon were notrep-
resented adequately, and the poll was self ad-
ministered, so that many more Republicans than
Democrats returned their questionnaires. Con-
sequently, the Digest poll predicted that Landon
would win by a landslide!

The interviewer must also be provided with
well-designed field materials. The questionnaire,
for example, needs to be worded carefully and
tested out before it is used. One possible result of
inadequate pretesting is humorously illustrated
by aresponse to a question from a study of service
veterans. The study was interested in veterans’
experiences before they went into service as well
as during the time they were in service. The ques-
tion was, ‘*What did you do right before you went
into the service?’” On the first pretest a respon-
dentsaid, ‘*Lady, you shouldn’t ask me what [ did
right before | went into the service, you should
ask me what 1 did wrong!”” When the word
“‘right’* was changed to *‘just,”” the question still
met the study objectives without the likelihood of
being misinterpreted by an unknown number of
respondents.

The Center survey also requires that the
interviewer proceed with a scientific attitude;
yvour likes and dislikes should never influence
your performance. Researchers cannot rely on
guesses; they must collect their information care-
fully, and measure, weigh, and test for accuracy.

We have described the steps in the survey
process in a general way. The two steps in which
you will be intimately involved — sampling and
interviewing — are discussed in detail in the next
chapters.



2 INTRODUCTION TO THE INTERVIEW

Before a study goes into the field, a form
letter signed by the Director of the Survey Re-
search Center is sometimes sent to each respon-
dent address. The letter briefly states that the
Survey Research Center is conducting a survey
and that a trained, professional interviewer will
call at that address.

You are the “"trained, professional inter-
viewer'’ mentioned in the respondent letter, You
must explain the nature of the study, the purpose
of survey research, and the reason why you are
standing at the resposndent’s door. Your interest
in people and thorough knowledge of the instruc-
tions which you receive in training will make the
task an easy one in most cases, but an interviewer
must bring all of her* intuition and intelligence
into play when someone in the household opens
the door.

INITIAL CONTACT

There are two stages in a typical introduc-
tory situation. The first one occurs at the door
when you make contact with the people living in
the household; the second stage occurs when you
are inside the house and able to talk more easily.
The reaction of the person who answers the door
is likely to be a mixture of curiosity and formal
courtesy.

This initial interest will give you time to
establish your identity by showing your 11D card,
and to allay any fears that you are a salesperson,
bill collector, or any other sort of stranger with
whom the householder might not wish to speak.
In addition to the ID card which shows that you
are an employee of The University of Michigan’s
Survey Research Center. you will also carry a
blue folder with the University seal embossed on
the cover. You will find it useful to carry extra
copies of the respondent letter, current news-
paper clippings about the Center’s work, copies
of reports to respondents on earlier studies, and
other materials that demonstrate how our findings
are used, the importance of our work, and the
integrity of the Center’s surveys.

The doorway is not a very convenient place
to carry on a conversation, and the doorstep in-
troduction should be just long enough to get you
inside the house. Once you are inside, you will be
in a better position to convince the person of the

*Throughout this manual. the interviewer is always
referred to as *‘she’ and the respondent is referred to as **he. ™"
This does not mean that all of our interviewers are women or
that all of our respondents are men. Actually, more than 50
percent of our respondents on national cross-section studies
are women, as are the majority of our interviewers.

value of his cooperation. It is easier for the re-
spondent to say *‘No, thank you'" at the door than
it is in the living room,

At the doorstep, you should state the course
of action which you desire rather than ask permis-
sion for the interview. For instance, instead of
asking, ‘“‘May lI'come in?"" — to which a respon-
dent could easily reply “*No’” — say, **I would
like to come in and talk with you about this.™
Avoid questions such as, ‘*Are you busy now?"’
or ‘Could I take this interview now?”’ or * ‘Should
I come back?"” Questions which permit undesired
responses can lead or even push arespondentinto
refusing to be interviewed,

You should assume the respondent is nor
busy and approach the meeting as though the
interview were going to take place right then — at
the time of contact. Of course, if the respondent
really is unavailable for an interview, by all means
make arrangements to return at a more conve-
nient time.

The first few contacts with a respondent
should be personal ones, and not made by tele-
phone. It is much easier for a respondent to say
**no”" and hang up the phone than it is tosay ‘*no™’
when you are standing in front of him. (The ex-
ceptions to this are telephone surveys and panel
studies for which you call to make an appointment
for the reinterview.)

The person who answers the door may not
be the person you must interview. You should
establish a cooperative relationship with whom-
ever answers the door so that you will be able to
obtain the information you need to select the re-
spondent.

SECURING THE INTERVIEW

The most successful intérviewer is one who
is able to size up the situation quickly on the basis
of what little information is available and to act
accordingly. Approach each person who answers
the door as if he were friendly and interested.
Vary your approach in accordance with your in-
tuitive feelings about the person. Some respon-
dents will be quite willing to be interviewed with
only a brief explanation of your purpose; for
others you will need to go into some detail.

Remember not to be too specific about the
interview in introducing yourself and the survey
to the respondent. 1t is important that you avoid
introducing a bias into the interview which might
predispose the respondent to answer in a particu-
lar way. Very general statements such as: “*We
are interested in how people are getting along
these days’’ or ‘‘We're talking to people all over
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the country to sce how they feel things are going in
the world today'’ are usually quite successful.
There is often a brief introductory statement
printed on the front of the questionnaire which
you can use,

Respondents have various kinds of con-

cerns and questions, and you must be prepared to
give correct and courteous answers, phrased so
that they seem to be a natural part of your intro-
ductory conversation.

Here are some questions respondents are

likely to ask, along with some suggested answers:

Q:

How did you happen to pick me?
Who gave you our name?

You see, in trying to find out what people in
this country think. we cannot talk with
everyone, but we try to talk to men and
women of different ages in ali walks of life.
This is what we mean when we say ‘cross-
section.’ We start by selecting certain coun-
ties and cities from all over the country (you
can show the respondent the map on the
back of a thank you card). In each of the
areas the Center selects smaller areas such
as blocks and then within each such area,
specific addresses. Then, when the inter-
views from all these addresses are com-
bined, we have opinions from a cross-
section of people. (To emphasize our policy
of confidentiality, it is important to tell the
respondent that we have not chosen him by
name; his address was chosen because it
happened to be within preselected geo-
graphic boundaries. It might be appropriate
to remind him that the respondent letter was
sent to *‘Residents of the Household™ and
not to a name at that address.}

I really don’t know anything about this.

We are interested in your opinions, not in
what information you may or may not have
about the topics in the survey. I really think
you will find the interview interesting and
enjoyable. In a study such as this there are
no right and wrong answers; we are simply
interested in learning about your experi-
ences and how you feel about things.

Why don't you go next door?

Why don’t you talk 1o my wife: she knows
more about this than [ do.

It would be nice if we could just interview

the people we catch at home when we call,
but that wouldn't give us a cross-section —
we’d probably have too many housewives
and older married people and not enough
single people and working men. (It is quite
natural for the respondent to feel unsure; he
may be uncertain about the interviewing
process or lack knowledge about the topic.
These are two quite different concerns and
you will learn to recognize them and deal
with them accordingly. In both cases. how-
ever, you must reassure the respondent in
order to allay his fears. Since you are talking
to the selected respondent, it is his opinions
which are important, and the sampling pro-
cedure does not permilt you to “‘go next
door™” unless, of course, that address has
also been selected. By the same token, it
does not permit you to talk to his wife.)

What's this all about, anyway?

We'll be talking about several things of cur-
rent interest, such as the recreational
facilities in this area. women’s roles in soci-
ety, and how you feel about the government.
(An expansion of the introductory remarks
should be adequate if you think that this
question means just what it says. If, how-
ever, the respondent is voicing suspicion
about the legitimacy of your visit. you might
suggest that he call the Better Business
Bureau or another local official with whom
you are registered who can vouch for the
fact that you are from a recognized organiza-
tion known to be working on a survey in the
area.)

What good will this do?

(This is perhaps one of the most difficult
questions to answer. While a survey which
adds to our knowledge about problems and
concerns in society is valuable, a particular
study will probably have little or no direct
effect on individual respondents.

This is a good time to bring out clippings
from past studies, taken from both news-
papers and periodicals such as Time,
Newsweek, The Wall Street Journal, etc.,
and show the respondent how the informa-
tion is used.

It may help if you explain that informed
decisions are better than good guesses, and
that government leaders and other
decision-makers need the kind of informa-
tion which can be obtained only by talking to
people and finding out how they feel in order
to formulate intelligent policies:)
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Q: What's The University of Mlchrgcm doing
way out here in

A:  The University has interviewers in 74 sam-
ple locations scattered throughout the coun-
try. I'm a local resident employed by The
University of Michigan to do interviewingin
this area. (Respondents often think you
have come straight from Ann Arbor and,
while this may be flattering, they will proba-
bly be reassured to know that you are a local
resident. Qur studies are often reported with
an Ann Arbor dateline in national and local
newspapers. This is another opportunity to
show the respondent some of the current
clippings or news releases which describe
the way in which information is used —
these will also show him that individual re-
spondents are not mentioned or identified in
any way.)

Your own state of mind is often reflected in
the respondent's reaction to the request for an

interview. If your approach is uncertain or un-
easy, if you cannot answer the questions the re-
spondent asks and seem vague about the work
and its purposes, this feeling will be communi-
cated to the respondent and he will react accord-
ingly. If you have a pleasant, positive, and well-
informed approach, this again will be reflected in
the respondent’s attitude. Both your effective-
ness and your own satisfaction with your work
will be increased by the knowledge that the job
you are doing is legitimate and important, and by
knowing what you are doing and how it should
be done.

Remember that you have a right to ask a
person for information, just as the respondent has
a right to refuse to answer. In many homes you
will be welcome because you represent a change
in the day’'s routine. Most people enjoy being
interviewed and many develop interest and in-
sight inte matters which they have not thought
about before or thought about in the same way.



3 USING THE QUESTIONNAIRE

Your goal is to collect accurate information
by using the survey questionnaire in accordance
with sound interviewing practices. In order to
fulfill this goal, you must know some basic facts
about the Center’s questionnaires and how they
are used.

CENTER QUESTIONNAIRES

These questionnaires are designed to obtain
accurate and complete information. They do this
by meeting two criteria:

® The research abjectives of the study. The
study staff decides what pieces of information
they need in order to fulfill the purposes of the
study. They then design questions which they
believe will be effective in obtaining the needed
information.

® Providing a uniform stimulus. The re-
searcher needs to combine and to analyze statisti-
cally the data collected in all of the interviews.
This means that the data must be collected in a
uniform manner from all respondents, and all of
the people in a sample must be asked the same
questions in the same way.

Responses are strongly influenced by the
way in which a question is worded. Obviously, if
a question is worded differently for different re-
spondents, it will not produce comparable results
among interviews. Question order must also be
the same from interview to interview because
changes in sequence affect respondents’ answers.
Finally, each SRC interviewer is part of a large
group of interviewers all across the country. It is
only when each interviewer uses the question-
naire in the same fashion as all other interviewers
that we can hope to collect information that is
uniformly accurate.

ASKING THE QUESTIONS

You should avoid creating the impression
that the interview is a quiz or cross-examination;
be careful that nothing in your words or manner
implies criticism, surprise, approval or disap-
proval either of the questions you ask or of the
respondent’s answers.

If you have a normal tone of voice, an atten-
tive way of listening. and a nonjudgmental man-
ner, you will maintain and increase the
respondent’s interest. Know the questions so well
that you can read each one smoothly and move on
to the next without any hesitancy. Study the ques-
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tionnaire carefully and practice reading the ques-
tions aloud.

Ask the guestions exactly as they are worded
in the questionnaire. Since exactly the same ques-
tions must be asked of each respondent, vou
should not make changes in their phrasing. Avoid
not only deliberate word changes, but also inad-
vertent ones. You may unwittingly leave out part
of a question or change some of the words; or you
may ask the question just as it is worded, but in an
effort to be conversational, add a few words atthe
end of the question. For example, the question-
naire might read:

“*“Where do you get most of your news about
current events in this country — from the
radio, the newspapers, TV, or talking to
people?”’

Now, consider the following variations on this
wording:

“*Where do you get most of your news about
current events?”’ (The last part of the ques-
tion and the response categories are com-
pletely omitted.)

*“Where do you get most of your news about
current events in this country — from the
radio, the newspapers, or talking tc peo-
ple?”” {One news source, TV, is omitted.}

**Where do you get most of your news about
current events in this country — from the
radio, the newspapers, TV, or talking to
people? That is, which one do you rely on
most?”” (Conversational comment added
which changes the question completely.)

The respondent’s answer is prompted by the
words in the question, and a change in wording
can very easily produce a change in response.

The above examples involve major changes
in wording. Experiments show, however, that
even a slight change in wording can distort re-
sults. For example, if the interviewer had merely
changed the order in which she mentioned the
news sources int the above question, it might have
produced a bias. Research findings indicate that
the order in which alternatives are presented can
also affect responses. If the alternatives or fixed
response categories are varied by some inter-
viewers, the responses obtained cannot be com-
bined accurately with the responses obtained by
interviewers who adhere strictly to the original
wording.
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Read each question very slowly. Studies in
interview methodology indicate that the ideal
reading pace is two words per second. Even if you
read a question correctly, it does not do much
good if the words are alt pushed together in a rush
or lost in a mumble. A slow and deliberate pace
gives the respondent time to understand the full
scope of the question and to formulate a careful
reply.

Interviewers may read too quickly for sev-
eral reasons. Perhaps their natural rate of speak-
ing is on the brisk side or perhaps the respondent
has said *‘I only have half an hour so you'll have
to hurry up!” The pell mell approach, far from
speeding things up, may in fact tend to slow them
down because so many guestions have to be re-
peated. If the interviewer seems to hurry through
the questions, there is a tendency for the respon-
dent to hurry too; this may lead to an unfortunate
pattern in which the interviewer asks the question
before the respondent has quite finished the pre-
vious answer, and then the respondent starts the
next answer before the interviewer has finished
asking the question. Although you will become
very familiar with the questionnaire during the
course of a study, you must remember that it is all
new to each respondent, and each should be given
an equal chance to understand and respond to all
of the questions.

Ask the questions in the order in which they
are presented in the questionnaire. The question
sequence is designed to create a sense of con-
tinuity and to ensure that early questions will not
have a harmful effect on the respondent’s answers
to later questions. Furthermore, question order
needs to be standardized from respondent to re-
spondent if the interviews are to be comparable.

Ask every question specified in the question-
naire. In answering one question, a respondent
will sometimes also answer another question
which appears later in the interview. Or, from
time to time, when the interviewer needs to ask a
series of apparently similar questions, the re-
spondent may ask, ‘‘Just put me down as'Yes’ to
all of them.” In these cases, you may wonder
whether you should skip the questions which are
apparently answered. You should not. It is vour
responsibility to make certain, wherever possible,
that the respondent is fully exposed to each ques-
tion specified in the questionnaire.

In the situation described above, you can
use the following procedure: Write down the ini-
tial answer under the question when it occurs.
Then ask the partially answered question when
you get to it, but preface it with some remark
which will show the respondent that you have not
forgotten what he said earlier and have not re-
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jected his earlier answer, You might say. for ex-
ample: *We have already touched on this, but let
me ask you . . ."" or **We’re asking people on this
survey about each one of these, and ['d just like to
make sure how you feel about each one sepa-
rately. . . ."" In those few cases in which the ques-
tign has been clearly answered already, you might
say, "‘You've told me something about this, but
this next question asks . . .”” For example:

Q: Do you think yvou will be better off next year
than you are now, or worse off, or what?

We should be better off.
Whv is that?

A: I'm scheduled for a raise in salary on Sep-
tember 1.

Q: Do you expect to be earning more money
nextvearthan you are now, orless, or what?
You've already told me that you expecr a
raise . . . (expectant pause)

A:  Yes, but my wife will no longer be working,
so actually we may earn just about the same
amount of money, or even less. My son will
have graduated from college though, and we
waon’t have to support him, so we'll be better
off (even though earning less money).

Assuming the respondent has already an-
swered a question is a dangerous practice,
Whenever possible, ask every guestion, even
when it has been answered previously. Do this by
letting the respondent know that you are aware of
the earlier response, and asking the respondent’s
cooperation in answerng again.

Repeat questions which are misunderstood or
misinterpreted. Questions are phrased so that
they will be understood by respondents all over
the country, and you will find that most of the
people you interview do indeed understand them.
QOccasionally, however, a respondent may mis-
understand or misinterpret what is asked. When
this happens, the best technique is to repeat the
question just as it is written in the questionnaire.
If you suspect that the respondent merely needs
time to think it over, simply wait and do not press
for an immediate answer. If you think the respon-
dent just needs to be reassured, you may want to
add a neutral conversational remark, such as:
““We’re just trying to get people’s ideas on this,”
or ‘““There are no right or wrong answers, just
your ideas on it.”’

If the respondent asks for an explanation of
aword or phrase, you should refrain from offering
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help and return the responsibility for the defini-
tion to the respondent. If, for example, the ques-
tion asks, ‘Do you feel you personally have been
discriminated against?’’ and the respondent in-
gquires, ‘*Do you mean discriminated against so-
cially or in my job?" you should say something
such as **Just whatever it means to you — any-
thing you would call discrimination.”” If, how-
ever, the respondent does not know the meaning
of the word “‘discrimination’” and says, ‘1 don’t
understand the question — what does it mean?”
do not try to define or explain it but go on to the
next question. In both cases, record the
respondent’s queries in the margin and indicate
your replies in parentheses.

Keep track of changes you make in the ques-
tionnaire. Any changes — even inadvertent ones
— that you make in the wording, phrasing, or
order of questions in the interview should be
noted in the questionnaire. This is necessary be-
cause study directors and coders must know what
was asked in order to decide whether these al-
tered questions can be used and how they should
be coded.

Gathering personal data. Questions about
the respondent’s age, sex. schooling, marital
status, income, religious preference, and so forth,
are usually at the end of the questionnaire. At this
point, the respondent will usually understand
what is required and why it is important — he will
also have learned to trust you and you should be
able to obtain responses to these personal data
questions with no resistance. If, however, the
respondent asks why you want to know his age,
religion, income, or other personal information,
you might say something such as:

‘‘Well, as I was saying earlier, we are talking
with people of different ages and various
occupations in all parts of the country. We
put all of the interviews together, and then
count them up to see whether men feel dif-
ferently from women, whether young peo-
ple feel differently from older people, and so
on. To do this wc need to know a few things
about the people we talk to. So, | havejusta
few questions on that type of thing.”’

These are logical reasons why we wish to
have the information, and tell the respondent why
his cooperation will be heipful. If there seems to
be a need for further reassurance, you may add:
“*As 1 mentioned, the interview is completely
confidential. The survey report is simply a sum-
mary of all the interviews, without, of course,
identifying anyone.” Occasionally, a respondent
will feel strongly about telling you his income or

his religion. In these cases, you should proceed to
the next question without further probing.

If you are matter-of-fact in vour approach,
you probably will not encounter any problems.
People are used to giving personal information tg
varjous agencies, and gathering data of this sort is
much less difficult than new interviewers often
imagine.

CLARIFYING THE RESPONDENT’S ROLE
BY USING POSITIVE FEEDBACK

Since the respondent does not know ahead
of time that he will be expected to fit his opinions
into check boxes, think in terms of five and seven
point scales, or take the temperature of his feel-
ings by putting them on a paper thermometer, you
musl teach him the acceptable procedures as the
interview progresses. Through a variety of sig-
nals, you can indicate to the respondent that he is
doing a good job of answering the questions. This
does not mean that you imply agreement or dis-
agreement with his answers or attitudes, but
rather that you approve of his behavior in his role
as a respondent. This has nothing to do with how
much he knows or how much yvou think he knows.
Interviewers might think of a good respondent as
one who is interesting and articulate, but for our
purposes, a good respondent is one who learns
and follows the conventions of a particular ques-
tionnaire.

It is admittedly discouraging for an inter-
viewer to follow the correct interviewing tech-
niques and still have the respondent say, "I just
don’t know anything abouit that at all,”” through a
whole series of questions, or worse still, "'l
dunno’ through a whale questionnaire. In the few
instances in which this happens, interviewers feel
they have failed in some way and often inquire if
we will be able to use the interview because it
contains little information. Of course, the inter-
view can be used. The interviewer used proper
techniques and the respondent was given the
same stimulus as more knowledgeable respon-
dents. To a social scientist, the fact that the re-
spondent *‘didn’t know™' is valid information,
even if it is not interesting for the interviewer.

Reinforce the respeondent by giving him
positive feedback in the form of neutral comments
such as, “Yes,” “OK,” “‘I see,”” “Uh-huh,”” or
even just a nod of the head, which indicate that
vou have heard and understood the response and
that he is being a good respondent. At the same
time, you must be careful not to give leading or
unacceptable feedback or to reinforce bad be-
havior. For example, if the respondent says,
“*Gee, | can't decide — 70 seems too high and 60
seems 0o tow,”" you should not iry to be helpful
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and suggest 65 as a compromise, but should ask,
*“What number do you think might be closest to
the way you feel?’’ The answers recorded in the
questionnaire should reflect decisions made by
the respondent, not by the interviewer.

Y our social instincts may urge you to try to
make the respondent feel comfortable in his role.
This can backfire if it is used to reinforce bad or
balky behavior. If the respondent seizes the of-
fensive and says, ‘‘“Nobody can answer rhat
gquestion — how should I know what business

conditions will be like in five years?'" and you, in
an effort to smooth things over, say ‘*Oh, that's
all right, we’ll just go on to the next question,”
you will encourage bad behavijor by accepting it.
Instead, repeat the question, preceded by a
neutral comment such as, *‘Of course, 0 ohe
knows for sure, but we're interested in people’s
opinions.”” Once the respondent realizes that it is
your job to ask each question and his job to ans-
wer each one, the interview should proceed
smoothly.



4 PROBING AND OTHER
INTERVIEWING TECHNIQUES

One of the most challenging and important
aspects of the interviewer’s work is getting the
respondent to answer the question which was
asked. If your respondent gives you an incom-
plete or irrelevant answer, misunderstands the
question, if you do not understand his answer, or
if he loses track of the question and gets off on
another topic, it is your responsibility to get him
back on the track through careful, neutral
techniques. The quality of the interview depends
a great deal on the interviewer's ability to probe
and use these techniques successfully.

Probing has two major functions:

e |t motivates the respondent to communi-
cate more fully so that he enlarges on, clarifies, or
explains the reasons behind what he has said.

e It helps the respondent focus on the
specific content of the interview so that irrelevant
and unnecessary information can be avoided.

Probes must perform these two functions without
introducing bias.

Ohbtaining specific, complete responses
which satisfy the objectives of the questions can
be the most difficult part of the interview. Some
respondents have difficulty putting their thoughts
inta words; others may give unclear or incomplete
answers; still others may be reluctant to reveal
their attitudes because they feel that they are so-
cially unacceptable. You must deal with such fac-
tors and use procedures which encourage and
clarify responses.

Even the best questionnaire may elicit first
responses which are inadequate. An answer may
be inadequate because it is only a partial answer
and therefore incomplete; it may also be irrelev-
ant, about something other than the subject of the
question, or it may be unclear, In the following
examples, note how the inadequate replies fail to
answer the question:

Q: Do vou think it will make a lot of difference
to the country whether the Democrats or
Republicans win the November elections,
or that it won't make much difference which
side wins?

Yes, | do. (Unclear answer)
Considering the country as ¢ whole, do you
think we'll have good times, or bad times, or

what, between now and a year from now?

A: 1 hope we’ll have good times. (Irrelevant
answer)
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The interviewer cannot accept these replies be-
cause they do not adequately fulfill the question
objectives. Obviously, some method of returning
the respondent’s mind to the topic of the question
is needed so that clear, complete, and relevant
answers are obtained. This does not mean that the
interviewer should openly question a
respondent’s answer, since the respondent prob-
ably thought he was answering the question cor-
rectly. Rather, by probing, the interviewer can
encourage the respondent to clarify and expand
his answer.

KINDS OF PROBES

Several different neutral techniques may be
used to stimulate a fuller, clearer response.

Repeating the question. When the respon-
dent does not seem to understand the question,
when he misinterprets it, when he seemsunableto
make up his mind, or when he strays from the
subject, the most useful technique is to repeat the
question just as it is written in the questionnaire.
Many respondents, hearing it for a second time,
realize what kind of answer is needed. They may
not have heard the question fully the first time, or
they might have missed the question’s emphasis.
Often, further probes will then be unnecessary.

An expectant pause. The simplest way to
convey to a respondent that you know he has
begun to answer the question, but that you feel he
has more to say, is to be silent. The pause — often
accompanied by an expectant look ora nod of the
head — gives the respondent time to gather his
thoughts.

Accepting pauses during an interview is
often difficult for the new interviewer. Sometimes
you may have a desperate feeling that things must
be kept moving, and a few seconds of silence
seem to last forever. But pauses are often usefulin
encouraging communication, and they should be-
come a natural part of your interviewing tech-
nigue,

You must, however, be sensitive to each
individual respondent in using pauses. Some re-
spondents may actually be out of ideas, and a
pause can become a yawning abyss rather than
encouragement to further thought.

Repeating the respondent’s reply. Simply
repeating what the respondent has said as soon as
he has stopped talking is often an exceilent probe.
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This should be done as you are writing, so that
you are actuaily repeating the respondent’s reply
and recording it at the same time. Hearing his idea
repeated often stimulates the respondent to
further thought.

Neutral questions or comments. Neutral
questions or comments are frequently used to
obtain clearer and fuller responses. The following
are exampies of the most commonly used probes
and their ‘*key word’’ phrases or abbreviations
which must be recorded in the questionnaire in
parentheses:

Standard
Interviewer's Probe Abbreviation
Repeat question (RQ)
Anything else? (AE or Else?)
Any other reason? (AO)"
Any others? {Other?)

How do you mean?
Could you tell me more
about your thinking on that?
Would you tell me what
you have in mind?
What do you mean?
Why do you feel that way?

Which would be closer to
the way you feel?

(How mean?)
(Tell more)

(What in mind?)
(What mean?)
(Why?)

{Which closer?)

These probes indicate that the interviewer is in-
terested and they make a direct request for more
information. This technique takes time to master,
but it is a dependable and fruitful one when used
carrectly, New interviewers often find it useful to
write these standard probes on a card and tape the
card inside their interviewer’s folder for easy re-
ference.

Successful probing requires that you recog-
nize immediately just how the respondent’s an-
swer has failed to meet the objective of the ques-
tion and then be able to formulate a neutral probe
to elicit the information needed. You know the
question objectives; the respondent does not. It is
your responsibility to study the instruction book
thoroughly before starting to use the question-
naire. It is only through a complete understanding
of the objectives that you can recognize when and
where probes are needed and use them effec-
tively. Your manner in asking these neutral ques-
tions is important. Of course, a strident, demand-
ing tone of voice does not increase the
respondent’s desire to try again.

Instructions for a particular question or set
of questions may indicate how forcefully the in-
terviewer should probe. In these cases, re-
member that a longer sentence is likely to encour-
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age more information than a short phrase. ‘*Are
there any other reasons why you feel that way?”
gives the respondent time to think and lends im-
portance to the request. '*Any other?”’ is much
more likely to elicit a “'no’’ response.

Asking for further clarification. In probing,
it will sometimes be useful for you to appear
slightly bewildered by the respondent’s answer
and intimate with your probe that it might be you
who failed to understand. For example: “‘I'm not
quite sure [ know what you mean by that — could
you tell me a little more?”” This technique can
arouse the respondent’s desire to cooperate with
someone who he thinks is trying to do a good job.
It should not be overplayed, however, or the re-
spondent will get the feeling that you do not know
when a question is properly answered.

NONDIRECTIVE PROBING

We have described probing as a technique
that motivates a respondent to communicate
more fully and that focuses his attention on
specific topics. But probing must be done without
introducing bias, and the potential for bias is
great. Under pressure of the interviewing situa-
tion, an interviewer may imply quite unintention-
ally that some responses are more acceptable than
others, or hint that a respondent might wish to
consider or include this or that in giving a re-
sponse.

Consider the gquestion:

‘“‘How do you think things are going in the
world today — 1 mean our relations with
other countries?”’

The respondent’s first answer might be:

“Well, I don’t know. In some ways they are
going well and in some ways Lthey are going
poorly.”

The respondent has not answered the question
but has indicated some thoughts on the subject.
How might the interviewer handle this sitnation?
A neutral probe might be:

*‘1 see; well, could you tell me what you
have in mind?”’

or

**There are no right or wrong answers on
things like this, of course. I'd just like to get
your thinking about it.”

It is important not to change the content of
the question. The following example illustrates a
directive probe which violates this rule:
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““Well, what about our relations with
China?”

The respondent will then consider any answer in
terms of our relations with China — a subject that
neither the questionnaire nor the respondent had
mentioned and that was introduced solely by the
interviewer. It is not likely that the respondent
would ever get back to what he really thought
about ‘‘our relations with other countries.™

The principle of nondirective probing does
not apply in the same way when the question is
asking for straight factual informaticn. For exam-
ple. if you are asking about total family income
and your respondent seems to be considering only
his own salary, it is perfectly acceptable to focus
on the question by saying, ‘*Does that include the
income of your wife and children?’ It is not
acceptabletosay, ' Y ou make more than $20,000,
don’t you?"

However, when asking attitudinal (‘‘How
do you feel about . . . 77"} questions, you must be
especially careful to use only neutral methods,
because you can easily influence the respondent’s
expression of his attitude or opinion. Sometimes
an answer may be suggested unconsciousty by the
inflection of your voice. Take the simple ques-
tion:

“*Do you think the United Nations is doing
all it can to help keep peace in the world?”

Asked in a normal manner, this question
prompts eithera‘‘Yes’ or**No" answer. But the
inflection of your voice can play all sorts of tricks
with it. If you emphasize the word **all’” you may
get a higher than normal percentage of “‘No”’
responses. If you stress ‘*United Nations.,” you
are likely to get a high percentage of “*Yes' an-
SWers.

Occasionally, a respondent will give an *'1
don’t know’" answer. This can mean any number
of things. For instance:

. The respondent does not understand the
question and answers ““don’t know™ to
avoid saying he does not understand.

. The respondent is thinking the question over
and says “‘don’t know’’ to fill the silence and
to give himself time to think.

. The respondent may be trying to evade the
issue, or he may feel that the question is too
personal and does not want to hurt the
interviewer’s feelings by saying soina direct
manner.

. The respondent really may not know, or
may not have an opinion or attitude on the
subject.

If the respondent actually does not have the
information which you request, this in itself is
significant survey data, ltis your responsibility to
be sure that this is in fact the case, and not mistake
“‘I have no opinion on that’’ for ‘*Wait a minute,
I'm thinking.”* A repetition of the question, an
expectant pause, a reassuring remark (‘Well,
we're just interested in your general ideas about
this.””) or a neutral probe ("*What are your ideas
about this?"") will all encourage the respondent to
reply.

Since you know very little about your
respondent’s reaction to questions at the begin-
ning of the interview, it is a good idea to probe all
of the ““don’t know"’ responses that occur during
the first few pages of a questionnaire. The most
effective probing technique is to repeat the origi-
nal gquestion.

EXAMPLES OF PROBES

The primary question is:

““‘Considering the country as a whole, do

you think we will have good times during the

next year, or bad times, or what?”’
Answer 1:

Yes, I do.

{What does the respondent mean? '* Yes, we

will have good times,”” and " Yes, we will

have bad times,’” are both possibie interpre-

tations.)

Possible probes:

Let me make sure | understand you. Do you
think we will have good times during the
next year, bad times, or what?

Repeat answer, “‘You said yes . . ."”
(pause) . . . (repeat question).

What did you mean?

Answer 2:
I hope we have good times.

(This answer is irrelevant. The question
asked what his expectations were, not what
his wishes and hopes were.)

Possible probes:

We all hope we will have good times, but
what do you rhink will happen?

Let me just read this guestion again ...
(repeat question).

Answer 3:
Well, we're all getting along better these
days.
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(This answer is irrelevant. The question
asked for an expectation in absolute terms,
not a statement of how things are now, or a
relative answer comparing next year to this
year.)

Possible probes:

[ see, but would you say . . . (repeat ques-
tion).

Yes, and thinking only about next year . . .
(repeat alternatives emphasizing the words
“‘good times’” and “‘had times').

Answer 4;

It will be good; my husband just got a pro-
motion.

{This answer is irrelevant. The question
asked about the country as a whole. not the
respondent and her family.)

Possible probes:

That’s nice, now ... (repeat question,
stressing the words “‘country as a whole’").

Answer 5:

Maybe good, maybe bad. It all depends.

(The respondent may be saying that he just
cannot tell, but he has not made that clear.
Be careful not to misdirect the respondent
by focusing on the word ‘*depends’.)

Possible probes:

What do you expect will happen?

Which would be closer to the way you feel?
(Repeat alternatives.)

Can you tell me more about what you expect
will happen?



5 RECORDING AND EDITING THE INTERVIEW

Even though you may do a good job of ask-
ing the questions and probing in order to meet the
study objectives, the information which you
gather will be lost if you cannot convey it to the
coders in a full and unbiased form. Each inter-
viewer must use the same format and conventions
in transcribing the interview while it is being con-
ducted and in editing each interview after it has
been completed. You should record the
respondent’s replies as well as your own probes
right in the questionnaire in the space provided for
each question, so that each completed interview
contains the original questions, your supplemen-
tary questions (probes) and comments, as well as
the respondent’s answers.

QUESTIONNAIRE FORMAT
AND CONVENTIONS

The Center uses two basic types of ques-
tions in its questionnaires. These are:

e “‘Open-ended’” questions — sometimes
referred to as write-in or unrestricted questions.

e “‘Closed’” questions — sometimes re-
ferred to as check-off or restricted questions.

Thére is a third type of question, the **write-up”
or ‘‘in-depth’’ question which requires extensive
probing. Forthis type of question, the interviewer
takes notes on a separate pad and then writesupa
full report immediately after the interview. It is
used only for special studies by experienced in-
terviewers especially trained in this technique.

The open-ended question. Open-ended
questions are used when a full expression of opin-
ion is desired. Surveys will often start off with
open questions or use them in transitions to give
respondents a chance to think about topics and
express general feelings before they are asked
about specific areas of a topic. Although closed
gquestions are easier 1o code, it is impossible to
frame questions about every conceivable aspect
of a topic — for example, the guality of life in the
United States today — so it is important to open it
up and find out which areas of the topic are impor-
tant to the respondent. For example:

QL. Do you think there are some ways in which
life in the United States is getting worse? (In

what ways?)

Q2. Arethere some ways in which you think life
in the United States is getting better? (In
what ways?)

Key words in the question are underlined, and the
probe in parentheses is optional — to be used if
the respondent just says *‘yes.” The respondent’s
replies to these questions should be entered inthe
questionnaire, on the lines provided. during the
interview and as the respondent is talking.

The closed question. In the closed question.
the response categories are a part of the question
and the interviewer checks the box containing the
respondent’s choice. The following is an example
of a closed question which was asked immediately
after the above open questions about life in the
United States.

Q3. All things considered. do you think things
are getting better, or worse, or that they are
staying about the same, or what?

4. ABOUT
3. SOMEBETTER
1. BETTER| [ 5§ WORSE SOME WORSE ;‘:ISE

OTHER: (SPECIFY)

For this particular question, there is a provision -
for an “other” category outside the fixed re-
sponses in the boxes. There is also a *‘pro/con’’
category for people who do not want to commit
themselves to ‘‘better’’ or ““worse” and say in-
stead, **Well, in some ways it's better and in some
ways it’s worse.”” The pro/con possibility is not
read to the respondent, but a box is provided for
the interviewer's convenience. For the next sam-
ple question, there is no provision in the question-
naire for an '‘other’ response, but the closed
question leads to an open-ended probe.

Q4. If you had a chance to move out of the Un-
ited States and settle down for good in some
other country, do you think you would like

to do it?
3. NOT SURE. TURN TO
1. YES DEPENDS 5.NO |—3 NEXT PAGE
DON'T KNOW SECTION D
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(Q4a. What would be your main reason for
wanting to move?

Each of the response choices leads either to a
specific probe or to an interviewer instruction.
The interviewer's eye travels to the probe or to
the instruction because of the arrows from the
respons¢ boxcs.

Sometimes there will be a choice of terms or
phrases to use in a question. You will know which
choice to make either through observation or
through previous questions. Whenever a wording
choice occurs, the options will be set off in
parentheses. For example:

A2, Are you (and your family) receiving as much
income now as you were a year ago, or
more, or less?

All of the interviewer instructions which should
not be read to the respondent are printed in capital
letters. Boxed response categories are usually
printed this way, but if they appear in lower case,
they should be read as part of the question. For
example:

Q57. Does your (wife/husband) go to
{church/synagogue) . . .
1. every|| 2. almost |13, once or [ |4 afew times or
week every twice a a year
week month

Because of the other demographic questions
about religious preference which preceded this
one, the interviewer would be able to pick out the
appropriate option from the words shown in
parentheses. then go on to read all of the response
categories in the boxes.

In closed questions, the numbers in the
boxes denote codes, so that you will be doing a
form of coding when you put an ** X" through the
appropriate box.

RULES FOR RECORDING RESPONSES

A good written interview should record not
only what the respondent said, but also the way in
which he said it. It should relay the answers, and
it should also transmit as accurately as possible a
representation of the interview situation and of
the respondent’s personality. In order to accom-
plish this, you will need to follow a few rules for
recording.
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Record responses during the interview. In
order to reproduce the responses accurately, you
must write them down immediately during the
interview, Relevant information will be lost or
distorted if you try to remember what the respon-
dent has said and write it up later.

Of course, you cannot let the respondent’s
attention wander while you write laboriously in
the questionnaire. It is possible, with patience
and concentration, to enter full notes in the ques-
tionnaire whiie the respondent is talking.

Use the respondent’s own words. You must
learn to record the respondent’s replies in the
very words which he uses. This is called **ver-
batim reporting.”” Try to note the phrases, gram-
matical usage, and peculiarities of speech which
are characteristic of each respondent, so that the
interview will reflect something of his individual
personality. This will give the interview color and
animation. Do not attempt to record dialect, but
do mention it in your thumbnail sketch at the end
of the interview.

Do not summarize or paraphrase the
respondent’s answers. Summarizing or para-
phrasing a response creates an artificial and
dangerous communication gap between the re-
spondent and the data analyst, and often results in
distortion. Consider the difference between the
following examples.

Verbatim recording:

L amvery upset about the Middie East and I
have been for years. The Palestinian re-
Jugees have been a desperate problem but
no one paid any attention until the Arabs
pulled the plug in the oil tank.

Summarized version:
Problems in Middle East - Arabs, oil, etc.

The summarized recording lacks the intensity and
luster of the respondent’s reply, but the problem
is much more serious than this. The paraphrased
answer actually distorts the meaning of the
respondent’s reply. The specific references
which the respondent makes, the words he uses,
the examples he gives, the length of his answer, all
provide important information.

The above example is rather extreme, Con-
sider now the much more subtle change of em-
phasis in the following example,
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Verbatim recording:

Yes, indeed! I certainly do think so.

Summarized version:
Yes.

Include everything that pertains to the ques-
tion objectives. The recorded response should
include everything the respondent said that per-
tains to the objectives of the question, regardless
of length. Some respondents will digress from the
topic and talk at length about subjects that have
no bearing on the study objectives. Long irrele-
vant discourses may be omitted from the recorded
interview IF:

® You are certain that what is being said has
no bearing on or use in fulfilling the aims of the
study.

® You make marginal notes to indicate that
a digression ook place.

You may summarize a true digression by
entering your own comment in the margin of the
questionnaire, right where the digression oc-
curred in the interview, Such explanatory notes
should always appear in parentheses. For exam-
ple:

(Here R talked at length about his son’s war
experiences.)

or

(R talked about problems she is having with
her teenage daughter.)

Include all of your probes. All comments,
probes, and explanations which you make during
the course of the interview should appear in the
questionnaire at the location which corresponds
to the point at which they were made during the
interview. By examining these, the coders and
analysts can determine what influenced the re-
spondent to reply as he did. Always enter probes
and comments in parentheses.

Hold the respondent’s interest. Try to keep
your attention focused on the respondent, and not
to become overly absorbed in the questionnaire.
A pood technique for holding the respondent’s
interest and taking verbatim notes is to start re-
peating the response, as vou are writing it down.
This lets the respondent know you are listening to
every word — and, in fact, recording each one.
And, as we pointed out previously, this technigue
also serves as a ‘‘probe.” The respondent will
hear what he has just said, and this may stimulate
further thought and lead him to amplify or modify
his statement. An example of this technique fol-
lows:
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Q. What would you say are the main differ-
ences between schools nowadays compared
with what they were like when you went to

school?

Schools are far more advanced right from
the start — in the second and third grades
they teach them more than we had at those
grades.

(us you are writing the last few words of the
reply) . . . they teach them more than we
had at those grades. (Pause)

A:  Yes. You know — nowadays they teach
languages even in grade school.

It will help you to start recording as soon as the
respondent starts talking rather than to ook at the
respondent all the time he is replying. Occasional
eye contact is important, however, and you
should glance up now and then, especially when
you are asking the questions.

TIPS ON NOTE TAKING

With practice you will be able to record your
interviews with little difficulty. Try recording part
of a radio newscast, practice on a friend, etc. The
following tips can help you become adept at
speedy recording.

When starting the interview, try to find a
place where you will be able to write comfortably.
A dining room or Kitchen table is ideal, but justin
case a table is not available, always carry a folder
or pad that you can use for a hard writing surface.
Your blue University of Michigan folder will
serve this purpose very well. Try to sit so that you
are facing the respondent and avoid being in a
position which allows the respondent to look over
your shoulder as you write.

When the respondent starts to talk, begin to
write immediately. This will help you record the
responses verbatim and minimize the time the
respondent has to wait for the next question.
Most questionnaires are printed with plenty of
room for responses and marginal commeants, but
you should always carry a pad with you just in
case you need extra writing space, A lengthy
answer may be recorded on a separate sheet of
paper as long as the paper is properly identified as
belonging to a particular interview and a particu-
lar question.

In addition to the probing abbreviations on
page 16, use the following standard abbreviations
to help you record faster:
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R ............ respondent
'er........... interviewer

P'w . .. ... ... interview
Iing.......... interviewing

DK .......... don’t know

(RQ) ......... repeated (survey) question
Toal......... Thumbnail Sketch
Q’'naire ....... questionnaire
Inap.......... question is inappropriate

by study definition

Abbreviate sentences. You can do this by
leaving out articles and prepositions, by entering
only key words, and so on, Then later, while you
are editing the interview, put these in along with
punctuation so that the coders can read the re-
sponses as they were actually given.

In the case of standard probes all you need
to do is write the two or three key words of the
probe in parentheses. For instance, (How mean?)
is all you need to write to show you used the
standard probe, **‘How do you mean?"" and (What
mind?) would show you used “*Will you tell me
what you have in mind?”* Any nonstandard probe
must be written out in full.

MECHANICS OF RECORDING
AND EDITING INTERVIEWS

The Center requires a uniform procedure for
recording interviews. It will be easier for you as
well as for the coder and the analyst if you follow
these procedures:

Use a pencil to record. Please use a
number 2 black lead pencil to record the
respondent’s answers: a harder lead keeps its
point longer, but gives a faint impression and is
difficult for the coder to read. Do not use a pen.
Carry several pencils with you so that you will
always have a sharp one.

In jotting down key words and phrases you
may leave out small words such as "and.”™ “*1.”’
and “‘the,”” and abbreviate longer words. After
the interview, you must then edit your recordings
so that the responses are clear. You may erase
and rewrite illegible words, but you must never
substitute your own words for the respondent’s or
try to tidy up the grammar. Please do not erase
any calculations you may have made in the margin
as it is often useful to know how you and the
respondent arrived at figures for rent, income,
days of vacation, etc.

Writing must be legible., Regardless of how
good the actual interview may have been, it will be
worthless if your record of it is unreadable. When
you edit an interview, please check to be sure that
all of your writing is legible.

Use parentheses to indicate the interviewer’s
words or observations. Parentheses should be
used to distinguish clearly between the
respondent’'s words and anything you say or do.

Parentheses should be used for the following
items:

. All probes you use in the interview.

. All remarks and explanations you make to
the respondent.

. Comments you wish to make to the coders
and analysts, such as:

—descriptions of respondent behavior:
—summaries of respondent digressions:
—cross references and marginal notes;
—reason(s) why a question was not asked.

Do not put anything the respondent says in
parentheses, We assume that anything nor in
parentheses is in the respondent’s own words, so
that it is not necessary to use guotation marks,
Please make sure that any incomplete verbatim
answer will make sense to the coder by including
explanatory notes in the margin.

Cross reference relevant material in the inter-
view. During editing, you should cross reference
the responses to one question that also apply to
other questions. This will tell the coder to read
other relevant information.

A respondent may think of something he
would like to add to an earlier response, or he may
give you some information after the interview is
completed. Again. record the information on the
questionnaire at the point which corresponds to
the point at which it was given to you in the
interview. Then, when you are editing, enter a
cross reference in the proper places so that the
coders will easily find all of the relevant informa-
tion. Such a cross reference might read:

Q4. (See Q10.) Q4. (See t'nail.)

Please enter cross references in parentheses in the
questionnaire to distinguish them clearly from
anything the respondent says.

or

Account for each question in the question-
naire. You must either record an answer for each
question or explain why it was not answered.
Please make sure every unanswered question has
some explanation with it. The Center has stan-
dard abbreviations for unasked questions as fol-
lows:

This is the abbreviation for
inapplicable or inuppropricte, and
should be used only when the ques-
tionnaire instructs the interviewer to
skip questions because of the

{(Inap)
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respondent’s earlier answers. You
should never mark a question (Inap)
because you feel it is inappropriate, but
only when the guestionnaire instruc-
tions say it is.

A slashmark may be drawn across an

entire page, or across a group of ques-

tions on a page in place of or in con-

junction with the abbreviation (Inap).
(Skipped) 1f a question is skipped either inten-
tionally or accidently, write Skipped in
the margin and always give anexplana-
tion.

With the exception of the abbreviation **DK™
(don’t know), please do not use words on the lines
for answers requiring dollar amounts. A zero (0)
should be used only for those questions calling for
answers in dollar amounts and when the response
i1s “‘none’” or *‘no”’ or ‘‘not any’”’ or some other
equivalent of zero. A zero should nor be used if
the question was not asked.

Illustration 3-1, the facsimile of a page from
a questionnaire, shows how some of these ab-
breviations and symbols are used in recording an
interview. When the respondent answered *'No”’
to question H9, the interviewer put an “* X" in the
““no”’ response category box. This will then be
coded **5.”" Please put the "' X"’ across the word in
the box and not across the number. Note that the
interviewer circled the sources of income men-
tioned by the respondent in HI11. This does not
change the code category, but it clarifies the in-
formation.

If you find that you have checked the wrong
response category, erase the incorrect mark and
check the correct box. If the respondent changes
his mind, please leave the original mark in the
questionnaire, draw an arrow to the new response
category, and make a marginal note.

G5. How often do you think the police treat
teenagers fairly in your (community)? Do
you think they are often treated fairly, some-
times treated fairly, or never treated fairly?

TN (& (hengrd mmd»)

3. SOMEMMES
7\ TN

Identify each interview. Center interviews
require certain basic identification such as your
name, the date, your interview number, PSU,
etc. This information should appear on the cover
sheet for each interview as well as on the ques-
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tionnaire. Such identification is necessary for
Center use only: it is never used to identify a
respondent. Include the following information in
the upper right-hand corner on any additional
write-tip sheets that may accompany the inter-
view!

e [nterviewer’s name

¢ Project number

¢ Your interview number
e Date interview was taken
e PSU name

THE THUMBNAIL SKETCH

A space is provided at the end of the ques-
tionnaire for you to enter a short description of the
respondent and the interview situation. This is a
good place to capture the special flavor of the
respondent or the situation. You can also “‘blow
off steam™’ here about the interview. Coders turn
first to the thumbnail sketch so that they can get
some idea about the personality behind the re-
sponses before they start translating these re-
sponses into numbers.

A thumbnail sketch could contain the fol-
lowing type of information:

. The respondent’s attitude and his family's
attitude toward you and the survey.

. Unusual circumstances and events that had
any bearing on the interview such as inter-
ruptions, language difficulty, etc.

. Feelings that you might have about the re-
spondent and the interview, things you
sense or suspect.

. Anything else that happened while you were
at the respondent’s home that has any bear-
ing on the survey objectives.

A good rule of thumb(nail) is to include in your
sketch any information that would enable you to
recall this particular respondent and/or the inter-
view situation. **Good interview, no problems’’
is not very revealing.

Remember that respondents have a legal
right 1o come to Ann Arbor and ask tolook at their
interviews — including the comments in the
thumbnail sketch. ‘R had troubie with the cards,
also limited interest in the survey compounded by
three small, demanding children,’’ is an approp-
riate comment to put in the thumbnail — *‘This
was the dumbest R | have ever interviewed’’ is
not.

Please do not enter any action requests or
ask the office any questions in the thumbnail! The
Field Office personnel, unlike coders and
analysts, do not usually read the thumbnail, so
that your requests or questions could be over-
looked.
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Illustration 5-1

EXAMPLE OF COMPLETED QUESTIONNAIRE PAGE

In addition to this, did you_have any income from bonuses, overtime, or

comtaissions?

1,

YES

v

i
5% L— % o TO HIL
A

Hi10, How much was that?

H11.

Did you (HEAD) receive any other income in 1972 from:

iF "YES" TO ANY]

ITEM, ASK "Hew
much was it?"
ENTER AMOUNT &
WEEK/MO/YR

IF "NO" ENTER
thll

H12,

a)
b)

c)

d)
e}
£)
g)

& % h)

i)
3)
k)

professional practice or trade? 5 0 _ per

farming or market gardening,
roomers or boarders? $ 0 per
i
ctliizieri::i:ls, or royal]t:eizz; $ 5(2{2 per g%r
ADC, AFDC? s ()  per
other welfare? S 0 _per
Social Security? s_ (0 per

or annuities?

Gnemployment;y or workmen's
compensation’ $ -550 per ¥

alimony? Child support? $ O __per

other retirement pay
’ s__ 50 pecmonth

help from relatives?

$ O per
anything else?{}0h 'II'AG (Gﬁﬂft/ $ !{2 per .Usf win
(SPECIFY) T e in 1>

Did anyone (else) not living here now help you (FAMILY) out financially-—-
I mean give you money, or help with your expenses during 19727

a /
1. YES 5%0 F—> TURN TO H14, P, 17
v T
H13. How much did that amoun last year? $

24
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SUMMARY TIPS ON EDITING

When you edit, please remember that some-
one who was not present when you took the inter-
view will be examining it. Even if you have asked
a question. probed, and obtained a full answer,
the entire response can be lost if the coder cannot
understand what vou wrote.,

The best time to edit an interview is right
after you take it. when the entire situation is still
clear. Sometimes it is not possible to edit im-
mediately, but try not to let more than a day
elapse between the interview dnd the editing.

Please be sure that;

e AJl entries are legible. As was mentioned
earlier, the best response is worthless if it cannot
be read.

e [nappropriate questions are clearly
marked “‘laap.”” Make sure the questions you
mark “‘Inap’’ are really inappropriate according
to the questionnaire instructions and not inadver-
tent omissions.

® All probes, and any other of your remarks
during the interview, are indicated in parenthe-
5es.

® All unclear responses are clarified by
your parenthetical notes.

® You have provided a full thumbnail
sketch. This will give the reader a good idea of the
interviewing situation and will help close the gap
between the actual interview and the interview
analysis.

After you have edited the interview, you
should also carefully go over the cover sheet.
Here are some suggestions for editing the cover
sheet:

® Check to see that all necessary identifica-
tion is on each cover sheet — your interviewer's
name label, your interview number, the date, the
length of the interview in minutes, your PSU
name, segment number, line number, and the
complete specific address of the HU.

® Make sure the specific address appears on
the cover sheet in exactly the same words as it
appears on the listing sheet.

e Complete the call record.

¢ Complete the nonresponse boxes on the
back of the cover sheet for any address at which
you are unable to obtain an interview, Provide as
much information as possible for any noninter-
view situations.

EXAMPLES OF RECORDED RESPONSES

Examine [Hustrations 5-2 and 5-3, which are
other examples of completed questionnaire
pages. Try to identify:

. A probe entry.

. An abbreviation of “‘repeated survey ques-
tons. ™

. A cross reference.
. A marginal note for a respondent digression.

. A respondent’s side comments that explain
the checked box.

. Clearly marked boxes.

TAPE RECORDING INTERVIEWS

There is another kind of “‘recording’’ which
plays an important part in interviewing: tape re-
cording. Interviewers are frequently asked to re-
cord their intérviews, and the tapes are then used
to evaluate both the interviewing technique and
the adequacy of the questions. Tape recorders are
used extensively in the training, retraining, and
sell-evaluation of interviewers,

General instructions. If you have never
used a tape recorder before, you should first be-
come completely familiar with its mechanics. {See
the instructions which accompany the machine.)
Use it for a practice interview, play it back, and
iry it apain if you are not satisfied. If you feel
comfortable using the machine, your respondents
will too.

Be sure the machine is working properly
before you leave home 1o interview. If you are
using a cadmium battery pack, be sure it is fully
charged. If you are using flashlight batteries, be
sure they are fresh and afwavs carry the electric
power cord for your machine '‘just in case . . .

Always ask the respondent for permission to
record the interview. “'1 would like to tape this
interview if that is all right,”” or **The University
has asked me to tape these interviews if that is
agreeable to you,™" are appropriate ways of intro-
ducing the subject. You may also explain that it
helps you to make sure you have recorded the
respondent’s views accurately, We have used
tape recordings for years in all parts of the country
and respondents seldom refuse these requests,
Most respondents do not know what to expect in
an interview situation — the interviewer sets the
riles, and if you use a tape recorder. then the
respondent will assume that it is a natural part of
the procedure.

Put the machine on the table between you
and the respondent; you or your supervisot or the



Mustration 5-2
EXAMPLE OF COMPLETED QUESTIONNAIRE PAGE

Al, We are interested in how people are getting along financially these days.
Would you say that you {and your family) are better off or worse off
financially than you were a year ago?

Vi .
1. BETTER NOW I [3. AME 5. WORSE NOW \ 8. DON'T KNOW

Y "y J IR
Ala, Why do you say so? Bﬂ'H’\ 0'( {us QOT rNSCfA HUS_UCM bui‘
we! re_just ledwiour GWA gqautsf okl (pn

JIF NOT ALREADY ANSWERED)

A2, Are you (and your family) receiving as much income now as you were a year
ago, or more, or less?

j l.ﬂ’. NO‘N] I 3, ABOUT THE SAMEJ ‘ 5. LESS NOW

LR youT (Gee Moy

A3, WNow looking ahead--do you think that a year from now you (and your family)
will be better off financially, ot worse off, or just about the same as now?

el

WILL BE .
! - Bé;égg OFF;l ’ 3 WORSE OFF . 8. DOK'T KNOW

bux it C(’km laXTo eeps on vt won't

MAL
Abd, Now turning t business conditions in the country as a whole--do you think
that during the no(‘:t 12 months we'll have Ood times flnanc1ally, or bad

times, or what" cowrse 1 hoPC oo
(\fes buk (Hhat Hont 2) UUeL( Ig s:u,‘
BAD WITH
L. GOOD TIMES 4 QUALIFICATIONS
. GOOD WITH
l z. QUALIFICATIONS > BéﬁxﬁégEsl
, [ TURN TO P.2
3. PRO-CON 8. DON'T KNOW A5
Ry
7 #da, Why do you think that? lOL aq&um—

%‘E we have Hhree Cars ard five drivers, ( RQ—D(ourd\r\]{
p’%‘ﬁ 15 4 whole?) There's Hthe whale oil mess and

£ S economy 1S %0 depe oh {he auk
gé industry
-7 g“, : !
%ff' ?
~ce
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llustration 5-3
EXAMPLE OF COMPLETED QUESTIONNAIRE PAGE

(CARD CZ, ORANGE) Sume puople are primarily concerncd with doing everything
possible to protect the legal rights of those accused of committing crimes.
Others feel Lhat L is more important to stop criminal activity even at the
risk of reducing the rights ol Lhe accused.

Mhrow themall (n jorl / (RQ- What # mscaL
shows how feel )

Protect Rights
of Accused

1\
| l l

Stop Crime
Regardless of
Rights_of Accused

(

C2a.

C2h.

C2c.

C2d.

C2e.

C2f.

il
X 2 3 4 5

INTERVIEWER RECORD NUMBER)

aok kuw ‘:,1

Where would you place yourself on this scale, or haven't
you thought much about this?
0. HAVEN'T THOUGHT MUCH 8. DK

TURN §6 P. 10, C3

Where would you place most policemen?

college? phy qcnerahon ornou)

—pok

to collegpe?

8 Xm(

L

Where would you place most people about your

8. DK

Where would you place most people your parents

6. DK
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00&3

Where would you place most people who zfve gone to )

Ms'l' peop

Where would you place most people who have not gone

(R M«"f
(MQ"D
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‘am
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el
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INTERVIEWER'S MANUAL

Field Office staff need to hear borh you and the
respondent. If possible, put the machine on a
magazine or folded newspaper; this will help ab-
sorb some of the motor noise produced by vibra-
tion against a bare table top.

If you are using an external microphone, be
sure that the mike is turned to **ON"" and left on.
Do not let the respondent hold the mike or fiddle
with the **ON/OFF" button.

Use 90-minute cassette tapes. The shorter
ones are not adequate for a whole interview, and
the longer ones tend to become tangled. These
tapes will usually be supplied to you when taping

is requested. If you have to buy them, enter the

cost on your expense voucher so that you will be
reimbursed. Do not try to find bargains in tapes;
usually they produce bargain quality recordings.

Since each side of the cassette records for 45
minutes, it is a good idea to put a note to yourself
in the questionnaire at a convenient place to turn
the tape. Do not bother to rewind to the beginning
of side 2; just start right off and remember when
you listen to the tape that there will be some blank
tape at the beginning of side 2. Except when you
turn the tape, please do not turn the machine on
and off during the course of the interview unless
there are lengthy interruptions.

You must write the responses, comments,
and probes onto the questionnaire just as you
would if the tape recorder were not there, The
time you decide not to bother and try to write it up
from the tape will be the time the machine does
not work or the time a respondent’s toddler turns
off the mike while you are not looking.

Editing tape recorded interviews. The same
rules of editing outlined earlier in this chapter
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apply whether or not the interview is tape re-
corded. You shoulid edit the interview as sgon as
possible, making sure the correct boxes are
checked, and that all relevant responses, probes,
and so forth are written legibly into the question-
naire, Generally, it is not a good idea to try to do
the complete editing job from the tape, as this is
unnecessarily time-consuming. If a response is
not clear, you may wish to refresh your memory
by listening to that part of the tape.

Evaluation of your interviewing technique.
After you have edited the interview, you should
listen to the tape and “‘observe’’ your interview-
ing technique. Did you read all the questions ex-
actly as worded? Did you probe where neces-
sary? Did you make sure that the objectives of the
questions were met? Did you read slowly and
clearly, giving your respondent time for a consi-
dered reply? Was your approach to the respon-
dent professional, showing neither approval nor
disapproval, but rewarding him positively for his
performance rather than for his responses?

A tape recording can give you valuable in-
sight into your own performance as an inter-
viewer. It is very difficult to evaluate your per-
formance when you are in the midst of an inter-
view, and the tape, in effect, gives you achance to
observe yourself.

Appendix D in this manuval contains the
code which will be used by your supervisor in
evaluating your tapes. The criteria for interviewer
behavior shown in this code are useful guidelines
and standards for all interviewing, whether or not
you use a tape recorder. Do sor tape record tele-
phone interviews.



6 CALL AND CALLBACK STRATEGY

Every sample address on a study must be
accounted for with a cover sheet. We must ac-
count for dwellings which are unoccupied or
which contain no eligible respondent as well as for
those in which there is a person to be interviewed.
Since you will not always find the respondent at
home on the first call, callbacks are often neces-
sary.

SUGGESTED PROCEDURES

The manner in which you make initial calls
and subsequent callbacks can greatly affect re-
sponse rates and costs. Please use the following
suggestions as a guide.

® Make calls at all of the assigned housing
unjts early in the study period. This will get you
off to a good start and will allow you time to make
repeated callbacks for respondents who are dif-
ficult to reach.

¢ Plan trips to maximize the number of calls
per trip.

® Plan to do your work in large blocks of
time, especially during the early part of the study.

® Plan trips in accordance with your knowl-
edge of the typical routines of people in your areas
and the changes in these routines from season to
season. For example, in rural areas, peopie tend
to be at home before 4 p.m. more often than they
are in urban areas. Weekends may be a good time
to find people at home in the late falt, but a poor
time in the late spring. Depending on the area, you
may have to plan your work around weekend
sailing regattas or the deer hunting season.

Good times to call will also vary with re-
spondent selection. For example, if the selected
respondent is the head of a household in an urban
or suburban area, it would probably be best to call
in the late afternoon. early evening, or on a
weekend when he is most likely to be home.
However, a farmer might be delighted to see you
at 10 o’clock on a winter morning.

® [t is best to start working at the beginning
of the study in areas in which people are hardest to
contact, but you should not neglect segments on
the way to or from the difficult area. Also start
early in areas which are mos! apt (o be affected by
adverse weather conditions during the study;
consider spring floods, snow which might close
the mouniain pass into a remote area, etc.

® If no one is at home when you first call, try
to get an idea of when someone is likely to be there
and note this on the cover sheet. [f you cannol gel
any information, call at different times of the day.
on different days of the week and on weekends.
Because you will be talking to many people and
keeping track of many schedules, you will find the
call record on the cover sheet very useful in plan-
ning times to call. Not only is the call record
helpful for the current study; it may also be of
considerable help to you or another interviewer
trying to [ocate this respondent for a reinterview
on a future study. Often you can find out when a
potential respondent is likely to be at home just by
asking his neighbors. Plan to make one call in
each of three distinct time periods:

1) Duys during the week (9 a.m. 10 6 p.m.)

2) Evenings during the week (6 p.m. or
later)

3) Weekends.

e Use discretion in setting up a definite ap-
pointment for an interview.

— If you do make an appointment, try to
make it at the beginning of yourday's trip
so that you can make other calls after the
interview and so that you will not find
yourself in the middle of an interview
when you should be keeping another ap-
pointment.

— Good times for appointments are often
the times that are bad for making initial
calls, e.g., early in the morning or during
the lunch hour. Try not to set up ap-
pointments during hours which are most
productive for initial calls.

— Be prepared to do other work during odd
time peniods between appointments when
there is too little time to conduct another
interview. This might include editing in-
terviews, completing progress reports, or
corresponding with your supervisor and
the Field Office. Many interviewers
travel with a tidy “*office’” in the trunk of
their cars and some of the best thumbnail
sketches have been written by interview-
ers waiting for an elusive respondent.

— If a respondent breaks an appointment
{or two), try stopping by, unannounced,
when you are in the neighborhood.

— Do not use the telephone for initial con-
tacts on household surveys: it is too easy
for a respondent to refuse an interview,
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But you may certainly use the telephone
to confirm an appointment if the respon-
dent suggests it.

— Sometimes just one segment has been
selected in an out-of-the-way place. The
most efficient way to handle this kind of
assignment is to pick an optimum time for
the first visit to the area and try to set up
appointments at all the assigned HU’s at
that time. By all means, call to confirm
these appointments before you drive half
way across the county.

e Use the interviewer card for personal
notes, such as "*Sorry I missed you . . .”" when
you are unable to find anyone at home. If the
appointment was broken and you feel that the
respondent is cooperative but ahsent-minded,
you might leave your telephone number and ask
him to call you to arrange a convenient time,
adding something like *‘I will be back in your
neighborhood Thursday and Friday . . .

® Drive by sites of future interviews. As you
go to and from interviews in the neighborhood,
drive by a selected house even if you do not have
time 1o stop and call. You may get clues as to
when respondents are likely to be home (a carin
the driveway) that will help you plan future calis.

e Occasionally you may have a segment for
which you feel the best strategy is a ‘*blitz’’ because
the houses are close together and the neighbors do
alot of visiting among themselves. In such cases,
and particularly if the interview is long, it may be
best to have several interviewers working in the
segment at the same time to clean it up as rapidly
as possible.

¢ If you have an ‘“‘albatross’’ segment where
you have never had much luck, it may help your
morale if you plan to work this segment along with
your “‘lucky’’ segment where it is always a pleas-
ure to interview,

RELUCTANT RESPONDENTS

Sometimes in spite of your best efforts a
respondent will politely (or impolitely) refuse to
be interviewed. Although experience will help
you avoid refusals and minimize your disap-
pointment when you get one. the following sug-
gestions may be helpful.

® Leave the door open for another try at a
later time. If you find you are not getting any-
where at all during your first meeting with the
respondent, try to leave before you get a final

“‘no’" and before he starts to think of you as a pest.
It may just be a bad time for him, he may have had
an argument with his boss, orany number of other
problems may be bothering him. Call back some
other day when he might be in a better mood.
Make an appeintment to return if he suggests one,
but remember that if he really wants to avoid the
interview, he will know when to avoid being
there.

* Try not to let another member of the
household refuse for the selected respondent. "My
husband certainly wouldn’t be interested in any-
thing like that!” Be particularly dubious about
such statements if a wife has just said that she
would be willing to be interviewed. If you get a
refusal from the spouse of a respondent, diplomat-
ically explain that while they might be correct in
their assessment of vour chances for the inter-
view, your job requires that you talk to the
selected respondent in person. In order to avoid
such refusals, make the initial call at a time when
you are most likely tofind the selected respondent
at home.

e Try a persuasion letter. If you feel that a
personal letter from the Center might reverse a
refusal or be reassuring to a reluctant respondent,
please write the Field Office on an Immediate
Action Memo and request that a persuasion letter
be sent. These lelters are essentialty form letters.
but they can be tailored to suit the circumstances.
Information which should be included in your
request:

— Muiling address (including the ZIP code)
plus the segment and line number,

— The person to whom the letter should be
sent (identify by relationship to head or
by name if appropriate and available). If
the person to whom the letter should be
sent is the head of a household, be sure to
indicate that person's sex so that we will
know whether to use '‘Dear Sir’” or
**Dear Madam.™

— Circumstunces ofrefusal. Let us know if
some person in the houschold kept you
from interviewing the selected respon-
dent or if the respondent refused to be
interviewed and why.

— The name of the interviewer. The letter
will give your name as the person who
made the initial call. Please let us know if
you or another interviewer will be calling
back after the respondent has received
the letter and we will mention this at the
end of the letter.

Persuasion letters often convince respondents
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that we really do mean what we tell them and that
we really do want to talk with them,

® In primary areas with more than one in-
terviewer working on the study, ask the FC to
assign the cover sheet to another interviewer. If
you do not seem to be getting any closer to an
interview with a prospective respondent, perhaps
another interviewer might be more successful.
Again, try to avoid a definitive ‘““no’ so that
another interviewer can try either with or without
a persuasion letter.

Refusals are a source of concern to organi-
zations such as the Center because they introduce
bias into the survey findings. The Center studies
nonresponse situations in an effort to determine
the reasons behind them, better ways of avoiding
them, and the degree of bias they introduce into
the survey results. For these reasons, please give
as much information as you can about non-
response situations, especially refusals. Any
demographic data on the noninterview respon-
dent — age. sex, marital status, number of chil-
dren, type of dwelling, and so on — are helpful.

The following is a list of ways in which a
respondent might express his refusal.

. No reason given — respondent gives a flat
“‘no”" or ‘‘not interested’™ type of answer.

. Respondent expresses anti-government,
anti-administration, anti-business, etc.,
feelings.
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. Respondent expresses the feeling that sur-
veys are “‘silly’” or ‘'not worthwhile.”’

. Respondent speaks aforeign language and is
suspicious of your mission,

. Respondent seems antagonistic toward you
but has no real reason for not wanting to be
interviewed.

. Respondent says he is “"too busy.”’

. Respondent says he is working and can not
or does not want to take time for the inter-
vView,

. Respondent was previously interviewed by

some other survey or sales organization
which misrepresented the reason for the
visit.

There may also be unexpressed reasons be-
hind a respondent’s refusal to grant an interview
such as:

. The respondent feels personally threatened
in some way by the interview or worried
because he feels he does not know enough
about the topic of the survey.

. The respondent may not believe that your
real purpose is to conduct an interview.

® The respondent does not clearly understand
the purpose of the study or why he is being
asked to participate.



7 TELEPHONE INTERVIEWING

(REINTERVIEWING)

We use the telephone for reinterviews in
order to save both time and money. By reinter-
viewing our national cross-section sample, we
can effectively measure changes in opinion overa
time span of three, six, or nine months. It takes
about two weeks to reinterview a cross section by
telephone and costs about one-fifth as much as it
would to conduct personal interviews.

TELEPHONE INTERVIEWING TECHNIQUES

In order to read the questions exactly,
probe, and record telephone responses verbatim,
simply employ the same techniques described for
personal interviewing. Because you will not have
any eye contact and you will have fewer intuitive
clues as to whether or not the respondent under-
stands the questions, it is even more important to
read the questions slowly and clearly. It is also
essential to edit the interview as soon as it is
completed.

Although most of the time you will be rein-
terviewing respondents you have interviewed be-
fore, we do not feel it is practical or economical
for one interviewer to work on an assignment
which involves fewer than 10 covér sheets.
Therefore, in some primary areas with relatively
small sample sizes, one interviewer may conduct
all of the telephone reinterviews for one study.

Since the first interviewer will already have
established a rappert with the respondents, and
since they will be familiar with the interviewing
process, it should not be a problem for another
interviewer to conduct the reinterviews if the in-
troductory statement is clear. Introduce yourself
as a representative of the Survey Research
Center of The University of Michigan, and de-
scribe the study briefly, emphasizing that the rein-
terview will be much shorter than the original
interview. If you did not conduct the first inter-
view, mention the original interviewer’s name
and the date of the previous interview or inter-
views. You will have the telephone recontact
sheet from the personal interview showing the
respondent’s name and relationship to the head of
the household. Be sure you are reinterviewing the
same respondent!

Also be sure that you have set aside enough
time to conduct the interview when you place
your call. You may find that you need to make
appointments with your family as well as with
your respondents, especially if you have teenaged
children at home.

If the respondent seems reluctant to talk
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when you call, offer to call back at a more conve-
nient time. Most reinterviews take about 30 min-
utes, and it is best to catch the respondent when
he has sufficient time available. [t is important to
reassure him that the reinterview will be much
shorter than the original interview. and that it will
make his original effort even more valuable to our
study.

Because some respondents will remember
the previous interview clearly, they may some-
times respond with *‘1 told you that before’ or
‘“the same as before.”” Do not accept such an-
swers. We are attempting to measure changes in
people’s attitudes and expectations, and answers
such as these tend to hide any changes that might
have occurred. Many respondents change their
attitudes without realizing it. If arespondent asks
why it is necessary for us to ask questions similar
to those he has already answered in the earlier
survey, tell him that some respondents will have
changed their circumstances or their opinions
even if he has not. Be careful not to imply that the
respondent should try to remember what he said
before, or to remember whether his own attitudes
or circumstances have changed.

Recording and editing. In telephone inter-
views, there will be long silences while you write
down what the respondent says. One way to fill
those silences is to explain that you are pausing to
write. You might utter an occasional
“‘umm-umm’’ as you write, or you may repeat the
answer as you write, just as you would do in a
personal interview. For questions that do not
have boxes to check, it is perfectly acceptable to
underline parts of the question which correspond
to the respondent’s answer.

In a telephone survey it is especially impor-
tant that you edit your interviews immediately
after you hang up, to be sure that all responses are
complete and legible. As always, you should take
time to record the respondent’s answers as com-
pletely as possible, but that will not help us if we
cannot read what you have written. Since both the
interviewing and the coding period are very short,
there is no opportunity to ask an interviewer to
clarify missing or garbled information. Such in-
formation must be coded ““NA’" (Not Ascer-
tained).

Since telephone studies usually have a short
interviewing period (two weeks) and an inflexible
deadline, you must start calling your respondents
as soon as you have received your materials and
studied the instructions. Practice interviews are
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not usually required, but it is a good idea to read
the questionnaire aloud before you start produc-
tion interviewing. Calls should be made in the
evenings as well as in the mornings and after-
noons. If at first you do not succeed, try different
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hours of the day and different days of the week.
Please do not tape record telephone interviews,
either with or without the respondent’s permis-
sion.



8 SAMPLING PRINCIPLES AND PROCEDURES

Survey sampling is the process of selecting
certain members of a group in such a way that
they will represent the total group about which we
wish to make generalized statements. The selec-
tion process is extremely important; no matter
how good the interviews are, the results of our
surveys will not be accurate if the respondents
have been selected improperly.

Accurate sampling requires a combination
of sound planning in the office and careful execu-
tion by interviewers in the field. Most of SRC’s
studies, especially large nationwide surveys, in-
volve interviewing one member of a household.
The following chapters on sampling will discuss
procedures for selecting households and indi-
viduals to be interviewed. The same principles
could also be applied to surveys which are not
nationwide, although the specific procedures
might differ.

SAMPLING — A DEFINITION

Sampling is a procedure familiar to all of us

in many of its less precise forms. Tasting a spoon- _

ful of soup to see how well the whole pot is sea-
soned, examining a few apples to determine the
quality of the entire bushel, or choosing one or
two people 1o represent an entire category are
instances of sampling. How often have you heard
people make comments such as, ““Just look at
those two teenagers! What's the younger genera-
tion coming to?”’

Some of these commonplace “‘samples™
provide better bases for making generalizations
than others. Intuitively, you would know that a
spoonful of soup is likely to be an accurate reflec-
tion of the entire pot (assuming you have just
stirred the soup), bul that two teenagers do not
accurately represent all teenagers. The soup
sampling procedure is valid, because if we fol-
lowed it again and again, each spoonful of soup
would taste very much like the others. For the
same reason, the haphazard selection of only two
teenagers would be a poor sample, because if we
repeated this procedure we would get widely dif-
ferent impressions from each pair of teenagers we
picked. You cannot represent a group of people
by looking at only one or two of itls members
because groups are seldom homogeneous. When
dealing with human beings, you must sample a
sufficient number of the group, using a procedure
which ensures that each person has a known
chance of selection.

SURVEY RESEARCH CENTER SAMPLING

One way to sample members of a group
would be to write unique numbers for each
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member on identical slips of paper, then mix the
slips in a giant container and draw again and again
until a sufficient number of selections had been
made. Obviously, it would take an inordinate
amount of time and money to select dwellings in
the United States in this manner. But since each
dwelling can be associated with a specific region
of the country, and since each region is divided
into states, states are divided into counties, and
counties, in turn, are divided into smaller units,
we can save ourselves the expense and trouble of
making a complete list. The Survey Research
Center conducts a multi-stage sampling of areas.
Sampling proceeds in stages, going from larger to
smaller areas within the country. Roughly, the
steps are as follows:

Step 1: Primary area selection. Co-
terminous United States is divided into what we
call primary areas. These are generally counties.
groups of counties, or metropolitan areas within
which an interviewer can operate,

From these primary areas, we select at ran-
dom (that is, by a probability method) 74 primary
areas for the Center’s national sample (Illustra-
tion 8-1}.

The random selection process is not
haphazard, Primary areas are selected by a
mathematical procedure; each area has a known
probability of selection, and there is no personal
judgment involved. In the early stages of sampl-
ing we use a technique called stratification, which
helps us select the proper proportion of primary
areas from different types. When we stratify by
region of the country, this means that a separate
sample is drawn of Northeastern, Western, North
Central, and Southern states, and each region has
representation in proportion to its population.

Step 2: Sample location selection. Each one
of the 74 selected primary areas is divided into
smaller areas. Let us look at a hypothetical
county, and scc how it would be handled if it were
selected as one of our 74 primary areas (Illustra-
tion 8-1).

Our hypothetical county consists of one
large city, four medium-sized towns. and the re-
mainder of the county. Three groups or strata
would be formed on the basis of this information:
large cities; smaller cities and towns; and remain-
ing areas. One or more sample locations could
then be selected within each stratum. The first
stratum would include the large city. which be-
comes a sample location (since there is only one
large city, there is no choice in this stratum); the
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second stratum would consist of the four towns,
and one or more of these would be selected. The
third stratum would be the remainder of the
county, all or part of which is designated as the
third stratum sample location.

Step 3: Chunk selection. Each sample loca-
tion, whether it is New York City or a rural town-
ship in lowa, is divided into chunks. A chunk is a
geographic area with identifiable (but not neces-
sarly visible) boundaries: in a city or town it is
usually a city block; ina rural area a chunk may be
bounded by roads, natural features such as
streams, or civil boundaries such as county lines.
We try to make chunks that contain from 16 to 40
dwellings. In large cities, however, a chunk may
have many more dwellings.

After all sample locations (cities, towns, and
rural areas) have been divided into chunks, some
of these chunks are selected — again by probabil-
ity methods — for our sample.

Step 4: Segment selection. Before the Ann
Arbor office can select compact areas for study,
the interviewer must scout each sample chunk
and either report addresses and estimates of the
number of housing units (HU’s) at each address,
or shows the number and locations of HU's on a
sketch of the chunk. (HU's are discussed fully in
Chapter 9.) The interviewer must also suggest
ways in which the chunk can be divided into
smaller parts called segments. When this proce-
dure is complete, the Ann Arbor office selects
segments for each study.

Step 5: Housing uwnit selection. Within a
segment, either all or part of the HU’s, usually
about four, are chosen for a specific study, al-
though some studies require larger numbers of
HU’s from a segment. The interviewer is pro-
vided with specific instructions and has no per-
sonal choice in the selection of sample HU's.

THE INTERVIEWER AND THE SAMPLE

Occasionally, you may think that the seg-
ments which were chosen are not at all typical of
the community. In most SRC surveys, the seg-
ments in a particular county or metropolitan area
are not necessarily characteristic of that particu-
lar area because the purpose of the sample is not
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to represent one county, but rather to represent
the entire United States, or major regions of it.

The following chaplers describe ways in
which to identify sample HU’s and select respon-
dents. In carrying out these procedures. vou nuest
not substitnte one HU for another f the original
HU does not produce an interview, If no one is
home when you call, you must not step next door.
The house on the muddy back road, the apart-
ment at the top of a long flight of steps, the house
with the growling dog outside must each have an
opportunity to be included in the sample. People
who live on back roads can be very different from
people who live on well paved streets, and people
who stay at home are not the same as those who
tend to be away from home. If you make substitu-
tions, such important groups as young men, peo-
ple with small families, employed women, far-
mers who regularly trade in town, and so on, may
not have proportionate representation in the sam-
ple.

SUMMARY

Sampling is the procedure we use to select
certain members of a group to representthe entire
group; the group of individuals selected is called a
sample. Our procedure for selecting a sample is
roughly as follows:

® The United States is divided into primary
areas, usually by counties. Using a probability
sampling method, 74 of these areas are selected as
the Center’s sample of primary areas.

e Then, particular locations (cities, towns,
and rural areas) are selected within the primary
areas.

® Chunks {(geographical areas containing
from 16 to 40 HU’s) are selected within each
sample location.

® The chunks are further divided into
segments of from4to 16 HUs.

® A sample of HU’s is drawn from seg-
ments.

Human judgment is not a reliable sampling
technique, and you must not deviate from the
specified selection of HU’s. The accuracy of the
sampte depends to a large extent on the inter-
viewers, and if surveys are to be effective, you
must carry out correct sampling procedures care-
fully and conscientiously.



9 TYPES OF LIVING QUARTERS DEFINED

SRC national household samples aré designed to represent the housing unit population in
coterminous United States, exclusive of HU's on military reservations. For our purposes, living
quarters in the United States fall into three general categories:

. Housing units (HU s)

. Excluded quarters

. Unclassified quarters, for which there is no obvious classification; details on these quarters are
to be sent to the Ann Arbor office where a decision will be made.

HOUSING UNITS Housing units are defined by two general criteria; the fact that the
living quarters are nsed separarely by their occupants, and by certain
physical characteristics of those quarters.

Operational A housing unit is a room or group of rooms occupied or vacant and
Definition of a intended for occupancy as separate living quarters. In practice, living
Housing Unit (HU) quarters are considered separate and therefore a housing unit when:

the occupants live and eat apart from any other group in the building,
AND THERE IS EITHER
direct access from the outside or through a common hall,
OR

complete kitchen facilities for the exclusive use of the occupants, re-
gardless of whether or not they are used.

Occupants Live Occupants are considered to be living apart from any other group in the

and Eat Apart building when they own or rent different living quarters. They are
considered to be eating apart when they provide and prepare their own
food or have complete freedom to choose when and where they eat,
and they do not have to pay a fee for meals whether or not they are
eaten.

Housing units may be occupied by a single family, or by two or more
family units.

If a single building is occupied by persons or groups of people wholive
and eat apart from each other, the living quarters of each person or
group are to be evaluated in accordance with the other HU criterion of
direct access or complete kitchen facilities.

Direct Access Living quarters have direct access if there is EITHER:
an entrance directly from the outside of the building;
OR

an entrance directly from a common hall, loebby, or vestibule, used
by the occupants of more than one unit or by the general public.

Access is nor direct if, as the only means of access to the unit, the
gccupants muyst pass through another person’s living quarters.

Complete A unit has complete kitchen facilities when it has: an installed sink with
Kitchen piped water, and a range or cook stove, and a mechanical refrigerator.
Facilities Portable cooking equipment does not qualify as a range or stove, nor is

an ice box equivalent to a mechanical refrigerator. All kitchen facilities
must be located in the building, but they need not be in the same room.

Kitchen facilities are for the exclusive use of the occupants when the
living quarters are rented (or bought) with the understanding that the
renter {or buyer) is not required to share kitchen facilities with other
tenants.
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Examples

EXCLUDED QUARTERS

Institutional

Transient
or Seasonal

Exceptions
Within Excluded
Quarters

UNCLASSIFIED
QUARTERS

INTERVIEWER'S MANUAL

Most types of living quarters that meet the HU definition are easily
identifiable. These are single family houses, row houses, town houses,
duplexes, flats, garden-type apartments, apartments over commercial
structures, high-rise apartments, and mobile homes.

Certain types of institutional and transient or seasonal fucilities which
are never to be listed are called excluded quarters.

The institutional quarters which are to be excluded are those occupied
or intended for occupancy by the persons for whom the facility is
operated. Among these are: patient quarters in hospitals, rest homes,
or nursing homes; quarters for the religious in cloistered convents or
monasteries; student dormitories in schools or colleges, fraternities, or
sororities; and inmates’ quarters in mental or penal institutions.

Transient or seasonal quarters are to be excluded if:
There are five or more units (whether beds, rooms, suites, cabins,
trailers, tent or trailer sites, or boat moorings) operated under a
single management;

AND
When the living quarters are EITHER:

—transient; that is, more than 50 percent of the units are normally
occupied or intended for occupancy by persons who usually stay
less than 30 days ¢r who pay at a daily rate;

OR

—seasonal; that is, the facility is closed during at least one season
of the year.

Transient or seasonal quarters to be excluded are: nonstaff accommo-
dations in missions, flophouses, or Salvation Army shelters; accom-
modations for guestsin transient hotels, motels. Y's, residential clubs,
or resort establishments; vacation accommodations in campgrounds;
transient trailer parks or marinas; and bunkhouses, cabins, trailers,
and tents for migratory or seasonal workers.

In facilities containing excluded institutional, transient, or seasonal
quarters, check carefully for any living quarters which are occupied or
intended for occupancy by resident owners or employees and their
families. Staff quarters which meet the HU criteria are to be classified
accordingly.

Institutionally operated student housing which meets the HU defini-
tion, such as married student apartment or trailers, is not to be ex-
cluded.

Unclassified quarters are living quarters that do not clearly meet the
HU criteria, yet which are not clearly to be excluded. For these
unconventional situations, a determination will be made by the Ann
Arbor office.
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10 SCOUTING THE CHUNK

Chunks are the smallest areas that we can identify from published materials, but they are too
large for use on a single study. Therefore, we need to have interviewers scout these chunks and
furnish information which will identify smaller areas. or segments, which can be selected for a few
studies. These segments may vary in size, but they should have boundaries or limits which are clear
enough and permanent enough to allow anyone to locate them now and in the future.

SEGMENT
IDENTIFICATION

Area
Procedure

Building
Listing
Procedure

MATERIALS

What You Will
Receive from the
Ann Arbor Office

What to
Take with Youn

BECOME FAMILIAR
WITH THE MAP

There are two procedures for dividing chunks into segments. Each one
involves a different kind of scouting and each defines and identifies
segments in a different way.

During scouting, the interviewer estimates the number of HU's in
various parts of the chunk, and notes on the sketch how the chunk
might be divided into smaller pieces. This information is then sent to
the Ann Arbor office and used to divide the chunk into identifiable
geographic areas, or ‘‘area’’ segments.

During scouting, both residential and nonresidential buildings and all
major land use are recorded on Building Listing Sheets (Form 5220),
along with a good estimate of the number of HU’s in each building.
These lists are sent to the Ann Arbor office where the listed entries are
grouped into ‘‘building” segments.

Before going into the field always make sure that you have a sufficient
supply of the materials required to do the job. The mapping and listing
required by scouting should be done at the sample site on the forms that
are to be returned to Ann Arbor. Recopying takes time and increases
the chance of error.

. Transmittal Form (F151}, “Summary of Sampling Materials”
which lists by number the chunks enclosed for scouting. There is
also a date shown when the work is to be completed and mailed 1o
the Ann Arbor office.

. A Field Map on which the general location of each chunk is
outlined in red (Illustration 10-7, page 52).

. A detajled drawing of the chunk, usually referred to as the chunk
sketch (Illustration 10-9, page 54).

L Information Sheet for each chunk (yellow) (1llustrations 10-8
and 10-10, pages 53, 55, and 56).

The Field Map, chunk sketches, and Information Sheets.
. Lined pad, ruler.

] A supply of Building Listing Sheets — (Form $220) (Illustration
10-14, pages 61, 62, and 63),

. Pens or number 2 pencils. (The listings you send are reproduced
in the Ann Arbor office for use here. The writing should be dark
enough to make clear copies. A hard lead, number 3 pencil will
not reproduce well.)

Study your map before you travel to the chunks and plan the most
efficient way to get to the places where you will be working. The map
you will be sent is the best map we have been able to locate. Please be
on the alert for recently published maps for sample locations in your
primary area. Send two copies to the Ann Arbor office and keep as
many as you need for the primary area files.
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The Difference
Between Map and
Chunk Sketches

Map Symbols

Chunk Sketch
Symbols

Map Scales and
Chunk Sketch
Scales

KNOW THE
HOUSING UNIT
DEFINITION

CHECK THE
BOUNDARIES

Ifustration 10-1

CHUNK SKETCH SHOWING
STREETS, RAILROAD, AND
RIVER AS BCUNDARIES

INTERVIEWER'S MANUAL

For communication purposes between the staff in the field and the Ann
Arbor office. it is important to know that when the word map is used,
it refers to any printed map of an area, generally the map showing a
chunk or group of chunks for a sample location. The word sketch
describes a hand-drawn picture which is used for sampling purposes.

Become familiar with the map symbols which are usually explainedin a
legend on the map sheet. The features they represent can serve as
landmarks to help you locate a chunk or as reference points within the
chunk. Often more or less permanent features such as schools,
parks. etc.. are shown as well as roads, civil boundaries, and geo-
graphical features.

There are a few chunk sketch symbols, often used by the Ann Arbor
office, with which you need to be acquainted. The symbol 7,
called a hitch, is used to show that the two parts of an area bisected by a
road or stream have been joined. A dashed linéme===is used to show a
property line or an imaginary line of sight. A wavy line.~—~~is used
by an interviewer to indicate that features shown on the chunk sketch,
such as a road or railroad tracks, do not exist.

Maps usually have a scale. For example, one inch on the map may equal
one mile on the ground. The scales will vary from map to map, but
the principie is the same. Many chunk sketches also have a scale and
you can use the scale to estimate the distance between any two points
in a chunk.

Y ou must know the definition of a housing unit; study Chapter 2 in this
manual, “‘Types of Living Quarters Defined,”’ so that you will know
what to count as a housing unit when you are scouting.

Check the chunk boundaries to make sure you have located the chunk
correctly. Boundaries may be streets, roads, highways, railroad
tracks, rivers, named streams, or other recognizable physical features.
Boundaries may also be state or county lines, corporate limits, or other
civil boundaries. On the sketch we have outlined the boundaries of the
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Civil Boundaries

Illustration 10-2a

CHUNK SKETCH AS IT AP-
PEARS WHEN SENT OUT FOR
SCOUTING

[llustration 10-2b

CHUNK SKETCH AFTER IN-
TERVIEWER HAS MADE IN-
QUIRIES AND NOTED LOCA-
TION QF 1970 CORPORATE
LIMITS BY IDENTIFYING
HOQUSES ON EITHER SIDE

Scouting the Chunk

chunk in grey and included some of the physical features from the map.
If there dre no street names. highway numbers. etc.. shown on the
sketch, or if the local names differ from those which we have used,
please enier the correct names or niunbers on the sketch. Put a line
through an incorrect street or highway name. but do not try to obliter-
ate it. Where highways are identified by number, try to obtain the name
of the street or road, since route numbers may change.

Because we use some civil boundaries (city. county. and township
lines) as they were at the time of the last decennial census, you may
have difficulty locating them. Since cities and towns are constantly
expanding, the posted boundaries at the time of scouting may not
coincide with those we use. You should ask someone who knows
(usuaily a city or county official) where the boundaries were located as
of the date specified on the chunk sketch. Maps may be misleading
when you are attempting to locate civil boundaries. For example, it
may appear on the map that the boundary runs down the middle of a
street, when in fact it runs along the back property line of the structures
facing the street.

[f the boundary appears to coincide with a road, stream, or other
physical feature, inquire about its exact location; e.g., is it in the
middle of the road, on the north edge of the right of way, the back
property line of the lots on the north side. or where? (See Illustrations
10-2a and 10-2b.)
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Boundaries That
Do Not Exist

INDICATE INTERNAL
FEATURES

Internal Roads

Other Features
That Divide
the Chunk

Prominent Geographical
Features

Major New
Construction

Street Names and
House Numbers

CHOOSE THE LISTING
PROCEDURE TO USE

INTERVIEWER'S MANUAL

The preceding paragraphs imply that chunks always have identifiable
boundaries; this is not always true, and a bit of skepticism about maps
is not unhealthy. If we must make a choice between having the correct
number of HU's and using firm, identifiable boundaries, we prefer
good boundaries, and would increase the number of HU's from which
to draw our sample if necessary. However, if we have used a civil
boundary, that particular boundary must be located and used, no
matter how difficult it is to find.

Sometimes maps show what the planning commission or a developer
hoped would happen rather than what exists. If this is the case, use the
following instructions:

. Locate the nearest potential boundaries.

. Indicale potential boundaries on a map or sketch, showing dis-
tances in miles, and distinguish them from other similar land-
marks.

. Give estimates of the number of HU's in the area or show
locations of HU's as now defined.

. If there is some doubt as to which of two features to choose as
possible future boundaries, please report information about
each.

Look for the following types of features and show their location on the
chunk sketch.

You aretoindicate all internal roads. streets, service roads, alleys, and
those common walkways which connect parts of the chunk but de not
run atongside streets. These provisions for the circulation of traffic
within the segment form essential divisions when the building listing
procedure is used and may be used as area segment boundaries.

Features which divide the chunk should also be indicated even though
they are not used to get about the chunk. Examples of such features are
limited access highways, rights of way for railroads and major power
lines, rivers, streams, and other watercourses. These may be used in
both scouting procedures for dividing the chunk and to serve as refer-
ence points in area segmenting.

Other geographical features which limit the land use or movement
within the chunk should be entered on the sketch or noted on the
Information Sheet. Examples of such features are arroyos, deep
ravines, canyons, escarpments, flood plains, and swamps.

Use the Information Sheet attached to the chunk sketch to report
major new construction such as apartment buildings, apartment com-
plexes, housing developments, etc.

Observe whether or not there are clear street names and an orderly
arrangement of numbers for HU’s in the chunk. These are points to
consider when you are deciding whether to use the area or the building
listing procedure to divide the chunk.

You must now decide whether 1o use the area procedure or the building
listing procedure, If everything is clear, then the building listing proce-
dure is the most efficient. The area segment pracedure should be used if
the chunk contains a fair number of HU’s which do not have visible
house numbers, or if HU's are located within the chunk in such a way
that a list would not describe the chunk as clearly as would showing
HU’s orgroups of HUs on the sketch with their approximate locations.
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SPECIAL CASES —
APARTMENT BUILDINGS

Report HU’s
on Each Floor
of an Apartment
Building

Hlustration 10-3a

BUILDING LISTING SHOWING
EACH FLOOR OF AN APART-
MENT BUILDING LISTED
SEPARATELY

Make a Sketch to
Identify Floors

in Large Apart-
ment Buildings

Scouting the Chunk

For most city and suburban blocks, the building listing procedure is the
most efficient. For areas in which housing units must be accounted for
with a written description because there are no street names or house
numbers, the area procedure is best.

The decision is less cléar for apartment complexes, townhouses, garden
apartments, and housing developments. These arrangements of HU's
may have street names and numbers or letters on the buildings and
HU’s, but it would probably be clearer to draw the buildings on the
chunk sketch or to obtain a plat map from-the management than it would
be to try to list each building in an orderly fashion. In unusual chunks,
both procedures might be called for — building listing in one part and
area procedure in another. When there is any doubt, it is probably best to
use the area procedure, since it is always appropriate even if it is not
always the most efficient procedure.

Whichever procedure you choose, you must be familiar with the
instructions for the cases listed below.

For each apartment building containing six or more HU’s, record the
address of the building, the number of floors, and the number of HUs
on each floor. If you are listing buildings, record this information on the
Building Listing Sheet with each floor listed on one line; otherwise,
any sheet of lined paper can be used as a convenient reporting form.
Attach this listing to the chunk sketch. If you find a five-story building
and use a Building Listing Sheet, it might look like this:

(A) (B) (<) (D) {E)
Address and/or description Approx.
No. of ng»
204s K Suffolle 75 7S
/" /péé’y 0
” 2090 £/ 3¢ ;
" 34| 3o ;
p 4% f1 | 26 I

We would like a fairly exact count of the number of HU’s on each floor
of any apartment building. You can usually obtain this information
from a register just inside the entrance to the building, from mailboxes
placed in a central location, or from the resident manager, doorman, or
other attendant. As a last resort for estimating the number of floors and
number of HU’'s in an apartment building, stand on the sidewalk
outside and count the levels. Also supply your guess of the number of
apartments per floor or of the total number of apartments in the
structure, noting that it is an estimate. This will be better than no
information at all.

To avoid confusion about the identification of floors in large apartment
buildings, it is a good idea to draw a simple rectangle, indicate the street
level(s) and label the floors using the same terminology as lenants use.
This will help identify the sample selection and help the interviewer
find the selected HU’s when it is time to conduct interviews. Some
buildings have a ground floor, a first floor, a mezzanine, and a second
floor, while in other buildings the same arrangement would designate
the floors as one through four.
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INTERVIEWER'S MANUAL

A labeled sketch is particularly helpful when there are several floors of
apartments over stores. The statement ‘‘2nd floor above stores™ is

ambiguous,
Estimate In some chunks there may be several small multi-unit structures ¢on-
HU’s Within taining from two to five HU’s. Neighborhoods which appear to contain
Small Multi- all single family HU’s can be deceptive, The number of maijlboxes,
Unit Apartment electric meters, doorbells, or garbage cans may suggest the presence of
Buildings more than one HU in a structure and help you estimate the number of
HU's. If necessary ask someone how many apartments are in the
structure.
SPECIAL CASES — You will need to make detailed inquiries to determine whether some
EXCLUDED types of places are to be included or excluded from your estimate.
QUARTERS [dentify and locate the facility, but count only owner, manager, and

staff living quarters in excluded facilities. Refer to the section on
“EXCLUDED QUARTERS” in Chapter 9 of this manual.

Note Whether For each trailer court, resort, motel, and hotel, we need to know the
Trailer Courts, number of housing units or trailer spaces (cabins, rooms, suites, or
Resorts, Motels, other accommodations) for permanent residents and the number for
and Hotels Are transients. Include the owner’s or manager’s living quarters (trailer,
for Permanent, apartment, or house) in the count of units for permanent residents. You
Transient, or will also need to know whether or not the facility operates throughout
Seasonal Guests the year or if it is only open for part of the year.

TCH] N SURROLC

Hm rrocw. 5 FLCCIRS
llustration 10-3b JRD PLUS PARKING—
INTERVIEWER'S SKETCH ) 3 ND
IDENTIFYING THE ARRANGE- -

MENT OF FLOORS WITHIN AN LoBe WEFRCL STRCET
APARTMENT ~ Y _SUEFCLIS F

SRS | T FRsT Foon

— L e ARALCE
Trailer Courts Please provide a rough sketch or plat map showing the rows of trailer
for Residents spaces and the number of trailer spaces per row (lllustration 10-12,

page 58).

Trailer Courts See the discussion of transient or seasonal HU's on page 40. Describe
for Transients the situation in Iltem E on the Information Sheet for the chunk.
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Apartment {Residential)
Hotels

Hotels for
Transients

Distinguish
Between Apart-
ments and Homes
for the Elderly
(Institutions)

AREA PROCEDURE

Update the
Chunk Sketch

Make Approximate
Counts of HU’s

Scouting the Chunk

If 50 percent or more of the accommodations (rooms, suites) in a
hotel are occupied or intended for occupancy by nontransient resi-
dents, we consider the building an apartment hotel, and it is treated
like any other apartment building — tell us how many floors there are
and how many HU's per floor.

If 50 percent or more of the accommodations (rooms, suites) in a
hotel are occupied or intended for occupancy by transient guests, the
structure is referred to as a ‘*hotel,”” and should be excluded from our
household samples. Remember, however, that the owner’s,
manager’s, or other staff members’ quarters in the hotel are included.
See discussion of transient or seasonal HU’s on page 40.

In apartments, occupants have complete freedom to choose when and
where they eat, If a fee is charged for meals, the unit should be
considered an institution. Refer to the section on “"HOQUSING
UNITS™ in Chapter 9 of this manual.

When you are using the area procedure, your main job is to divide the
chunk into segments of about 4 to 12 housing units. In order to do this
with reasonable accuracy and efficiency you will need to:

. Update the chunk sketch.

. Make approximate counts of housing units.

. Select clear segment boundaries.

. Draw segment boundaries on the chunk sketch, label them
clearly, and show other information which will help you and
other interviewers locate HU's in the segments.

. Show the total number of HU's and racial composition on the
chunk sketch. '
. Complete the Information Sheet for each chunk.

The published maps from which the chunk sketch is drawn are often
outdated and inaccurate. Since the chunk sketch will be the basic
document for future sampling, it must locate and identify boundaries
and internal roads. See “CHECK THE BOUNDARIES™
{pages 42 and 43),

In scouting it is not necessary for the HU counts to be absolutely
perfect. If an occasional HU is missed, it can be added in the segment
listing and interviewing stages. However, consistent underreporting or
overreporting of the number of HU s in the chunks increases variation
in the sample size. This can be troublesome to interviewers because
study assignments will be larger or smaller than anticipated, A good
method of accounting for HU's as you scout is to locate each HU on
the sketch by drawing a small square. If a building contains more than
one HU, indicate the approximate number by writing it over the
square. Since HU'’s are seldom distributed evenly around any chunk,
the sketch may become cluttered and unclear if you attempt to draw a
square for each HU in the most densely populated portions. Do not
distort the map scale to make room for squares. Instead, omit all but
the squares which anchor segment boundaries, or use a separate piece
of paper to show an enlargement of the congested part of the segment.
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Select Clear
Segment Boundaries

Permanent Features

Imaginary Lines

Back Property
Lines

lllustration 10-4

CHUNK SKETCH SHOWING
USE OF COMMON BACK
PROPERTY LINE, EXTENSION
OF A STREET, AND IMAGI-
NARY LINES BESIDE HOUSES
AS SEGMENT BOUNDARIES

INTERVIEWER'S MANUAL

It is more important to establish boundaries which are permanent,
unambiguous, and easy to locate than it is to create segments of equal
size. Because of this, we allow a range of from 4 to 12 HU's for each
segment, but this may be different for some scouting assignments. Use
permanent features, imaginary lines, and back property lines for boun-
daries.

The best segment boundaries are easily recognizable and relatively
permanent features such as roads, railroads. streets, alleys, named
creeks, rivers, irrigation ditches, and major power transmission lines.
Fence lines and tree lines may be used, but these are less apt to be
permanent. See the discussion of chunk boundaries on pages 42, 43,
and 44 in this chapter.

Imaginary lines of sight between identifiable points on the gound may
be used as segment boundaries in the absence of natural boundaries.
Extensions of streets and roads are to be projected from the centerline
of the existing street. Lines of sight along the side of clearly identified
HU’s are also acceptable. If you cannot sight from the beginning point
of animaginary boundary linc to the point at which it intersects another
boundary, check the probable peint of intersection by referring to the
sketch or sample location maps, or by taking odometer readings along
the sides of the segment. If you can locate the approximate intersection
and if you feel certain that another interviewer could also locate this
intersection, then use the imaginary line as a segment boundary (or
part of one). The point at which an imaginary boundary intersects a
street or road must always be identified clearly.

Another kind of imaginary line which may be used as a segment
boundary is a back property line. These lines, even if they are not
marked by fences, are usually clear in the layout of the neighborhood.
HU’s are seldom built close enough to back property lines to cause
problems at the time of listing or updating.
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If a Chunk
Cannot be Divided

Draw Segment
Boundaries on
the Chunk Sketch

Show Total
Number of HU’s
and Racial
Composition

of Segments

Illustration 10-5

CHUNK SKETCH SHOWING
USE OF ODOMETER READ-
INGS TO PINPOINT BOUND-
ARIES AND METHOD OF INDI-
CATING HU COUNTS AND
RACIAL COMPOSITION
WITHIN SEGMENTS

. 7

| | SCHOGL ROAD

Scouting the Chunk

If all of our suggestions fail and you cannot find a way to divide the
chunk or some part of it into segments, list each dwelling on any
lined paper, number the lines, and indicate the location of each HU on
the chunk sketch with asquare. On the sketch, write the line number of
the HU which corresponds to the line number on the listing sheet.

The boundaries you select must be identified clearly by locating them
on the sketch and labeling them accurately. Show any other helpful
information, such as the mileage between boundaries, or landmarks
which help locate the segment, If you are using imaginary boundary
lines, indicate these with dashed lines on the sketch.

Assign a racial compositon for each segment by observation, Do not
make inquiries. Record the code within the segment boundaries and
next to the HU estimate on the chunk sketch. The notation @ w-8
would indicate that there are an estimated 12 HUs in the segment and
that the racial composition is mixed.

DCategory CodeD
w

Entirely white

Entirely black B
Mixed W-B
Not ascertained NA

In [lustration 10-5, the interviewer divided the area into two segments
by using an imaginary line along the south side of the school and to the
north of an HU on County Line Road. To pin down the intersection on
the eastern boundary, the interviewer not only described the anchor
HU, but also used odometer readings from the intersection of Green
Road and County Line Road. After locating residential buildings by
drawing squares on the chunk sketch and adding landmarks such as the
school, the interviewer noted the number of HU's and the racial
composition within each segment. In the illustration, the segment on
the north has an estimated four HU’s (the number circled), and the
racial composition is white. Note the semi-circular driveway off Wade
Road and the two small multi-unit buildings. Each building contains
three apartments; the interviewer indicated this by writing **3"" over
the square on the sketch.
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INTERVIEWER'S MANUAL

Complete the When you have finished scouting the chunk, complete the Information

Information Sheet Sheet (Illustrations 10-8 and 10-10). Be sure to put your interviewer’s
fabel in the space provided and record the date the work is completed
so that we will know with whom to communicate if there are any
questions or if we need further information.

Item A: Record the total number of HU’s you estimate are in the
chunk. If your estimate falls outside of the range we have
allowed, explain the discrepancy on the back of the sheet
under “COMMENTS.”

Item B: Indicate which sampling procedure you decided to use.
Item C: Report new construction by type and stage of development.
Item D: Report any major demolition.

Item E: Report on vacation or seasonal use of HU's in the chunk.

Item F: Inmany cases you are not going to be able to determine the
ethnic composition by observation, but if you are familiar
with the neighborhood, give your impression of the racial
and ethnic composition by segment.

Item G: These are broad income levels; if there is variation within
the chunk, give the income level by segment.

Return Materials When you have completed the scouting, return to the Ann Arbor
to Ann Arbor office:

. The Field Map.

. The chunk sketch.

) The completed Information Sheet.

. Any additional notes, sketches, enlargements, etc. that you feel
would be useful to describe the chunk.

Illustrations Illustrations 10-6 through 10-12 are examples showing one chunk, in a
semirural area, which was sent out to the field for scouting and which
the interviewer divided using the area procedure.

. Transmittal Form FI51 (10-6). The project number 459160 is
used only for scouting. Notice that Field Maps have been sent
out for Jefferson City and also for a nonurban area designated as
“‘remainder.”” Plan your work so that as many chunks as possi-
ble are scouted on each trip and so that the work is completed
and mailed on or before the date requested. Supervisors receive
a copy of the transmittal form; if there are reasons why you
cannot mail the work by the deadline, notify the supervisor at
once.

. Field Map (10-7). The chunks to be scouted have been outlined
on the Field Map.

. Information Sheet (10-8). This sheet is for Chunk 8005 as it
looked when it was sent out to the interviewer for scouting.

. Chunk Sketch (10-9). Shows the sketch for Chunk 8005 as it
looked when it was sent out to the interviewer for scouting.

. Completed Information Sheet (10-10). The interviewer com-
pleted the Information Sheet after scouting the chunk.

. Completed Chunk Skerch (10-1{}). The grey lines are the
interviewer’s notations for suggested segment boundaries. Be-
cause of the marshy interior of the chunk and the distances
involved, an imaginary line or line of sight was not a practical
boundary for some segments. The interviewer located all HU’s
on the chunk sketch and returned the work to Ann Arbor. In a
situation such as this one, we can make the final decision about
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FORM F151- Transmittal
(3-75)

Jefferson, Indiana

Survey Research Center
University of Michigan

SUMMARY OF SAMPLING MATERIALS

(FOR SCOUTING)

Project No. 439160

Date Dec. 10, 1974

s

PSU
o w 3
7% |=4
Place Chunks Map Other Te |% 2
(includes all types) (specify) 23 s
@ C T O
nom (BB
— 1 2 3 4 5 6
~ Jefferson City 6001,6002,6003, 6004 ,6005,6006,6007, X X
6008
Remainder 8001, 8002, 8003, 8004, 8005, 006, X . 3 =
8007, 8008, 8009, 8010, 8011, 8012 g2
=g
:I =
o
ES
8 —
2
<o

PLEASE COMPLETE THE ABOVE ASSIGNMENT AND RETURN TO ANN ARBOR BY JANUARY 6.

THANK YOU




INTERVIEWER'S MANUAL

lllustration 10-7
PORTION OF FIELD MAP LOCATING CHUNK 8005
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INFORMATION SHEET Survey Research Center

Primary Area J-e ‘Frers o ni'lncl

Sample Location Re_mg_\nd_gv‘
Chunk Number 3 Q__O S

. lllustration 10-8 The University of Michigan
FRONT SIDE OF INFORMATION SHEET AS RECEIVED (2/6/75)

Interviewer Label

Date:

NUMBER OF HU's IN CHUNK

Our estlmate 32— ; number you find .

If you find more than 6& or fewer than Ié please give probable

explanation for discrepancy. (Use back of sheet.)

SUGGESTED SAMPLING PROCEDURE

We suggest: X Area Segment [1 Building Listing

Procedure used: (Specify) D Area Segment [] Building Listing

NEW CONSTRUCTION INFORMATION

[:] 1. No evidence of new construction either underway or plamned.

D 2, Some new construction underway or planned.
Describe: a) type and b) stage of development below.

a., TYPE (Check one or more, as appropriate)
(] (1) single-family housing, major development

(] (2) Low-rise (Garden, Townhouse, Terrace) apartment
development. Approximate number of HUs

D (3) High-rise apartments. Approximate number of HU's
[] (4) Minor comstruction—-scattered housing units

b. STAGE OF DEVELOPMENT (Check one or more, as appropriate)
{J (1) Bullding started

(C] (2) site preparation only, e.g., grading, clearing land,
streets, etc.

{] (3) Announced--on radio, TV, newspaper, billboards, or
signs in area

D {4) Rumored but no formal announcement
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lllustration 10-9
CHUNK SKETCH AS RECEIVED
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4

54



INFORMATION SHEET Illustration 10-10a Survey Research Center

Primary Area D'QFFQNOH Ind

INFORMATION SHEET COMPLETED (FRONT)  The University of ’(‘;‘;—‘;?gg;‘

-30-7464 POTTER, BEATRICE
Sample Location RS_MQJ_[\QCV‘ 562-30-7 129 WISTFUL VISTA

J_QQL_ JEFFERSON CITY, th-
Chunk Number 47130

Date:

NUMBER OF HU's IN CHUNK

OQur estimate 32— ; number you find 5—0 .
I1f you find more than bH or fewer than ‘ 6 please give probable

explanation for discrepancy. (Use back of sheet.)

SUGGESTED SAMPLING PROCEDURE

We suggest: y Area Segment l___] Building Listing

Procedure used: (Specify) |ﬂ Area Segment [C] Building Listing

NEW CONSTRUCTION INFORMATION

(] 1. No evidence of new construction either underway or planned.

& 2. Some new construction underway or planned.
Describe: a) type and b) stage of development below.

a. TYPE (Check one or more, as appropriate)
[] (1) sSingle-family housing, major development

[] (2) Low-rise (Garden, Townhouse, Terrace) apartment
development. Approximate number of HUs

[] (3) High-rise apartments. Approximate number of HU's
m {4) Minor construction—-scattered housing units
b. STAGE OF DEVELOPMENT (Check one or more, as appropriate)

M (1) Building started Found&‘f‘lonS POUf'ed

[] (2) sSite preparation only,.e.g., grading, clearing land,
streets, etc.

D {3) Announced--on radioc, TV, newspaper, billboards, or
signs in area

D {(4) Rumored but no formal announcement
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Niustration 10-10b
INFORMATION SHEET CDMPLETED {BACK)
D. MAJOR DEMOLITIONS

E 1. No evidence of major demolition

l:l 2. Some demolition underway or plammed, (Describe by segment or listing
sheet line as appropriate.)

E. VACATION OR OTHER SEASONAL UNITS

[] 1. More than 50% of the HU's are seasonal units for (check a, b or c):

D a., Vacation use [:l b. Migrant workers D ¢, Some vacation,
some migrant

D 2. There are some seasonal units but they are less than 50% of all HU's

E 3. There are few or no seasonal units

F. ETHNIC COMPOSITION OF CHUNK (Check as many as apply)

‘& 1. White-W WZ. Black-B D 3. Spanish speaking-Sp
{ ] 4. Asian-A: Japanese, Chinese, Asian Indian, Phillipino, etc.

(J 5. Other race or language. Specify:

If more than one square is checked:
(] 1. Groups are mixed evenly around the chunk;

ﬁ 2. Each group is clustered in particular parts of the chunk; indicate
race or language by segment or by listing sheet line.

Blaclks aloeng Nixon Rd.

G. ECONOMIC RATING (Check the box that best describes the income level of households.)

ﬂ 1, LOw 0 2. mepIvM [ 3. wuieu 4. can't
(Under ($7,000- ($20,000 tell
$7,000) $19,999) OR OVER)

coments: Center O{: Cﬁank .V@I"G/ QWQM}DY
with no qgooel bovndaries

L
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Iustration 10-11
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ltustration 10-12
INTERVIEWER'S SKETCH OF TRAILER PARK

No
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BUILDING
LISTING
PROCEDURE

Identify Divisions
Within the Chunk

Mark Starting
Point on the
Sketch and
Indicate Path

List all of the
Buildings in
the Chunk

Scouting the Chunk

segment boundaries based on complete information from the
interviewer. It is useful to know that the interviewer checked
along the northern boundary and found no HU’s. A line of sight
(indicated by a grey line) from Bluett Road along the south side
of Dave's store to Argonne Brook completed one of the segment
boundaries.

. Sketch (Plut Map) of Trailer Park (10-12). The interviewer
sketched a plat map of the trailer park showingthe location of the
trailer spaces and the "*house’™ or ‘‘pad’’ numbers which the
management of the park had assigned to the spaces. This sketch
was attached to the chunk sketch and Information Sheet when
they were returned to Ann Arbor.

When you are using the building listing procedure, your job is to:
. Identify divisions within the chunk.
° Mark starting point on the sketch and indicate path.

. ldentify on Building Listing Sheets alf of the buildings in the
chunk. both residential and nonresidential, and all major land
use.

Record the approximate number of HU's in each building.
Complete the Information Sheet for this chunk,

Return all required materials to Ann Arbor on or before the date
given on the Transmittal Form.

When you find that a chunk is divided by a street or alley, LIST
EACH PART OF THE CHUNK SEPARATELY. (See page 44
“Internal Roads’ and “*Other Features That Divide the Chunk.*")
ldentify each separate part (or subpiece) with a Roman numeral, USE
SEPARATE BUILDING LISTING SHEETS FOR EACH
PART, and at the top of each listing sheet, make a rough sketch of the
part being listed. (See lllustration 10-14, pages 61, 62, and 63.)

if you find you need two or more §220 sheets tolist a chunk or part of a
chunk, be sure all the continuation sheets include the following infor-
mation: primary area name, sample location name, chunk number. and
the number of the §220 sheet in the space al the bottom: *‘Sheet ____
of .7

Find a suitable starting place in each division of the chunk, such as the
intersection of two boundaries; identify this point with an **X”” on the
sketch., and begin listing in a clockwise direction. If it is possible, avoid
selecting a structure with addresses on two streets as a starting point. If
you munst use such a structure, include both addresses at the beginning
of the listing sheet and bracket them. Proceed around the chunk, listing
as you go and traveling into and out of any courts or dead end sireets,
as shown in [llustration 10-13. With small arrows on the sketch, show
the path of your listing.

List each building or separare address on a separate line of the Building
Listing Sheet, either by address or, if there Is no address, by a descrip-
tion. Do not guess at numbers. If the number is not visible, give a brief
description of the building even though it is located between clearly
numbered buildings. For example, the numbers on Floyd St. (Illustra-
tion 10-14), are 101, 103, 105, no number (describe), 109, 111. LIST
BUILDGINGS WHETHER OR NOT THEY CONTAIN HOUS.
ING UNITS. List shops, stores, factories, service stations, etc., as
well as residential structures. Use a black pen or soft (number 2) pencil
when listing.
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Illustration 10-13

CHUNK SKETCH FOR BUILDING

LISTING SHOWING

NUMBERED PARTS AND LINE

OF TRAVEL

Identify
Commercial Firms

Structures not
to List

Record the
Approximate Number
of HU’s in

Each Building

List Large
Buildings by Floor

Bracket Listings in
the Same Building

Other Information
to Enter on
Building Listing
Sheet

INTERVIEWER'S MANUAL

Bromley Road
) S q X—> j\/
2 T

1\/ y‘f//&’ff 4,)

3 i

)

=

Oc,ea,n Ave,,
Cum&erlan cd Ave,
~

e ’P\O?\d

If a building contains a commercial firm, include the name or a brief
description along with the address; e.g., Nate’s Boal Shop, Acme
Motel, grocery store, dress shop, Willow Trailer Court, etc.

Do net list service buildings which are associated with an adjoining
listed building if they are not intended for human habitation. This
includes detached garages which do not contain HU's, farm buildings
adjacent to a farmhouse, storage sheds, etc., if you have listed the
building with which they are associated.

When you are listing the buildings, note and write in column C of the
Building Listing Sheet your best estimate of the number of HU's each
building contains. Refer to Chapter 9 for the definition of an HU and
hints on locating obscure HU's.

When you find a building that seems to contain more than six HU’s, list
each floor on a separate listing line, and report the number of HU’s per
floor in column C. (See Illustration 10-3a on page 45.)

Whenever the situation warrants it, indicate with a bracket to the right
of the listings that several listings are in the same building (Illustration
10-14).

Duplexes which have separate addresses are to be listed on two lines
and joined by brackets. If a building on a corner has addresses on two
streets, bracket all the addresses in that building.

Specify on the Building Listing Sheet those streets which have no
buildings. Also note such phenomena as narrow-ended blocks
where there are no buildings because there is no room. Try to indicate
where there are vacant lots or areas where building might occur in the
future, as well as any kind of land use which explains why there are no
buildings in an area. Note for example such land uses as:

. Vacant lots, farmland, undeveloped land.

. Parking lots — you need not make note of parking lots adjoining
businesses or associated with shopping centers, churches, or
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[Mustration 10-14a
COMPLETED BUILDING LISTING FOR A THREE PART CHUNK

BUILDING LISTING SHEET

Primary Survey Research Center

et P N
chunk _ (003 V) v § 1T ‘*L Lister Dorf rra
Estimated HUS 3B —§ 4 1 é‘: ;f.g N
Census Tract _2;, x alle\! —‘.goi' I
Census Block < x m « 1 z
Pioneer St
(A) (8) © ) )
Address and/or Description ﬁgl_’rg’;'
T | ot e e mhethen et et ey |
232 Church 5t Colden Standard Station| 0
234 LEl Qroce ry 0
236 \
239 |
200_| T5aed sprked ’}sa'a'::;‘:zt |
242 Y Muqqd Clearers | enter o-f{? o)
161 Flo\)lra st. 4 Floyd St 3
103 1
108 [
Brawn brick , |story, slate roof I
109 2
iy v I
241 Bencon Terrace I
239 | |
Yacant lot
251 4 !
no bui ldings _on alley —
Form $220 “(rev. 4-75) Sheet yi of /
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BUILDING LISTING SHEET

Primary
Area

Henley, Nev

Location Carsonyille

[Mlustration 10-14b
COMPLETED BUILDING LISTING FOR A THREE PART CHUNK

#"-*‘3'5*\-“

Survey Research Center

The University of Michigan

pace Sept. 20, 1973

-=

- =
chunk 6003 § & Lister ro
Estimated HUS B S 'II &
Yo g
Census Bloclk § I -.,d
alley
(4 (3) () () (E)
Address and/or Description gg"’rg’g'
I | pouimvens, erers and whecher norch or south, ote) |
234 Beacon Terrace {
23% l
240 |
242 ¥ I
115 €loyd St {
17 ]
119 |
125 l
127 |
|29 |
135 |
137 |
41 ¥y ¥ Paza_Talace 0
Kit Carson Elemen‘l’ar\fléchool O
and ’Dlamqmunc{ take up entire -~
side_of” bleck _en Mlddlesex -
no buildings on cdle.;li -
Form §220 (rev. 4-75) sheet _ { of _ |
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Ilfustration 10-14c¢
COMPLETED BUILDING LISTING FOR A THREE PART CHUNK
BUILDING LISTING SHEET

Primary Survey Research Center
Area Hgnlgy Me.\f. The University of Michigan
Location Qrgmﬁlle g Date Sepl. ZQ' 13'13
Chunk (o003 £ alley A Lister _ OIS Darrah
Estimated HUS &B £ r' ¥ _* g
Census Tract § m %
Census Block rqL! - - k-
© Pioneer St 3
(A} (B) (c) (D) (E)
Address and/or Description ﬁg{)rg;g.

m (specify street number; street, avenue, or HUS
boulevard, etc.; and whether north or south, etc.)}

208 Church Street - Ist Buptist Church] ©
no bmlqus on alley -
22] Mtddl&ﬁ&t Drwve |
211 {
201_Professional Fhices— Dr. King o)
146 Pioneer Street |
142 |
. %) I
Apt.| over gdrage behird, 138 | |
134 {
{

|

|

1

|

o

130
126
122
ug
\4 > v
’P?:«rkmq lot for church

Form $220 (rev. 4-75) Sheet [ of [
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INTERVIEWER'S MANUAL

manufacturing plants, since the residential development of such
lots is unlikely, but do note independent lots, since parking may
be only a temporary use pending other development of the land.

Playgrounds, parks.

Golf courses.

Open storage or junk yards.

Garbage dumps, sanitary landfilis.

Sand and gravel pits, quarries, or strip mines.
Cemeteries.

Land unsuitable for future development because of river flood
plains, extremely steep slopes, or bluffs,
[n short, add information to the listing sheet just as you do to the chunk

sketch when you are using the area procedure so that we will have as
clear an idea as possible of what the chunk looks like.

¢ & & ¢ & &

Compiete Add up the estimated number of HU’s in column C and complete the
Information Information Sheet just as you would for the area procedure. (See
Sheet for Chunk . page 50 in this chapter.)

Return Materials When you have completed the building listing, return the follow-
to Ann Arbor ing materials to the Ann Arbor office:

. The Field Map.

. The Building Listing Sheets and chunk sketch, if any.
. The completed Information Sheet.
®

Any additional notes, sketches, enlargements, etc., that you feel
would be useful to describe the chunk.
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11 LISTING AND UPDATING
DURING THE INTERVIEWING PERIOD

In surveys of approximately 1,500 interviews, ¢ach sample housing unit represents about
30,000 HU' s, so that if even one is omitied, the consequences are serious. The accuracy of our
survey estimates depends on the accuracy of the interviewers’ listings.

MATERIALS

Maps for Sample
Locations

Blue Folders

Cover

Use the following materials for listing both area and building segments:

Map for each sample location (county or town map).

Blue Folder for each chunk in which you are to interview.
Yellow Folder {(duplicate of the Biue Folider).

Segment Listing Sheets (Forms S5210).

Sample Address Summary Forms.

Cover sheets,

Maps for each sample location are sent to the field when a chunk is first
used on a study. These maps identify the new chunks, and are to be

kept in the field for use on future studies.

The Blue Folder is a complete and continuing record for one chunk. Lt

is used to indicate the addresses at which you are to attempt inter-
views.

The Blue Folder cover (Illustrations 11-1 and [ [-7) identifies segments
selected for interviewing on a study and includes the following infor-

mation:
. Primary area name — in the top left hand corner.
. Sample location name — on the line just below the primary area

name, An area may be known locally by a name other than the
one listed here. For example, the residents may have voted to
change the name, or annexations may have put part of a sample
location within the boundaries of an adjacent city. Do not worry
about this or attempt to correct the sample location name, asit is
used for identification on our sampling records.

Chunk ninnber — anumerical identification assigned in the Ann
Arbor office; only one chunk appears in each Blue Folder.

Post Office and ZIP codes — you are to provide this information
for the purpose of sending respondent letters if the study re-
quires them.

A segment number (column 1) which consists of four digits (the
chunk number) and a letter (the segment designation); e.g..
“6003A°" identifies chunk 6003 segment A. Segment numbers
are listed in column 1 on the Blue Folder cover in the order in
which they were selected for interviewing, and nor necessarily in
alphabetical order (Illustration 1 I-1),
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Inside Spine

Back Cover

Contents For
Area Segmenls

Contenlts
For Building
Segments

Yellow Folders

INTERVIEWER'S MANUAL

. A project number (column 2) designates the study for which a
segment has been selected. More than one segment in a chunk
may be used on a particular study.

. The month and vear in which a segment is used on a study are
entered in column 3.

. Segments are identified as ‘‘take-all'’ or'‘take-part’” by an*'X"’
in the appropriate place in column 4. A{f housing units within a
take-all segment are to be included in the study.

Some segments contain more housing units than we wish to use
on one study. These will be designated as “‘take-part,”” and only
specified fractions of the HU's located within these segments
are to be included on any one study. The number for a take-part
segment is entered in column 1 each time such a segment is
selected for interviewing; see the two entries of Segment 6003 A
in column 1 (Illustration 11-1). This segment has been used on
two projects. The numbers in column 5 designate the listing
sheet numbers in take-part segments which are to be included on
a particular study. These line numbers are covered with black
tape and are not to be uncovered until the listing of the segment is
completed. If the segment has been listed on a previous study,
black tape will not be used. It is used as an aid in preventing
unconscious bias in the listing pattern because of previous know-
ledge of which lines will fall into the sample.

. Space is provided for any brief comments or instructions
{column 6) which we wish to give concerning a segment.

Inside the spine of the newest Blue Folders is an alphabetical index.
Use this to check off segments as they are listed and clipped inside the
folder. This will serve as a quick reference as to which segments have
been previously listed (Illustration 11-5).

The back cover defines typical roof lines and chimneys. These terms
may be useful when you are selecting permanent features for descrip-
tive listings (Illustration 11-6).

A sketch of the chunk is taped inside the Blue Folder. On the sketch,
the chunk is identified by number and outlined in red; segments are
outlined in blue and identified by letters (Illustration 11-2a). A clip is
provided on the inside of the back cover for attaching Segment Listing
Sheets.

The original Building Listing Sheets for the chunk, with a chunk sketch
at the top of the first sheet or attached underneath, are fastened inside
the Biue Folder cover (1llustration 11-8). The segments are bracketed
in green at the left side (column A) of the Building Listing Sheet and
each segment is identified by a unique letter in column A outside the
bracket. The selected segment{s) for each study is/are identified by the
project number below the segment letter{s) on the Building Listing
Sheet. For discussion purposes, we have treated the chunk 6003 as an
area segment in [llustrations 11-1 through 11-4, and as a building
segment in lllustrations 11-7, 11-8, and 11-9. Since there are clear
street names and addresses in this chunk, you would normally have
chosen the building listing procedure when scouting the chunk,

The first time a chunk is used on a study, the Field Coordinator is sent
both a Yellow Folder and a Blue Folder. The Yellow Folder is a field
copy and is intended to be an exact duplicate of the Blue Folder. Itis to
contain duplicate sketch maps and copies of the Segment Listing
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Hustration 11-1
BLUE FOLDER COVER — AREA SEGMENT

ERARY Hen'e\'l. Nev. OFFICE COPY rout Ot _CRAFSONYI [lE
sl C aysonville Zip Code 8)770/

Location

chonk no. @003

e 770 SEGMENT CONTROL RECORD
Check One if Take Pary,
Segment Project Take | Take Sample Line
No. Na. Date Al [ Part Numbers Comments
1 2 3 4 5 6

. 1,5, 8,1, ™, 17,
6003A MSHAB MARH Y| | X |30 53" 26, 29,32,35|  MAR23 1974

14 'a H. 7, Ior |3J “"l
6003 A 4ees3 SEPT 74 | | X|1q 32 25,25, 31,94

C003 B 46453 |SEPT 19 X

Property of

SURVEY RESEARCH CENTER

The University of Michigan
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[llustration 11-2
CHUNK SKETCH — AREA SEGMENT

R’{mar\\j A&'ea_.f He.n)&’\{ Nev
Sample Location . Carscnville
Chonk: 6003

=
~
{

1 IMIPDLESEX DR.]

PIONEER ST,

N
Segment B is defined as entire structure numbered “

240, 242 Church 8t. and 101 Floyd St,
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NMustration 11-3

SEGMENT LISTING 8003B — TAKE-ALL SEGMENT

PRIMARY
SEGMENT LISTING SHEET AREA _MM%_M
LOCATION  Carsp yille.
. . 9, .
SURVEY A. LISTED BY_L M(.C@anELDATE i) SEGMENT NO. G003 B
RESEARCH B. UPDATED BY DATE TYPE OF SEGMENT:
CENTER DATE Take-all EI
Take-part [ ]
Line No. Address (or description) of Housing Uait :;z;g:::s)
a Q40 <Church Strecl #7453
3.
lo1 l Ht- B Y7653
b 0/ j/ Apt- C 447653
5.
6.
7.
8.
9.
0.
Form 8210 (1975) SHEET _f OF _/ SHEETS
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lllustration 11-4
SEGMENT LISTING 60034 — TAKE-PART SEGMENT

C. PRIMARY
SEGMENT LISTEING SHEET AREA M%_M_

LOCATION (zrEodvi/ie.
/
. Dorig Dearreas . D. SEGMENT No. 403 /#
SURVEY A. LISTED BY_J0/7 DATE_ /748 4 SEGMENT NO 3
RESEARCH B. UPDATED BYMMDATE ‘%’zg E. TYPE OF SEGMENT:

CENTER DATE Take-all [
Take-part E’
Line No. Add d ipt ; : Project
ress (or description) of Housing Unit Number (s)

> | 238 v #4223

S 03 Pl Streer

“ ok ' s 52

Cez) .
gk 372)‘7 P - ;5/"/64(/ f/t{ﬂ s/ale roor 54923

6. 09 LT Hoor

7. /09 seeond Foor H% 7653

8. /77 V/

| ¢ Dercon 7errace

AP

Form 8210 (1975) SHEET Z OF 3 SHEETS
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Illustration 11-4 (continued)

C. PRIMARY

SEGMENT LISTING SHEET AREA m&
Location (Zsap ik

¥
SURVEY A. LISTED BYMDATEM D. SEGMENT NO. Mi_
RESEARCH | B. UPDATED BY £ -ﬁ‘-’f/ggq DATE ‘?/zg E. TYPE OF SEGMENT:

CENTER DATE Take-all [ ]
Take-partﬂ
Line No. Address {or description) of Housing Unit ;i;g:;;s)
(2yre /R belongs tere)
il‘ A3/ Beéacor Terrrie #52/52 3
{\Wza‘l“"
i2. Jerrace fqz/e/’ (56577’037/‘0/?
A35  Dezior %/ 02 )74
3.
4.
5.
6.
7.
8.
9.
0.
Form S210 (1975) SHEET _g@ OF @ SHEETS
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Nlustration 11-5
INSIDE SPINE AND BACK COVER OF BLUE FOLDER

LISTED

SEGMENTS

py— I@—\— —mg > st Sample Location [ - ﬁmoj /h_ :m\ Chunk No. mQQu
?—392 )(.ﬂp. '

CROSS OFF AS LISTING FILED. NEVER RELIST!

Mool ulwlolz]-]~]x||2]z]o|=|a]x]a]~|]>]5|x|~|x]



lllustration 11-6
BACK OF BLUE FOLDER

ROOF TYPES

J
s
3

LOW GABLE CROSS GABLE HIPPED CROSS GABLE

2
B
v

MEDIUM GABLE PYRAMID BELLCAST GABLE

2
v
o

HIGH GABLE HIP GAMBREL

e
0
b

STEPPED OR
HIPPE MANSA
CROWSTEPPED GABLES D GABLE RD OR CURB

o

i

CENTER GABLE DECK
DORMERS
%\ \ M \
FLAT ROOF SHED GABLE HIP DECK
CHIMNEYS

o

INSIDE END QUTSIDE END CENTRAL INTERIOR
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IHustration 11-7
BLUE FOLDER COVER — BUILDING SEGMENT

Rrimavy .
Hen |e:'4 . NQV, OFFICE COPY Post Office cCavsonui "e,

reld

sample  C AL FSON VI llc, Zip Cade 7770/

Location

Chunk No, 6003

350 SEGMENT CONTROL RECORD

Check One If Toke Part,
Segment Project Take | Take Sample Line
No. No. Date All Part Numbers Comments
1 2 3 4 5 6

, 2,4, ¢, %,10, 13,1
6003 E |USHIE b’ | |X |10, e 20, 22 2

Property of

SURVEY RESEARCH CENTER

The University of Michigan
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llustration 11-8

BUILDING LISTING SHEET FOR PART ONE OF CHUNK B003

BUILDING LISTING SHEET

Primary |

Henley . Nev

e Stre +
Location (arspnyiile. floyb - T
Chank /’4_}-'\

Area

Survey Research Center
The University of Michigan

Date Seg[ 20, 19'73

= 3 o ister Doris_Da h
Estimacedtoﬂf.l)SO3 38 17: A I §\E T E }},“ o N v Dor, ca
Census Tract =AM JEX alley |25
Census Block 6? M v gc’ I
Pioneer St
) (8) © ) ®
Address andfor Description gg?"g’é'
T ot e e s b monh ox vt etey |
232 Church St Colden Standard Skdon| 0
234 LEL %rocerg 0
236 {
E |l238 | |
290 | Setad Gorierted }m&m |
292 Y Mu‘aad Clearers :ﬁ:ﬁﬁm 0
%IOI Flo\}a st. Floyd St. 3
(03 [
E 105 |
Brun brick [story, slate rocf |
104 2
it v I
241 Bencon Terrace [
G 239 | !
Yocant lot
23] | l
no bui| d‘\ans on a[[e\;L : —
Vsl boFrch @gdbhese (20 2732 CHhancd (B

Form 5220 (rev. 4-73)
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Hlustration 11-9
SEGMENT LISTING 6003E — TAKE-PART SEGMENT

C. PRIMARY
SEGCMENT LISTING SHEET AREA M?_M

LOCATION @/ﬂﬂﬂ&
SURVEY A. LISTED BYE[LMDATEW D. SEGMENT NO, (G90.% 2

RESEARCH B. UPDATED BY DATE E. TYPE OF SEGMENT:
CENTER DATE Take-all [ ]
Take-part E’
Line ¥o. Address (or description) of Housing Unit ;5;%:;'(:8)

Y| 236  Clwreh Stree7”

oL 438 I 54, Jo0

| Ao J/

01 Floyd OTreel” APT. A |# o

.| o0 I Apt- B

“ | 107 \l/ Apt-C  |#54700

Form S210 (1975) SHEET Z OF I SHEETS
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Segment Listing
Sheets

Sample Address
Summary Forms

Cover Sheets

PROCEDURES FOR
LISTING IN
SAMPLE SEGMENTS

Check Segment
Boundaries

Area Segmenis
Defined

Building Segments
Defined

Listing and Updating

Sheets. and is to be kept in the primary area files when it is not in use.
For each study, entries on the cover of the Blue Folder are to be copied
onto the cover of the Yellow Folder. You will use the Yellow Folder
after you return the Blue Folder to the Ann Arbor office.

At the top of these forms (Illustrations 11-3. 11-4, and 11-9). let-
tered spaces A and B are to be completed by the person doing the
listing. This will enable the office to contact the person who did the
listing in case additional information is needed. Items C, D, and E are
completed by the Ann Arbor office before the segment is sent out to be
listed,

Line numbers are printed on listing sheets as 1-9 and then 0. Add 1 to
the left of the 0 to form 10; on subsequent sheets, add 1, 2,-3, etc. to the
left of the printed number to create line numbers 11-20, 21-30, and
$0 on.

Aslines are designated for a project on the Blue Folder cover. write the
project number in the project number column of the Segment Listing
Sheet.

Segment Listing Sheets are prepared in copy sets. The original is to be
placed in the Blue Folder and the carbon copy in the Yellow Folder.

Sample Address Summary Forms (Illustration 11-11) come in copy
sets containing a green form and a sturdy cream-colored sheet. These
forms also come as single white sheets.

Prepare a cover sheet for each Segment Listing Sheet line in the
sample; there must be an accounting for all sample listings. Enter only
the identifying information on the cover sheet before you call at a
sample address. Other items are to be completed at the time of inter-
viewing. (See Chapter {2.)

When you are listing in segments your job is to:

. Check the segment boundaries.

. Check notations in the Blue Folder and locate the original listing
if the segment was used before.

. List on foot in the segment.

) List all HU's and only HU’s on the Segment L.isting Sheet, one
HU per line.

. Record a unique identification for each HU.

) Identify HU s in multi-unit buildings, making inquiries when

they are necessary.

Before you start listing in a sample segment, verify that you have
located the boundaries, as described on the map and in the Blue
Folder; otherwise some HU's in the segment might be omitted, and
HU's outside the segment might be included.

Area segments are identified by letter on the chunk sketch. Exact
boundaries are outlined in blue, and each segment is shaded in some
color to distinguish it from adjacent segments. An area segment in-
cludes all of the geographical area and all of the HU’s within its
boundaries. as shown on the chunk sketch (Iliustration 11-2).

Building segments are bracketed in green and identified by letter on the
Building Listing Sheet. A building segment includes all HU's begin-
ning with the first address or description inside the bracket and con-
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in Blue Folder
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in the Segment
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and ONLY HU’s
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INTERVIEWER'S MANUAL

tinuing bevond the bracket and up to but not including the address or
description recorded on the succeeding line (following the bracket) of
the Building Listing Sheet. Note that the listed address or description
succeeding the last segment in a block is the first listed address or
description in the block.

In Illustration 11-8, segment E begins with 232 Church St. and includes
all HU’s within the area from 232 Church St. up o 103 Floyd St.; 103
Floyd St. is part of segment F. Segment G, the last segment in block |,
begins with 109 Floyd St. and continues up to (but does not include)
232 Church St., the first listed address in the block. Any residential
building missing from the Building Listing Sheet is still associated with
one of the building segments, so that HU’s in a missed building have a
chance to become sample HU's.

To be sure ihat the segment has not been listed on a previous study,
look at the notations on the ‘Blue Folder cover, the headings on Seg-
ment Listing Sheets already inside the Blue Folder, and the checklist
on the inside spine of the Blue Folder. NEVER RELIST. If asegment
has been listed on a previous study. follow the instructions for updating
and perfecting the listing on pages 86 through %0.

Go to the segment te do the listing. The building listings may be
out-of-date so that you must prepare a current, on-the-site listing of
HU’s. DO NOT copy a segment listing from a building listing.

Listing is best done on foot, unless you must cover great distances or
there are other extenuating circumstances. If you try to list from a car,
you will miss obscure HU’s, and house numbers and other distinguish-
ing features are harder to see,

[t is essential that all HU’s in the segment be listed. This means you
must use a systematic approach. In area segments select a specific
starting point and proceed to cover the segments in clock wise order. In
building segments follow the order of listing that you find on the
Building Listing Sheel. Start with the first entry for the selected seg-
ment and continue up to the first listing of the following segment. List
systematically, recording the address, or description and location if
there is no street address, of each HU in the segment. You, or any
other interviewer, should be able to locate any HU in the segment by
using the listing sheet,

As you list, record the HU addresses or descriptions on the Segment
Listing Sheet (Illustration [1-3, Form S210) as neatly as possible. Do
not rewrite or type the listing after you return home. Many errors have
been made during well-intentioned transfers of HU’s from the listing
sheet prepared in the field to a new listing form at home.

Use one and only one line for listing each HU. In a multi-unit struc-
ture, for example, list each apartment on a separate line of the Segment
Listing Sheet.

Unique identification may be more than just a street name and number:
*“109 Fioyd St., First Floor' distinguishes an HU separate from ** 109
Floyd St., Second Floor.”” If you cannot ascertain the location of an
HU in a structure, do not guess. A unique identification always in-
cludes street name and a full address or description.

Use complete street names including “*Street’” or *‘Place” or
“‘Boulevard,”” "‘North,” “*South,”” etc. Since street signs often give
only the name and do not specify “*Avenue,”” “*Street,”” ‘*North,”
etc.. you may have to get this information from a map, a ZIP code
directory, or some other source.
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If this cannot be ascertained. give a description of the building. Do not
attempt to guess the number from the sequence of numbers you have
observed. 1f no number is visible. inquire or describe the HU.

Sometimes the best description is a building’s location; e.g.. "house
between 28 and 34 Oak St.”" Do not depend on numbers on roadside
mail boxes, since the boxes may be for houses across the street from
the segment.

Choose features which will distinguish that house from all others in
the neighborhood. when describing a residential building for which
there is no number. Good descriptive features are type and construc-
tion of house and roof; e.g., two-story, brick, central chimney, at-
tached garage; or, single-story frame with field stone foundation, low
gable roof. Other good descriptive features are those which are rela-
tively permanent, such as the position of doors, chimneys, garages and
other buildings. distance back from the road, and so forth. Roof and
chimney types are illustraied and labeled on the back of the Blue
Folder to aid you in describing permanent features (1llustration 11-6).
Other less helpful descriptive features include landscaping and vegeta-
tion (hedge in front, two large maples in the side yard) and other such
semi-permanent features as flagstone walks, picket fences, fire num-
bers on utility poles, and roof color or composition. Descriptive fea-
tures such as the color of the house or trim. lawn ornaments, and
children’s swing sects are of little help.

When you can see from outside that a building contains more than one
HU, list ecach HU separately in an orderly fashion. A unique identifi-
cation of these HU's requires an apartment number, letter, or descrip-
tion locating the HU within the building. Inguire about the number of
HU's and specifically identify each HU in every multi-unit building. 1f
an HU does not have an apartment number or letter, give the location
inside the building, or even better, the location of the door which would
normally be used by a visitor at the HU (Illustration 11-10). Sometimes
these are fairly obvious; if they are not, you might consult the manager
or some other responsible person regarding the number and location of
HU's in the building. When this is impractical, determine as best you
can the number of HU's and list the building address on the number of
lines corresponding to that number. When you start to interview,
inquire about the specific location of all HU's within the building and
complete your listing by entering a description (First Floor left, etc.)
on each line after the street address.

When making inquiries, do not use the term ‘“housing unit™'; this is a
technical term for which we have a specific definition, which is not
readily understood by the public. Instead, it may be helpful to ask
questions such as: Is this a single-family house? Are there apartments?
Are there lodgers? How many? Other useful questions may be derived
from the definition of an HU in Chapter 9.

Listing HU's in a multi-unit structure requires some systematic proce-
dure to ensure that each HU is listed once and only once. One or a
combination of the following rules will satisfy most situations:

L List by number or by letter.
. List by floors, from basement to attic.
. If there are several unnumbered units on a floor, begin at the

front left as you face the building and list systematically in a
clockwise direction.

. If necessary. draw a rough floor plan to show the locations of
unnumbered units.
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Nustration 11-10

SEVERAL HU'S IN A BUILDING AND THE SEQUENCE OF LISTING

TYPES OF LIVING
QUARTERS

Single-Family
Houses

Row Houses,
Town Houses,
Terrace, or
Garden Apartment
Developments

Small Multi-
unit Buildings

Regular
Apartment
Buildings

1. L S-uc'm,.-C-r\’{‘ 'QOI'H lef

|- . 124 right seer

3. . 1S4 £ ght {ont
4. " ,}“,d‘ (. lefr font

Q¢\CI lef rear

- v a'}Q ng\-\t reald
A U L Rt vy )
8.

! 9.
0.

The majority of HU’s are single-family houses. However, you should
be familiar with all types of housing and the procedures for handling
them.

There should be few problems invoived in listing single-family houses.
This does not mean, however, that listing what appear to be single-
family houses is always a simple and straightforward task. It is easy to
overlook extra apartments in attics or basements, houses along alleys,
HU's over garages, etc.

In apartment developments consisting of buildings such as row
houses, town houses, village, terrace, and garden-type apartments, list
each HU on a separate line of the listing form.

Even though a structure might appear to be a single-family house, be
on the lookout for evidence of more than one HU in a structure, such
as an extraapartment in the attic or basement, or arear dwelling. There
are a number of clues to look for in order to determine if a single
structure contains more than one HU. For example: several mailboxes
or doorbells; more than one gas or electric meter; more garbage cans
than a single HU would be likely to require; more than one main
entrance to the structure; more than one TV antenna on the roof. Look
for special quarters (such as a custodian’s) that have entrances on the
side or the back of the building.

You will rarely be asked to list more than one floor of an apartment
building, but the listing should always be systematic. (See *Identifica-
tion of HU’s in a Multi-Unit Building,” page 79.)
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Usually you will have no difficulty locating segments that are parts of
buildings. The description(s) will clearly specify what is to be included;
e.g., "‘Segment 1002F consists of the basement, (st, and 2nd floors of
348 34th St.”

Please note that in some segment descriptions, the basement wil] be
combined with one or more of the lower floors; the upper floors are
indicated by the notation ‘*and above,”” when the last floor of a building
is part of a segment. This accounts for the total area of an apartment
building at the time of the original field work and encompasses future
building changes which can occur during the life of the segment.

Review the definitions of transient or seasonal units in the section
**Definition of Excluded Quarters.”” Chapter 9. If a trailer court or
park is nontransient and nonseasonal, list each established space,
whether or not it is currently occupied by a rrailer. Trailer parks
usually have specified spaces with electric and sewage facilities at
definite lotations.

If a trailer court or park is transient and/or seasonal, list any manager’s
or custodian’s quarters that you find.

All residential trajlers with permanent foundations or permanent elec-
tric and sewage tie-ins are to be listed, whether or not they are oc-
cupied. Trailers which do not meet these criteria are to be listed only if
they are occupied.

Even if a building appears to be strictly commercial, it may contain
HU’s above or behind shops and stores; the storekeepers may have
their living quarters in such places, or extra space may have been
converted into apartments. in churches, private schools, etc., there
may be living quarters for janitors or maintenance men. Occasionally
manufacturing or warehouse structures will coatain quarters for
watchmen. List all such quarters if they meet the definition of an HU.

Dwellings are sometimes used remporarily for other purposes such as
professional offices or storage, and you are to list these units. Quarters
hich have been permanently converted for some other use, of course,
are no longer HU's.

The general rule is to list vacant HU’s. If there are several in the same
building, list each one separately. The rules for listing vacant living
quarters are similar to those for listing occupied quarters.

If a vacant unit is unfit for human habitation and no longer considered
as living quarters, do not list it. If you question whether ar not a vacant
unit is fit for habitation, list it.

Do not list HU's which are scheduled for demolition. Such places are
usually located in urban redevelopment areas or along highways under
construction. Please describe what (if anything) is planned to take the
place of the structures 10 be demolished. If there will be more residen-
tial units — such as housing projects or high-rise apartment buildings
— get full details.

List unfinished residential buildings on which any construction has
been started. For multi-unit buildings, list each HU which the building
will contain when it is completed, and estimate the completion date.
Describe the location of each unit. If this information cannot be
obtained at the building site, try to locate the builder, contractor, or
some other local source in order to secure the information.
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In general, we wish to include permanent residents living in hotels,
and to exclude the transient population. If your segment includes a
hotel or motel:

. Refer to the section on “‘Definition of Excluded Quarters.”’
Chapter 9, and review the definitions of transient and seasonal
quarters. Do not list living quarters that we would classify as
transient or seasonal, but in excluded quarters, do list HU's
occupied by resident managers or staff.

. For nontransient or nonseasonal hotels or motels, do list each
unit that meets the HU definition.

For rooming houses with living quarters that meet the HU definition,
list each HU on a separate line of the listing sheel. Be sure to include
the landlord’s quarters. In rare cases, the separate rooms in a rooming
house will not fit the definition of an HU. Look for the landlord’s
apartment, however, and list it. Note on the listing sheet line for the
landlord’s quarters that it is a rooming house. If there is no landlord’s
apartment or HU, define the house as one HU and list it on one line of
the listing sheet.

Review the definition of “*Transient or Seasonal”’ housing {(Chapter 9,
p. 40) for seasonal areas. If you determine that scattered lake cottages,
hunting lodges, migratory labor housing, and similar units meet the
HU definition, list each unit on a separate line of the listing form. In
addition, enteran **S’" to the left of the line number for each such unit.

We do not include military reservations in our sampie surveys, and,
even though there are HU's for civilian personnel on military bases,
you are not to list them. Veterans' hospitals, however, are not consid-
ered military bases and should be checked for HU's occupied by staff
or other employees.

Do not list institutional quarters which are occupied or intended
for occupancy by the persons for whom the facility is operated.

The types of institutional quarters to be excluded are described on
page 40 of Chapter 9.

Remember to check carefully for HU's within institutional grounds.
The following examples should make this clear.

TYPE OF INSTITUTION LOOK FOR AND LIST HU'S FOR:

Hospitals Nurses, interns, or dieticians
Mental or penal Superintendents, wardens,
institutions guards, and attendants

Rest or nursing Owners or managers

homes

Dormitories, frater- Resident staff

nities, and sororities

YMCA’s, residential Directors, permanent residents
clubs

Missions, flophouses, Superintendents, directors,
Salvatton Army shelters janitors
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Listing and Updating

GUIDELINES FOR LISTING
HOUSING UNITS

— Single family houses, apartments, mobile
homes, etc.

— Trailers in nonexcluded trailer courts

— Vacant HU's:

¢ sound condition

e deteriorated (appears habitable with minor
or moderate repair)

e dilapidated (repair costs clearly preclude
future human habitation)

® vacant and scheduled for demolition (re-
gardless of condition)

— Building under construction

— Former HU now in nonresidential use

— Student housing that qualifies as HU’s

EXCLUDED QUARTERS

— Quarters for persons for whom institution is
operated

— Quarters in facilities which meet the transient
or seasonal definition

UNCLASSIFIED QUARTERS

— Living quarters that neither clearly meet the
HU criteria nor are clearly to be excluded

INSTRUCTIONS
List each HU

List each trailer space

List each HU
List each HU

Do not list

Do not list; send memo with Blue Folder
describing what will replace it

List each intended HU within building
under construction

List if temporarily for other use; if perma-
nently converted for other use, do not list

List each HU

INSTRUCTIONS

Do not list

List manager’s or staff’s guarters only

INSTRUCTIONS
Check with the Ann Arbor office

COMPLETING
SAMPLING FORMS

Enter Project
Numbers on
Assigned Lines

Identify
Oversized
Segments

After the segments have been listed, complete the job as described
below.

When the listing (or updating) is completed, refer to columnns 4 and 5 on
the Blue Folder cover to determine the assigned line numbers (Illustra-
tions 11-1 and 11-7). For a take-part segment which is being used for
the first time, remove the black tape on the Blue Foldercover, Then, in
the right hand column of the listing sheet, write the project number on
each selected line with an HU address or description (1llustrations 11-4
and 11-9). For atake-all segment, write the project number oneach line
with an HU address or description {Illustration 1i-3).

If there are 13 or more HU's listed in a take-all segment, then it is
oversized. In a take-part segment, if the last listed line number on the
Segment Listing Sheet is greater than the last line number shown in
column 5 of the Blue Folder caver, the segment is oversized. Sendus a
complete listing of the oversized segment at once, along with a sketch
of the area showing the locations of all HU's and a description of the
situation. Do not conduct any interviews in the oversized segment, but
go ahead in your other segments.

If a segment has more than 10 HU's, you will need to use an additional
set of listing forms to complete the segment. Be sure to complete all
heading information and line numbers on the additional set{s). At the
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bottom right of the listing form there are spaces which you canfill in to
indicate the number and sequence of the listing sheets you use to list
the segment.

After you have listed all the HU's in a segment and checked for
oversized segments, put the original copy of the listing sheet in the
Blue Folder and the carbon copy in the Yellow Folder.

After you have listed (or updated) the selected segments, make out
Sample Address Summary Forms. Use one form for each segment.
Return the sturdy cream-colored sheet with the Blue Foldertothe Ann
Arbor office immediately. The Field Coordinator is to retain the
original (green) Sample Address Summary Form for all the addresses
in the sample. Use white summary sheets to record your own assigned
addresses and to keep track of your progress on each address.

In the heading record the project number, primary area name, and
sample location name (1ustration 11-11).

For cach sample line, copy the address or description verbatim from
the Segment Listing Sheet. Be sure that a street name or highway route
number (on which the address is located) appears on each line. Enter
the capital letter ‘‘L’" with line number below it to the left of each
address on the copy set.

In the double-ruled column to the right of the **address’’ column, enter
the segment number as shown.

[
A

QOccasionally when you are inlerviewing, you may discover anunlisted
HU. Each time you use a listing sheet line number for more than one
sample HUJ, make out a cover sheet for each HU at the sample address
line. Be sure this information is added to the interviewer’s and Field
Coordinator’s copies of the Sample Address Summary Form. Send a
yellow Immediate Action Form to the Field Office if the Blue Folder
has already been retumed. Keeping forms up-to-date will enable you to
report progress accurately.

Complete cover sheets for all selected listings, even when the listing
does not lead to an occupied HU or an interview. Complete the
identification items on each cover sheet, and be sure that the address or
description is identical with the unique identification of the HU on the
Segment Listing Sheet and the Sample Address Summary Form.
Make out a cover sheet for each sample line, even if the address (or
description) is that of a vacant house, a demolished or unfinished
housing unit, a structure converted to commercial use, or of a structure
in any other nonresponse category specified for the study.

As soon as you have listed g/l HU’'s or updated the listing in the
assigned segment, refurn the Blue Folder to Ann Arbor so that we can
check for discrepancies and contact you before you have completed
interviewing. Also, if a situation requires that yvou cali or write the
Field Office about the sample, it is helpful for us to look at an exact
replica of the material under discussion. The Yellow Folders are for
your use during the remainder of the interviewing period.

Atiempt interviews only at locations designated by the line numbers
assigned for the study.
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PERFECTING THE
SAMPLE LISTING

Procedures for
Updating Segments
Listed on Earlier
Studies

Find the Original
Segment Listing
Sheet

Check the Segment
in the Same Order
as Listed

INTERVIEWER'S MANUAL

Even after the segments have been carefully listed, the listings must be
pertecied and brought up-to-date. Neighborhoods are constantly
changing, and what you find when you list may be different from what
you find when you return, even if it is the next day, to interview. Some
unusual housing situations give no clue to the interviewer who is
scouting or listing that she should inquire about the location and
number of housing units within a residential building. In order to
perfect the segment listing we have established procedures for adding
missed HU's to the list, and for identifying elements that do not
properly belong on the list so that they can be accounted for and
removed from our tabulations in the office. These procedures are the
same for newly listed segments as they are for take-part scgments
already listed on a previous study,

When you are updating segments listed on earlier studies you must
follow these steps:

] Find the original Segment Listing Sheet in the Blue Folder.

. Check the segment in the same order as listed.

. Add HU's covered by existing listings to that line. (See Case |
below.)

. Add HU’s in unlisted buildings {(see Case 2) below the red line of
the Segment Listing Sheet.

. tdentify listings that do not qualify for our sample. (See Cases 3
and 4 below.)
. Transfer any notes, additions, corrections, and so on from the

Blue Folder to the Yellow Folder.

Check in column 1 of the Blue Folder to determine whether or not the
segment had been listed earlier. You can also check this by looking at
the segment letters which have been crossed off on the inside spine of
the Blue Folder. Never relist a segment which was listed on a previous
study. If the segment has been listed before and you cannot find the
listing clipped inside the Blue Folder, notify the Ann Arbor office
immediately.

® Area Segments. Start at the segment boundary preceding line |
on the listing sheet and proceed to cover the entire segment in the or-
der of the original listing. If new streets have been cut through or into
the segment, draw them on the sketch in the Blue Folder. If you find
HU's in previously unlisted buildings, use small squares and listing
sheet line numbers to show the locations of these buildings on the
chunk sketch. Do not be disturbed if the numbering is out of order on
the sketch, and NEVER RELIST.

e Building Segments. Refer to the Building List Sheet to establish
the beginning and end point of the segment. (See page 77, **Building
Segment Defined’’.) The order of the Building Listing always deter-
mines the line of travel, If you encounter an unlisted cul-de-sac, check
it out at the point it intersects the line of travel. However, if you
encounter a street or alley which bisects the block and which has not
been covered on the Building Listing Sheet, you will need to draw a
rough sketch of the area, showing the new street(s) or alley(s). On a
separate piece of paper, list HU’s on these newly discovered streets
which divide the block and send this information to the Ann Arbor
office. If there are any HU's on these streets, do not interview in the
segment until you have received instructions.
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Add HU's Covered
by Existing Listings
to that Line

Add HU s in
Unlisted Buildings
Below the Red Line
on the Segment
Listing Sheet

ldentify

L.istings That Do
Not Qualify For
Our Samples

Listing and U pdating

If you find HU's that do not appear on the 5210 (Segment Listing
Sheet), enter them according to the rules presented in Cases | and 2
below. Make these entries only on the Segment Listing Sheet; do NOT
enter them on the Building Listing Sheet.

In order to add HU's which were missed to the listing, you must first
determine whether or not the previously unlisted HU's you find are
covered by existing lines. If they are covered by a listed line, add them
to that line: if they are not covered. list them on the first available line.
The following cases illustrate this distinction.

o CASE I: A line on the Segment Listing Sheer identifies more than
one HU/. (See lines 1, 3. 4, and 5 of lllustration 11-12.)

If the total number of HU's covered by any one segment listing line is
four or fewer, add the unique identification for each HU to the listing
sheet line. When that line is selected for a study, make out a cover
sheet with that unique identification for each HU covered by the
listing. When making out cover sheets for the additional HU's. use the
same line mnber as that of the originally listed HU.

If there are five or more HU’s covered by the same line (the originally
listed HU plus four or more previously unlisted ones). notify the Ann
Arbor office immediately and await instructions before making out
additional cover sheets or interviewing at that listing.

o CASE 2: One or more HU's within the segment are not identified
on any listing line. (See lines 2, and 6 through 12 of lllustration
1-12)

If there are HU's within the segment which are not identified or
covered by any listed line, record the addresses or unique identifica-
tion for these on the Segment Listing Sheet. one HU per line, begin-
ning with the first available line. Make a marginal note on the listing
sheet at the place where the unlisted HU would be located in the
original listing sequence. (See note on line 11 of lllustration 11-4.)
NEVER RELIST.

If you find enough new HU's to make the total segment oversized (see
page 83, “lIdentify Oversized Segments’’), report the situation to the
Ann Arbor office and do not interview until you receive instructions.
Y our report should include a sketch showing the locations of the newly
found HU's and a listing of them on a separate sheet. If a new
subdivision or apartment complex has been built in the segment, try to
get a plat map or site plan of the development.

When you are updating, you may discover that the listing identifies
something that does not qualify for our sample. A detailed discus-
sion of the reasons a listing may not qualify is presented in Chapter
12. (See page 97, "NONRESPONSE CLASSIFICATION".} Pro-
cedures for handling situations you are likely to encounter during
updating are presented in Cases 3 and 4 below.

o CASE 3: The Listing Describes Something Which s Not An
ITU.  If a linc on the Segment Listing Sheet identifies something
which is not presently an HU {e.g.. building demolished. construction
not completed, used for commercial purposes). then it is considered a
SLIP{Sample Listing Isn't Proper). Make out a cover sheet, check the
SLIP nonresponse category. and include an explanation. (See lines 2,
3. 4.6, and 7 on Hlustration 11-13 and line 13 on [llustration 11-12.)
Vacant trailer spaces in trailer parks are considered VTS (Vacant
Trailer Space) rather than a SLIP.
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Ilustration 11-12

EXAMPLES OF SITUATIONS WHICH REQUIRE ADDING HU'S TO THE SEGMENT LISTING SHEET

ORIGINAL WHAT TO DO
SEGMENT
LISTING . Add to the
original line.
2. List at the
bottom, begin-
Line | Address or WHAT YOU FIND ning on the first
Description unused line.
] 31 Ozak St. An unnumbered side entrance, which 1
leads 10 a second HU at 31 Qak St.
2 33 Oak St. A side entrance, bearing the number 2
3314 Qak St., which leads 1o a
second (not previously listed) HU in
this building.
3 Large 3-story | 2 HU's in this building ]
brick house,
green roof, set
back from road
L: 500 ft.
4 35 OQak St. 2 HU's on first floor of 35 Oak St. I
first floor
5 37 Qak St. An unlisted apartment above an |
ertached garage at 37 Oak St. No
street number on garage.
6 39 Oak St. An unlisted apartment above detached 2
garage at 39 Oak St.
—_— —
7-10] Listings for An additional apartment at this address 2
apartments with the designation **Apartment 5.7
1-4 at 41 Oak St.
_—t - 5 ———
___”_ L 4_3 _Oik_St__ — 1 A separate building bearing the number -
12 | 47 Qak St, 45 Oak St.
13 | 49 Oak St. The single HU described by the original 2
listing has been demolished, and an
apartment building has been erected on (the original
this site bearing the old number 49 Qak is a
{49 Oak St.) and having 10 numbered units. SLIP)
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llustration 11-13

EXAMPLES OF LISTING PROBLEMS YOU MAY ENCOUNTER WHEN YOU CALL TO INTERVIEW

ORIGINAL
SEGMENT
LISTING
What to Do
if These Lines
Line Address or Are Selected
Description WHAT YOU FIND For a Study
! 31 Qak St. Interview at Line |
first floor The first and second floor apart-
-——t——-————— ments have been combined to Line 2 becomes SLIP
2 31 Qak St. make | HU
2nd floor
3 32 Oak St House is outside the segment Line 3 becomes SLIP
boundaries and should not have
been listed.
4 Traileron New HU has been built with the New HU goes on next
lot between number 33 Qak & trailer is now available line.
31 & 35 Oak used for storage in back yard. Line 4 becomes SLIP
5 35 Qak St. The city has renumbered all Write new numbers
HU's on Oak St. What was 35 Oak beside old numbers
now is numbered 3017 Oak on all listing sheets
interview. J
6 Trailer in No trailer Make out a cover
back yard of sheet marked SLIP
35 Oak St.
—
7 37 Qak St. This house has been converted to Line 7 becomes SLIP
a doctor’s office ]
8 | 39 Ouk S1. Interview or report
- —— —— - — — — Family lives in trailer in winter— HYV depending on where
9 Trailer behind | lives in 39 Oak during summer family is living
39 Qak St.
10 | 41 Oak St. Treat 41 Oak and
——— = — — — — —] Trailer occupied by 4 sons trailer as separate
11 Trailer behind | of the family at 41 Qak HU's. Make out cover
41 Qak St. sheets and interview
at both.
[2 | Trailer space Make out a
Ain EZ Aces No trailer on the slab cover sheet marked
Traiier Park VTS (Vacant
Trailer Space)
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Transfar Notes
and Added Listings
From Blue Folder
1o Yellow Folder

Interview Only
At Assigned
Locations

Continue to
Perfect the
Listings as
You Interview

INTERVIEWER'S MANUAL

o CASE 4: The Listing Inciudes un HU Outside the Segment
Bounduaries.  if aline on the listing sheet identifies an HU outside the
segment boundary (i.e., a mistake was made a1 the time of the original
listing), and this line is selected, it is considered a SLIP. Make out a
cover sheet, check the SLIP nonresponse category, and include an
explanation.

When you have completed the updating process for a segment, transfer
all notes, added listings, corrections, and changes in the chunk sketch
from the Blue Folder to the Yellow Folder.

In segments you have updated. as in segments you have listed for the
first time, interview only at those line numbers assigned for the study.
Be sure you have put the project number on all sample lines.

Take the Yellow Folder with you when you are interviewing in a
segment so that you can continue to check the listing. In order to make
sure that we do not miss any HU's that should be included, each cover
sheet asks you 1o determine by inquiry the number of HU's al that
listing line. If any of the type of HU's described in Case | above were
missed in listing or updating, they should be picked up at this time. You
may also discover some situations mentioned in Case 3 when you make
calls to interview.

Wait until you begin interviewing before you decide that an HU is
vacant or that it does not contain an eligible respondent. If a house was
vacant when you updated a week before interviewing. it will not
necessarily still be vacant when the study actually begins.



12 CHOOSING RESPONDENTS

IDENTIFYING OCCUPIED HOUSING UNITS

Before we can select a respondent, we must determine whether or not a listing describes an
occupied HU. When you call to interview, you may discover that certain HU's are vacant or that
the listing no longer describes an HU. For example, a listed structure may have been demolished or
converted for nonresidential use.

General Rules

o Wewill assume that each listing describes an oceupied HU until we have information o the
contrary. If you are unable to determine from observation or inquiry that an HU is actually vacant.
we will count it as occupied, even though you are unable to locate anyone at home after making
repeated calls.

® Oncelit iy clearlv extablished that an HU is occupied or vacant, this classification is fived for
the duration of the interviewing period. A house which is occupied is treated as an occupied HU
even if the respondent moves out before you are able to get an interview. Because study require-
ments vary, you are to check the study instruction book to learn what to do whenrespondents move.
Some studies do not follow people who move after the interviewer has determined household
composition, Other studies follow people only if they move within the primary area; still others will
follow respondents even if they move outside of the primary area. Living quarters thatare vacantare
treated as “"house vacant’ even if a family moves in later the same day.

o The composition of the HU is fixed at the time vou are able to speak with some responsible
member of the household and learn who lives there. (Usually this is when you fill in the household
listing box.) We count as members of the household all who reside there at this time, regardless of
whether or not they lived there on earlier calls when you were unable to determine the composition
of the household. Do not change the listing if persons move in or out of the HU between the time the
household is listed and the time of interviewing. If the designated respondent moves out of the
house, is hospitalized, or dies before you are able to interview him, do not select someone else
unless you have specific instructions to do so.

However. if you discover that your original listing of the household was incorrect, obtain a
correct listing of the household as it was at the time of the original listing, even if the corrected listing
indicates that you must choose a different respondent.

Handling Difficult Cases. Qccasionally you may have difficulty determining whether or not an
HU is occupied. Consult apartment superintendents, mail carriers, and rental agents in order to
save yourself fruitless calis. Neighbors. especially other respondents in the segment, may also be
helpful. In some areas fire wardens and other local authorities often know whether or not HU’s in
remote areas are occupied. Because we consider an HU vacant if all the eligible people who live
there are at another place of residence. you must phrase your questions carefully, Ask: **Do you
know how I could get in touch with the people nextdoor?’’ not *'ls the house next door occupied?””
The latter question is likely to arouse suspicion and lead people to provide false information in an
effort to protect their neighbors.

Y ou may need to make detailed inquiries about the living arrangements of people who are away
from their usual place of residence. For example, a widow who is at her daughter’s house may just be
visiting, or she may have her regular summer residence there. People on an extended trip may be at
their winter home in Florida, or they may be traveling about with no other place of residence. We
need enough information to determine whether or not the place the people are staying would be
classified as an HU; if it is an HU we also need to determine whether or not the people should be
listed as residents of this other HU. If the answer to these questions is yes, consider the sample HU
vacant. even if the regular occupants are expected back that afternoon.

In many cases you will not be able to get enough information to make a clear determination. In
these cases, consider the HU occupied, and base any future calls on the information you have.
Please record all of the information you have so that we can make a final decision if you have to send
the cover sheet in as a noninterview.
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INTERVIEWER'S MANUAL

Handling Seasonal Units., To minimize difficulties with vacation HU’s and other seasonal
units, plan your first call at such places on a regular weekday (Monday noon to Friday noon, but not
on holidays). If there is no one at home and it appears as if no one will be there at night, consider1he
seasonal unit vacant. Consider occupied any seasonal units in which people are staying when you
visit, regardless of how long they plan to stay.

NOTE: This rule on seasonal units does not apply to purely transient quarters which should
not have been listed in the first place and which should be classified as SLIP {(Sample Listing Isn’t
Proper) if they are identified as transient after listing,

SELECTING THE After you have identified a sample of occupied housing units and

RESPONDENT confirmed that they are occupied. further sampling procedures are
used Lo select the proper respondent from among the residents of each
sample HU.

For interviewing in segments. we usually use one of two procedures
for selecting respondents:

. Designating the respondent by family relationship.
) Designating the respondent by a selection table.

At the beginning of each survey, you will receive instructions indicat-
ing which procedure to use. If a survey requires a selection procedure
which is different from either of the two mentioned above. you will
receive special instructions,

General The general procedure in hoth cases is as follows,

Procedure

Introduce Very briefly explain why you are calling. Y ou could mention that in
Yourself order to obtain an accurate sample we need to know who is living in the

household, and ask, **Could you tell me how many people live here? |
don't need names — just their relationship to the head of the
househotd.™**

List HU Members In the first column of the listing box list the head first, and then the
other members of the household in whatever order they are given to
you. The instruction book for each study will explain which members
to list. because requirements vary from study to study.

List people according to their relationship to the head (See page 94.
""Head of Family.”’) Please do not use names, as they do not define
relationships. Use designations which indicate sex whenever possible,
e.g., son or granddaughter (not child or grandchild), and wife or hus-
band {not spouse). List persons not related to the head by position in
the household: roomer, roommate, maid, housekeeper, nurse, etc.
(Illustrations 12-2 and 12-3).

Be sure all residents of the HU are listed by asking, ‘‘1s there anyone
else in the family?"" (PAUSE) ‘Anyone else living here who is not
related to you?”" Unless you take special pains to find out about them,
you are quite likely to miss roomers and unrelated persons. In larger
families it is entirely possible 10 miss members of the family unless you
check carefully. If you do not know whether ornot to list persons who
are temporarily present or absent, refer to the Chart for Determining
Members of the Househeld (Illustration 12-1),

*“Head of household™ is another term for which we have a very specific meaning, which ensures uniform listing,
While people you interview will not know the specifics of our definition, the common meaning of **head of household ™ is
close enough to enable us to ask for information 1in these terms. This means. however, that the inlerviewer must be
completely familiar with our definition (sce pages 94-95) so that she can skillfully and discreetly interpret what she is told and
record it according to our definition. For example, if a man says, = We <don’t have a head here: my wife and | share all the
responsibilities.”” don’l quibble — simply list the members of the househald according ta their relationship 1o him.
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[llustration 12-1
CHART FOR DETERMINING MEMBERS OF THE HOUSEHOLD

Have a Have a
place of place of Include in
residence residence household? Examples
here? elsewhere?
I. PERSONS STAYING IN SAMPLE UNIT AT TIME OF CONTACT.
Yes No Yes (a) Just *‘lives here™
(b) Lodger
(c) Servant
Yes Yes Yes* {a) Has country home or town house.
(b) Has summer home or winter home.
(c) Student living here while at school, or
soldier while in service.
(d) Home on military leave or school recess.
No No Yes {a) Waiting completion of new home,
(b) Takes turns staying with children,
or parents.
No Yes No (a) Helping out with new baby, or during
illness.
(b) Visiting friends or relatives.
(¢) Works or eats here, sleeps elsewhere,
2. PERSONS ABSENT FROM SAMPLE UNIT AT TIME OF CONTACT.
Yes No Yes (a) Traveling salesman on the road.
(b) Railroad man on a run.
(¢) In general hospital.
{d) On vacation or visiting.
{e) Absent on business.
Yes Yes No* (a) Has country home or town house.
(b) Has summer home or winter home.
(¢) Away at school or in service.
(d) In prison or nursing home or special
hospital.
3. IF "DON'T KNOW"™ ON ANY OF THESE CRITERIA, INCLUDE IN

HOUSEHOLD.*

*Please describe situation.
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Record
Additional
Information
in the Listing
Box

Requirements for
Household Membership

Designation of
Respondent
Family Relationship

Family Umits

Family Relationships

INTERVIEWER'S MANUAL

Record additional information in the listing box. Normally. sex will be
indicated by the relationship to the head, and can be recorded as you
list without additional inquiry. You may find out ages by asking, ““I'd
like to know the ages of the people. How old is . . . 777 (MENTION
ONE)

Persons staying in the HU at the time of contact should be considered
members of the household, if:

. This is their usual or only place of residence.
OR
. A place of residence is maintained for them both here and
elsewhere.

Persons absent at the time of contact should be included as members of
the household if a place of residence is held for them here and if no
place of residence is held for them elsewhere.

If none of these criteria applies, include the person in the household,
but tell us what you can about the situation. {See lllustration 12-1 on
page 93.)

Sometimes study directors want to obtain information about families
and believe that a certain person within each family will be the best
source of information. In these cases, we often designate one respon-
dent from each family living within the sample HU. This means you
must first determine how many family units there are and who belongs
in each one.

A family unit consists of household members who are related to each
other by blood, marriage, or adoption. A person unrelated to other
occupants in the HU — or living alone — constitutes a family unit with
only one member. Once you know the family units, you will be ready to
determine the primary one.

® Primary Familv Unit. 1f there is more than one family in the
household, you will probably need to ask a question or two in order to
determine which family is primary. Try to determine which family
owns orrents the home. If families share ownership or rentequally, the
one whose head is closest to age 45 is usually considered to be the
primary family.

e Secondary Family Unit. A secondary family is any family (of one
or more members) in the HU wunrelated to the primary family. There
may be more than one secondary family in an HU.

e Head of Family. The most common listing situation is a married
couple living alone or with their minor children. In this situation, the
husband is always the head of the family according to our definition.
This rule holds true even if the husband is disabled or unemployed and
the wife is supporting the family.

In other situations, we consider the family head to be the '‘economic
dominant.”” [n order to determine who is the economic dominant, you
will need 1o obtain some additional information about the family’s
financial arrangements. At this stage of interviewing, it is generally
NOT agood idea to ingitire about income. However, you can ask such
general questions as:

Which of these people (the ones recorded in the listing box) are
working?
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Lisiing
Procedures

Designation of
the Respondent
by Selection
Table

Choosing Respondents

Who provides the major share of financial support for the Family?
{(Who is the main breadwinner?)

Questions like these should enable you to determine fairly accurately
whom we would consider the economic dominant. For instance, if
there is only one employed person. that person should be considered
the head.

[fitis still unclear which person is the economic dominant — and there
will undoubtedly be cases in which it will be unclear — we are in-
terested in the person who is economically mast active. If, for exam-
ple. an unemployed widow (living on a pension) has a middle-aged
daughter who is actively involved in earning a living. we would con-
sider the daughter the head of the family even though the mother owns
the house.

Sometimes different members of u family have equal economic power;
for example. two unmarried sisters with equal incomes may share
expenses equally. In such cases, if all other things are equal, the onc
closest to age 45 is considered the family head.

NOTE:In the case of a married couple, the hushand is ALWAYS the
head, even if the wife earns most or all of the income.

To help you decide who is the family head, the above rules can be
summarized with the following mnemonic device;

Husband

Economic domtnant

Age 45

Do not expect your informant to know our definition of a

family head. Determine it yourself on the basis of these
criteria.

o Head of Household. The head of the primary family unit is the
head of the household.

o Number the family units in the indicated column of the listing
box. Number all listed members of the primary family **1;"" number all
members of the first listed secondary family **2;”’ number members of
the next listed secondary family **3;”" and so on {see column (d) in
lilustration 12-2). Each of the persons listed in the HU must have a
family unit number.

o Muke out a secondary family cover sheet for each secondary family
unit {f the study requires that all families be included. The cover sheet
originally assigned to the sample HU is for the primary family unit.
Make oul a secaondary family cover sheet for each secondary family
presentin the HU; on secondary family cover sheets, be sure to record
the address exactly as it appears on the cover sheet for the primary
family in this HU.

o Check the designated respondent in the appropriate column of the
listing box {see column (e) in lllustration 12-2). When the designated
respondent is unavailable for the entire study period, some studies will
instruct you to select an alternate respondent for the family. This is
permissible only when the unit of interest for all or part of the study isa
family rather than an individual.

When we wish to represent all adults in the U.S. orall citizens of voting
age or all persons between the ages of 16 and 23, we are likely to find
more than one eligible person in an HU. Since we may not wish to
confine our choice to the head of the family, or to the wife of the head of
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llustration 12-2
RESPONDENT SELECTION BY FAMILY RELATIONSHIP — COVER SHEET FOR PRIMARY FAMILY

SURVEY RESEARCH CENTER
INSTITUTE FOR SOCIAL RESEARCH
THE UNIVERSITY OF MICHIGAN
ANN ARBOR, MICHIGAN 48106

(Do not write in above space )

1202 Olrvia Street

Primary Area WQSH"'C,HCLM)

[

May 19, 1975
J 67

Your Interview No.

Date

Length of Interview

(Minutes)

Line No. 7

48104

scace _ Mich igan

WIFE

Interview Wife of Head of Family
if Head is married; interview Head
if Head is not married.

2.
3.
1. Interviewer's Label
4.
3.
6. Segment No, /00-3 5 7
8. Address (or description)
9. Location Hnn Afbar 10.
11. For this segment, the entry in Column 6 of the Blue Segment Folder is:
(CHECK ONE)
Eg;rHEAD
Intervidw Head of Family
12.

LIST ALL PERSONS, INCLUDING CHILDREN LIVING IN THE HOUSING UNIT, BY THEIR

RELATIONSHIP TO THE HEAD.

(a) () | () (d) (e)
Family | Enter "R"
Unit for
Household Members by Relationship to Head Sex | Age | Number | Respondent

1. HEAD OF HOQUSEHOLD

44 | | 14

2. Wife

42

M

r
- don M1l |
4 Daug}n‘er F /13| |
- Doomer Mlao| 2
o Koomer M| /9|3
- Mother-in-law F le5 ] 1
8.
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Number Each
Eligible*
Person

Check Selection
Table

Select
Respondent

Interview
Only Person
Selected

NONRESPONSE
CLASSIFICATION

Status
Categories

Choosing Respondents

the family, or to another specific family member, we must use a
method which gives all eligible persons in the HU a chance for selec-
tion. When respondents are to be selected in this way, there will be a
selection table on the cover sheet, (See Selection Table D in Illustra-
tion 12-3.)

Assign number “*177 to the oldest maie. number **2" to the next oldest
male, and so on, until all eligible males are numbered. Continue the
number sequence, numbering eligible females from oldest to youngest;
the oldest female gets the next number after the youngest male, etc.

Refer 10 the selection table on the cover sheet and circle the number in
the left hand column corresponding to the total number of eligible
persons flisted in the HU. In the right hand column of the selection
table, opposite the number of eligible persons, is the number of the
person to be interviewed; circle that number (Illustration 12-3).

Find the person whose number you have selected and put an “R"
beside his {or her) number in the *‘respondent’ column of the listing
box. This is the selected respondent; you are 1o interview him (or her)
and no one else. An illustration of how a respondent is selected within
a household through the use of the selection table appears in Illustra-
tion 12-4. This illustration shows a listing box from the 1972 election
study.

To be eligible for selection, the household member must have beena
U.S. citizen and at least |18 years of age before the election on
November 7. Note that the interviewer had to ask about the birthday of
the 17 year-old son in order to determine his eligibility in column (d).
There are five eligible persons in this household. The 47 year-old head
is the oldest male and is numbered “*1.” The 21 year-old son is the next
oldest male and is numbered “*2,”” and so on. Selection Table D usedin
the example indicates that if there is a total of five eligible people in the
household, person number ‘4’ (in this case the son who will be 18
before November 7) is the respondent.

Interview only the person indicated by the Selection Table. If the
selected person is not at home, ask about the best times to return for
an interview. If the selected respondent will not be home during the
survey. do not substitute anyone else for the original selection. If you
cannot obtain an interview with the selected respondent, classify the
HU as noninterview (N1 - RU, or Ref., etc.; see page 99).

HU’s which belong in the following five categories can usually be
classified early in the study period. As soon as you have classified a
cover sheet into one of these categories, retum it to the Ann Arbor
office.

® SLIP — Sample Listing {sn’t Proper. The listing as it is given
does not describe an HU that gqualifies for sampling. This may be for
one of several reasons: there may be no HU at the address; all quarters
at the listed address may be excluded; the address may be outside the
established survey boundaries, and so forth. Give a full description of
the situation in the space provided for comments.

e NER — No Eligible Respondent. MNo one at the address is eligible
to be interviewed. according to the study definition. For example, they
may all be noncitizens or underage.

* Eligibility for each study is defined in the study instruction book.
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List ALL household members by relationship to Head

lllustration 12-3
RESPONDENT SELECTION USING SELECTION TABLE — LISTING BOX FROM THE 1972 ELECTION STUDY

(8) (b) | (e) (d) (e) (£) (g) (h)
If 17:
Will he/she
Be 18 on or | Citizen? | Eligible Enter "R"
Household members by Before Nov 7? | "Yes" or | Persons | Person for
relationship to Head Sex | Age | "Yes" or "No "No" oo Number | Respondent

HEAD OF HOUSEHOLD

47

\‘QS

Y

/

Wife

45

Na

sister-in- law

30

No

23

Jes

daughter
J

RRzMNMMEZ

Persons
17 years Son 21 \Ies v c;l
or over
son 1q Nes v 3
Son 7] Ves Nes | v 4 )4
daughter 15
J SELECTION TABLE D
1t the numbaer Interviaw
of eligible the person
persons is: numbered:
Persons 1 !
under 2 2
17 years 3 2
6= "%
Gormore 4

For d, For 17 year olds, you must ascertain whether they will be 18 on or before November 7
and write "yes" or "no" in this column.

For e. Ask "Are any of these persons not U.S. Citizens?" (Write "no" for ones who aren't
and "yes" for all others.)}

For f, Enter a check mark ( ) for each person eligible for selection. Eligible persons are
V.5..Citizens 18 years of age or older (and 17 year olds who will be 18 on or before
November 7}.

For g. Assign a sequential number to each eligible person checked in column (f). Number
checked Males in househeld from oldest to voungest, THEN number checked Pemales in
household from oldest to youngest.

For h. Use the selection table on the lower right of the listing box to determine the num—

ber of the person te
circle the number of
in the second column
In column (h), enter

be interviewed.
eligible persons.

1n the first column of the selection table,
The number across from this circled number

of the selection table identifies the person to be interviewed.
the letter R to identify that person as your respondent.
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Summary
Catepories

Choosing Respondents

¢ HV — House Vacant. A year-round HU is not being lived in, and
you obtained no indication of occupancy on calls you made during the
interviewing period before you learned that the HU was vacant.

* SV — Seasonal Vacancy. An HU intended for occupancy only
during certain seasons is not being lived in on the first call. The first call
is made on a regular weekday (Monday noon to Friday noon, but not a
holiday). If it appears as if no one will return at night, then considerthe
seasonal unit vacant for the entire study.

¢ VTS — Vucant Trailer Spuce.  If, on your first call, a trailer space
in a regular trailer park does not have a trailer parked on it, consider the
space vacant for the entire study. Unoccupied trailers are to be clas-
sified HV, SV, or SLIP, depending on the way in which they are being
used.

The following classifications are summary categories to be used when
efforts to obtain an interview have not been successful.

o NOC(AT) — No Occupant Contacted at Any Time. The HU
seems to be occupied but no one was at home during any of the
required number of calls. Most nonresponse forms have two
NOC(AT) categories: one to use if you are able to complete the
household composition box from information you obtain from reliable
sources such as neighbors or building superintendents; the other to use
when you are not able to determine the household composition.

NOTE: NOC must be used on the call record to record the results ofa
specific call when you find no one home at an occupied HU.
NOC(AT) must be used only on the nonresponse form when
you are unable to contact the people living at an occupied HUJ
on any call,

o RU/ — Respondens Unavailable. Someone in the HU has been
contacted, but the selected respondent is temporarily absent or un-
available, although he might be available at some future time. This
covers situations in which the respondent is traveling, in the hospital,
or at work when you call.

® Ref — Refusal. Be sure to request a persuasion letter from the
Ann Arhor office if there is any hope of converting a refusal to an
interview. On the nonrespornse form, describe the circumstances and
reasons given for refusing, and specify who refused as follows:

—ReffR) The selected respondent refused to grant the interview,

—Ref{0O) The interview was refused by someone other than the
respondent.

—Refil/) The refusal occurred before a household listing was ob-
tained so that the respondent is undetermined.

e NI — Oiher, This category includes all reasons for nonresponse
other than those specifically listed above. Some situations which fall
into this “*“N1-Other’’ category are respondents with permanent men-
tal or health conditions which make an interview impossible, language
barriers, evasive respondents, or respondents who moved after you
knew the HU to be occupied. Be sure to give acomplete description of
the situation.
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13 OFFICE FORMS AND RECORDS

This chapter describes the procedure by
which you will be paid for the work you do for the
Center. This payment involves reimbursement
for miles you travel by car and other expenses you
incur, in addition to salary for the time you spend
traveling and working for the University.

Three forms are used to report time and
expenses:

® The Time Sheet is used to report time
worked.

e The Travel Expense Report is used to
report mileage and other expenses.

e The Mileage Statemeni is used to itemize
miles traveled on each trip, and must be attached
to the Travel Expense Report.

It is your responsibility to keep the required
records for claiming time and expenses and to
submit them regularly according to the schedule.
Carefully compleie, check. and double check zll
forms for accuracy before mailing them to the
Field Office. If you make any errors, the records
may be returned to you for correction. and pay-
ment will be delayed.

The following instructions apply to all three
forms:

o Copies sent to the Field Office are to be
Silled out in ink or typewritten.

o Sipnatures on all copies are to be written
in ink.

e All forms are to be submitted regularfy
every fwo weeks in accordance with the schedule
provided unless you have no time or expenses to
claim for a given period. Do not accumulate time
and expenses and submit a claim covering several
periods at one time,

® Keep copies of all pay forms vou send to
the Field Office, incase aformis lostin the mail or
in case some question should arise between you
and the Field Office. The University cannot pro-
vide copies of the pay forms for tax purposes at
the end of the year.

To ensure prompt delivery of your pay re-
cords, send them in the postage paid. pread-
dressed envelopes we provide. Do nor add the
name of anv other University department on the
front of your envelope. Do not include pay re-
cords with any interviews or sampling materials
which you may be sending to the Field Office.

TIME SHEET

Your pay for the hours you work for the
University is based on the information you record
on the Time Sheets. You must complete these
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forms carefully and in accordance with the in-
structions printed on the back in order to receive
payment for alt of the hours you work. After the
pay checks are written, the Time Sheets are mi-
crofilmed and kept on permanent file by the Uni-
versity.

As a University of Michigan hourly em-
ployee, you will be paid every two weeks. Each
pay period begins on Sunday and ends on Satur-
day two weeks later. A schedule of the specific
starting and ending dates for each of the bi-weekly
pay petiods in an entire year will be sent to you
before the beginning of each fiscal year onJuly 1.
Y ou must submit your Time Sheets in accordance
with this schedule: that is, each Time Sheet must
show one of the Sunday starting dates indicated
onthe Bi-Weekly Pay Schedule, and mustinclude
only time worked between that date and the indi-
cated Saturday ending date (Iflustration 13-1).
The month, day, and year of the starting date is to
be written on the line of the Time Sheet under the
heading "*FIRST DAY OF REPORTING
PERIOD." This date must be recorded in that
space even if you did not work on that day — or
even if you did not work at all during the first week
of the given reporting period.

The schedule card also shows the date by
which Time Sheets must be received here in the
Field Office in order to be processed for payment
and still allow sufficient time for checks to be
wnitten and mailed from the University Payroll
Office on the *“Pay Date’ for each period on the
schedule card. Since there are only four days be-
tween the end of a pay period and the due date,
you must send your completed Time Sheet in
immediately after the last day of the pay period so
that it can be included with the current payroll. If
aTime Sheel arrives late, it must be heid overand
processed for the next pay date. Late time will be
combined with any time you submit for the next
pericd and one check covering the combined
amount will be sent.

The project accounts are kept open for a
reasonable period after the close of interviewing to
allow us to pay interviewers whose Time Sheets
have heen delayed either in the mait or because of
processing problems. Once the project account has
been closed, no further time or expense charges
against that project will be accepted.

Be prepared to work at least 20 hours a week
when a study is in the field. If you are working on
more than one study at a time, you may need to
work more than the usual number of hours. Please
note, however, that vou are not authorized to



INTERVIEWER'S MANUAL

work more than 40 howrs in one week. In unusual
circumstances, the Field Office may give you
permission to work more than 40 hours, and they
will send instructions for completing a special
Time Sheet.

A hypothetical Time Sheet has been filled
out ([llustration 13-1). WNote that the only date
appearing onthe Time Sheetisthe ““FIRST DAY
OF REPORTING PERIOD™ Sunday, Feb-
ruary 16, 1975. Without this date, the actual dates
the interviewer worked could rot be determined
and the Time Sheet would have to be returned for
clarification. Please be sure to place your name
label on the top left-hand corner of the Time Sheet
as noted. The designation “TEMPORARY
HQURLY ... "inthebox at the top of the Time
Sheet is a classification used by the University for
part-time employees and does not refer to the
length of the appointment,

MILEAGE STATEMENT

Interviewers wsually use their own cars
while they are working. You will be reimbursed
for the use of your car on a per mile basis. You
should also report toll charges and, in some cases,
parking. The Mileage Statement, which has
step-by-step instructions printed on the back, is
the form on which mileage claims are to be sub-
mitted. 1Hustration 13-2 is a completed Mileage
Statement.

In filling out a Mileage Statement. keep in
mind the following general instructions:

¢ Submit one copy for payment, along with
the required two copies of the related Travel Ex-
pense Report (discussed later in this chapter) on
which mileage costs are claimed.

e The Milecage Statement submitted in any
given pay period should caver all mileage claimed
during that period.

¢ Do not use tenth-of-a-mile readings from
yourodometer; ENTER THE ENTIRE READ-
ING (rounded to the nearest full mile), not just
the last three digits.

¢ Odometer readings must not overlap on a
single Mileage Statement or from one Mileage
Statement to the next. If you use more than one
car during the course of your work, be sure to note
this on the Mileage Statement in case a question
arises about the difference in odometer entries. A
simple explanation at the bottom of the form is
sufficient.

* Donot use resettable trip-meter readings.

TRAVEL EXPENSE REPORT (TER)

The Travel Expense Report is the official
form for claiming payment for mileage and other
allowable out-of-pocket expenses which you
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incur while working for the University. A copy of
every travel report submitted is kept in the
University’s permanent files. If there are errors,
incomplete details, or items that cannot be ac-
cepted for payment, the form must be returned to
you for correction, and payment will be delayed.
Double check the Travel Expense Report for ac-
curacy before sending it to the Field Office.

Although we ask that you submit the Travel
Expense Report with the Time Sheet, the expense
forms follow a different path through University
accounting procedures. First they are checked for
errors, approved for payment, then keypunched
for input to the computer which writes the checks
on the 10th and last working days of each month.
Your expense check is separate from your payroll
check, which is written every two weeks. 1n gen-
eral. you should expect to receive your expense
check about two weeks later than your payroll
check for the same pay period.

In completing Travel Expense Reports, you
should follow these general instructions:

® Submit Travel Expense Reports {includ-
ing the separate Mileage Statement) at the end of
each pay period, except when you are on special
assignment outside of your primary area or if ex-
penses for that pay period amount to less than
$£5.00.

If expenses for a pay period amount to less
than $5.00, please wait to submit them until the
following pay period. Processing small claims is
very expensive and the University will not write
checks for less than $1.00. )

* [f you are traveling on special assignment
outside your primary area and are to be away
overnight, you will receive special instructions
and a special form for keeping track of your ex-
penses. Travel Expense Reports for trips away
from home may be sent to Ann Arbor im-
mediately after the trip is completed.

® Travel Expense Reports come in sets of
three. Submit only the white und yellow copies 10
the Field Office with vour Mileage Statement
when claiming expenses; the blue copy is for your
personal file. Disregard the note printed on the
top of the form which instructs you to ‘‘submit in
triplicate . . .

# The white copy must be an originaf on
both sides. 1t goes into the University’s perma-
nent files; the yellow copy is kept on file in the
Center’s Business Office and may be a carbon
copy. if it is legible — excepr for the signature,
which must be in ink.

* You must obtain a receipt for any expense
of $1.00 or more and attach it to the expense
report for reimbursement. Qccasionally, you may
make several payments for the same purpose at
different times during a day; for example, a



Hustration 13-1

soc.sec. 003-13-1717 ADAIR, ALLISON TIME SHEET
5 SOUTHFIELD CIRCLE
WESTPORT, MICHIGAN
NAME — 48103
(FIELD STAFF PLACE LABEL ABOVE)
ToTAL HOURS [ L1 4
FIRST DAY OF REPORTING PERIOD:
SUNDAY, 19
(MONTH) (DATE) (YEAR)

REPORT TIME TO NEAREST TENTH OF AN HOUR,
SEE REVERSE SIDE.

TOTAL PROIECT NUMBER(S)
DAY | DAILY
HOURS [15561| 457751 |495 325|4 7¢80
s | T L
HON 485 25 ap] | : :
1 ] | ] ' +
TUE 2] 12) ; '. )
W | 2| 20| |t |
THUR L7 ' X 2.7 =i I
PRI | 27] | ! Ay
7o I N I I D
(R s = LA, T
o |
T ¥ ¥ T ] []
SUN 30 [ 30l ; L]
o | P 1] ] i1 |
1 ' | [l g +
TUR 451 1 45 : ;
| [ ] 1 " s
L N 31 Y I
THUR : : ‘ : : :
PRL | Gio| 3] ] 30| | .
L ¥ LI ] LS ¥
SAT : : : : : :
WEEK' S| E ) >
ToTAL | *3i3
i ] i 1 1
TOTAL HOURS | ' ' ' '
BY PROJECT ’7(:’ 139 6:7{ ST ]
I cortify | have worked the hours shown abave.
Cllson (e,
(SIGNATURE)
TITLE _]~= nl Oy L 840
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TEMPORARY HOURLY TIME SHEET
INSTITUTE FOR SOCIAL RESEARCH

RATE:

BUSINESS OFFICE USE ONLY

TEMP. HRLY.

P/R DATE

14

19

TOTAL PAY
20

PAY PERIOD CODE .

24

54 55
PROJECT NO. HOURS CLASS
1
" [T ) 7 72 78
02 1
12 1o 20 28 10 29
N O 1 n 't ]u a7
1
m 1) " [} T} a0
(1 ¢} 1
T3 Te 0 LI T z*
1
30 7 I I a4 a7
1
@ 1) oe . “” [}
04 1
12 T 1% as i 1)
1
ab 3 " [ T a7
4t (L) % (1l ]u "
APPROVAL
DATE REF. NO,




Nustration 13-1 {continued)

INSTRUCTIONS: FILL OUT LEFT SIDE ONLY
AT BEGINNING OF REPORTING PERIOD:

1. Print name and social security number at top of sheet in ink.
(Field Staff place label}),
2, Enter date on which the reporting period starts in proper space.

ON EACH DAY YOU WORK:

3. Enter all time to the nearest tenth of an hour (see table below),
Record whole hours in the wide space to the left of the dotted
line, and tenths in the smaller space to the vight.

4. Enter hours worked that day under left hand column headed total
daily hours.

5. 8how breakdown of total daily hours per project by using one
ecolumn for each project, entering the project number at the top
and the hours worked underneath it opposite the day worked,

Use an additional time sheet if you work om more than five pro-
Jects during a reporting period,

BEFORE SUBMITTING YOUR TIME SHEET:

6, Add daily tetal and hours by project.

7. Sign your name in ink.

8. Time sheet must have signature of approval, (Field Interviewers'
time will be approved in Field Office),

9. TABLE
Minutes Tenths of hour
1 -2 0 - round down to hour
3-8 1
9 - 14 2
15 - 20 3
21 - 26 4
27 - 32 5
33 - 38 6
39 - 44 7
45 - 50 8
51 - 56 9
57 - 60 0 - round up to hour
10. EXAMPLE
TOTAL] ___ PROJECT NUMBER(S) ]
DAY DAILY,
HOURS| #5975 490244 #5748
! ! ] f ! '
SUN 1 t . ! | !
1 N 3 ¥
4 Eﬁ 1 ' ; []
MON £0l ¢ 79 1 !
] | ' ) t
TUE 7lsl tais| vio] 1|
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£o!

Field 0ffice, Survey Research Center

MILEAGE STATEMENT (Complete in INK!')

The University of Michigan

ITINERARY SPEEDOMETER MILES PER
&? READINGS o PROJECT
& S|
FROM TO 'S Proj.f#|Proj.# |Proi.#
START END Q?@é*' y " .
SSCT (57051 14S76X0|
&/ | Home to Merey Hospiel ¥ homa 42700 |4273¢ | 36 30
2/17 Bona fo Seznont 2001 B, 2003 A Y homa 4243 42767 |24 Y
RS 4 a e . . Gagas [42s¢y |43 1 7 36
2/20 | Hone fo chomk 112 ¥ hone 72873 4287 | 35~ A5~
2/ Deughie's hove o chunk 3032 thorne WH2903 42918 | |5 5
A/a3 More 4o Segmonds 173D, 175C, 124R e hons 42924 4293% | /2 /2
/3y~ | Homt fo sezrmamt 11248 % hons {27457 142955 | 1o 2 ¥
Yol | Horms fo Merey bospucl, Sop 11730 115 (4 boru[#2 9 o|#3005] s~ 18 | 27
/28 S e > L{eru; dfospail af ~ horns 42015 14308y | 3¢
A. TOTAL MILES
BY PROJECT Jez | T[4
B. ALLOWANCE
003-13-1717 ADATR, ALLISON PER MILE /4 14 14
S SOQUTHFIELD CIRCLE
WESTPORT, MICHIGAN C. EXPENSES CLAIMED
48103 BY PROJECT (AxB) ||22.6Y 99‘-/ S.6o
I certify that this statement is correct, that the amount charged for mileage was
reasonable, necessary, and in discharge of official busineas; and that the above )
account or any part of it has not heretofore been allowed or paid. wadw Ccpm

SIGNATURE

INIWILVYLS IDVITIN

Z-€1L uonensn|||



Illustration 13-2 (continued)

Step~by-step procedures for completing the Mileage Statement

1.

2.

10.

1l.

Interviewer's Label: Your name label goes in the space provided at
the bottom of the form.

Date: Enter the numerals for the month and date of each day you
traveled for the Center,

Itinerary From and To: Under '"From" list your starting poinmt.

For example, "home." If you begin one of your trips from somewhere
other than your home, identify the starting place by the address or
nearest intersection. Under "to" list your Jdestinations in the order
in which you visit them. The last mentioned destination 1s to be
the point at which you finish travel for the Center. A typilcal
listing might be "Segments 203A, 106B, 122F and home."

Speedometer Readings: The columns should show the complete readings
on your speedometer, rounded to the nearest full mile, at the start
of the trip (the starting point listed under "From') and the reading
at the end of the trip (the last listed place under "To"). If more

than one car is used, make a note to this effect on the bottom of
the form.

Miles: The number of miles is simply the speedometer reading at the
end of your trip minus the reading at the start of your trip.

Perscnal Use: Enter miles traveled during the course of a recorded
trip which were not on officlial University business. For example,
if you have traveled two miles out of the most direct route between
segments to pick up dry cleaning, enter "2" in this column -
opposite the appropriate date and trip. This amount can then be
easlly subtracted before allotting the miles by project.

Miles Per Project: The miles traveled on each trip must be allotted
by project. Do this by entering the project number(s) at the top

of the column, and underneath it, on the appropriate line, enter the
miles chargeable to that project. Whenever you work on more than
one project in the course of a single trip, you are expected to

divide the miles as accurately as possible among all the projects
you worked on.

Total Miles By Project: At the end of the pay period, add up the
miles claimed on each project.

Allowance By Mile: Enter the current mileage allowance.

Expenses Claimed By Project: Multiply the total miles by the
allowance per mile. THE RESULTING DOLLAR FIGURES (BY PROJECT)
ARE THOSE WHICH YOU WILL TRANSFER TO THE BACK OF THE TRAVEL
EXPENSE REPORT.

Signature: Sign the completed form in ink.
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Illustration 13-3
TRAVEL EXPENSE REPORT
TRAVEL EXPENSE REPORT
THE UNIVERSITY OF MICHIGAN, ANN ARBOR, MICHIGAN

Bank Code (7-8)—51

Nome of Traveler ($-23) ___

Loy Eizsr Muddle Dare Time

Date Time

003-13-1717 ADAIR, ALLISON
5 SOUTHFIELD CIRCLE
WESTPORT, MICHIGAN -

48103 .
—— e ——— RO e
WV\M/W\/‘M\MM\,\HB&\A/\A
Account Number Amount Trip Number Class Code
139 22 145.53) (57 62 (63 88}
2800

Expenses Claimaed

2 2800
‘s
& " 2800
'y 2 > 4 -
0‘5}‘ 'pr 2800
Xy o
Oppf %, 2800
- o Fy
less Advances From: C{p€ 'b40€
Cashier 990070 O“"f}» 0000

leave Blank

Leave Blank

Purpose of Trip-

4 ex pantos marrcered am Poicus 4ss6al, 453781
jrave Pe ]
end 457680

| hereby certify that this claim is correct, is reimbursable under published travel regulations of the University of Michigan,
and reimbursement hos not, and will not, be obtoined from any other source:

b 25 198 _ Cettioon (rfais

Dare Signolure of Traveler

Date Signature af Perzon Autherizing the Trovel {A)

Dote Signature of Aytharized Signer for the Account

qummltboﬁml 0 iq s Teduired; 3 r
INTERVIEWERS SHOULD DISREGARD

SoberhipATiohcaieta b THE TTEMS WHICH ARE CROSSED OUT  gpigl cm dertneory ouestions s
LoweQifier=Ner ON TH1S FORM
Wul, . !
PASSED BY ACCOUNTING MNore: Whie Copyv Atcounting Depgriment, t1.8) Voucher No (71-781
DEPARTMENT Yellow Capy Accountng Depariment,

Form 6900 Revisad 5/75
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Illustration 13-3 {continued)

ITEMIZED TRAVEL EXPENSES

ate Deacription (State Purchata Ocdes Numbe Whea Appticobie} Amount Claimad
Prepaid Airfare (PO # ) — Amount:
Prepaid Registration Fees (PO # ) — Amount-
éga Maded il cm‘%) yeassene 4 30 yae rvi1Sar Egg pQ-l: ?ﬂﬂbd_ )Eﬂs‘.‘{‘.ﬂ 1. 758~
M%@M Acho J.)
/ . oy Y4556 | 22. 68
72 eales (2. ’4'3'; mule 248718 1 9.7+
40 _rules (2 .14 Dor mile P 4$2680 5.60

mﬁtpLg_cha@m_@—ao_/‘ﬂg_q_&sgul [al

_ Creerpt smacked) 45545,

4. a0

22 '22 le Phone calls Q,m bgo!h at ﬂlgra’ ggspT[d (2 1o

v R a2 Y.

- ér)ooa N2 AlS

Lo

_Elefzﬁuuu_ﬁcﬂLPfus 129 Tax_ (reu'et rﬂé.q)

2 4sns!

.49

P 457680 4.07
Ky |Terprilers fe a7 Siary
Ay Inlerpréiers fee (receipt Elackad YA wierview (@ 26.00 | J0.06
3 A e
Itemize the following by date: Date Date Dats Dats Date Oate Dale
todging
THIS SECTION OF THE EXPENSE REPGRT
t‘_ B i =
Meals*: Breakfost 1S TO BE USED ONLY WHEN YOU ARE
Lunch ON _SPECIAL ASSIGNMENT AWAY FROM
YOUR PRIMARY AREA,
Dinner L \ l J
* Including Tip TOTAL 0. 13

Instructions:
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Office Forms and Records

number of toll calls. bridge or highway tolls, or
parking charges in which the total amount ex-
pended is more than a dollar. You will not need a
receipt if you enter the rate of the expense foreach
item and if the averuge charge is less than $1.00.
For example, ‘‘parking at Imperial Hotel and lot
in Segment 80018B: 2 @ 75¢ — $(.50"" is accepta-
ble without a receipt, but an entry of **parking at
Imperial Hotel and lot in Segment 8001B —
$1.50"" would require a receipt because the charge
is more than $1.00.

Front of the Travel Expense Report
(IMustration 13-3); Complete only the following
items; leave the others blank.

|. Name of Traveler and Home Address:
Place your name label in the space shown on
the example on both the white and yellow
copies. Your check will be made out to the
name which appears on the label. and sent to
the address on the label.

2, Purpose of Trip: The following simple
statement is all that is necessary: **Travel
and expenses incurred on Project(s) ... "’
List numbers of all projects involved: for
example. "Travel and expenses incurred on
Projects 457680 and 455691,

3. Date and Signature of Traveler: Enter the
date submitted and sign vour neume in ink on
both the white and yellow copies on the lines
below *Purpose of Trip™” which are headed
““Date”” and **Signature of Traveler.” Re-
member, unsigned reports. reports which
have signatures in carbon or pencil, type-
written names, or name labels pasted on this
line cannot be accepted and will be returned
to you for correction. Leave all other spaces
on the front of the report blank.

Back of the Travel Expense Report
(Hustration 13-3): This is the " ltemized Travel
Expenses’ side of the form: disregard reference
to *Travel Manual' and **Travel Office.”

I. Date: In this column, emer the month and
inclusive dates on which expenses were in-
curred,

2. Description: Describe the expenses you are
claiming. Put onlv one expense item on each
fine. If you worked onone project during the
reporting period, the project number is al-
ready entered on the front of the form and
need not be entered again on the back. ff vou
waorked on more than one project during the
reporting period, each expense item listed
on the back must be assigned the number of
the project to which it should be charged.
Project numbers can be entered at the end of
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the line on which you describe the expendi-
ture. Miles (from the Mileage Statement)
must be shown as an item of expense on the
Travel Expense Report, but you only need
1o enter the information from items A. B.
and C at the bottom of the Mileage State-
ment. One entry should be made for each
project. {See illustration.)

Allowable expenses. The following is a basic
guide to the kinds of expenses which you may
claim. If you are ip doubt as to whether or not an
expense is allowable. or in doubt as to 1he proper
way toenter a claim on your expense report. write
to your supervisor or to the Field Office for
clarification before you submit the claim.

e Mileage: Mileage incurred while working
for the Center is an allowable expense. Include
the Mileage Statement (described above) with the
Travel Expense Report when claiming mileage.

® Trevel by maysy transportation: Fares for
bus. subway, and other forms of mass transporta-
tion used on official business are allowable ex-
penses. In showing more than one trip on a single
day. you can lump these fares together. but be
sure to show the amount of the single fare. For
example, **4 bus fares at 35¢ per fare — $1.40.”

e Tolls: Tolls or road fees on bridges. ex-
pressways, tunnels, etc., are acceptable and
should be shown on the report as follows: **2 tolls
on Ohio Turnpike, Exit 5 to Exit 4 and return at
80¢ each — $1.60.7

8 Parking: Whenever possible, please use
free parking. In congested areas where free park-
ing is not available, the University will pay for
parking. To obtain reimbursement for parking,
enter meter tees or parking lot charges on your
Travel Expense Report and attach a receipt if the
charge was for $1.00 or more.

® Supplies: You may order supplies neces-
sary for your work from the Field Office using the
Supply Request Form; this includes all matenals
from study forms to writing pads and pencils. Try
to allow sufficient time for the supplies to reach
you before you run out. On occasions when we
cannot supply you with essential items. you may
make small purchases and enter the item on your
Travel Expense Report; attach a receipt if the
item costs $1.00 or more. Consult the Field Office
before making supply or equipment purchases of
$5.00 or more.

® Postage: You may order prepaid en-
velopes, both letter size and large manila ones. for
mailing to the Field Office. Postage charges for
materials sent to your supervisor or supplies sent
to other interviewers are also allowable expenses.
When entering postage charges on your Travel



INTERVIEWER'S MANUAL

Expense Report, show to whom you were mailing
materials and attach a receipt if the charge was
$1.00 or more (lllustration 13-3).

® [nterpreters: You may encounter a re-
spondent whose English is too poor to permit an
interview. On most studies, we would like you to
see if another household member or a neighbor
could serve as interpreter for you. If it seems
appropriate. you may pay this nonprofessional
interpreterupto $5.00; obtain a signed receipt and
submit the expense for reimbursement on your
Travel Expense Report ([llustration 13-3}.

If no suitable interpreter can be found in the
houschold or neighborhood. identify the language
the potential respondent speaks and then see if
you will have three or more respondents on the
study who must be interviewed in that language.
If there are only one or two, return the cover
sheets as “‘noninterview — language.”” If you
have three or more such respondents, attempt to
locate a skilled translator to accompany you and
translate the questions and the respondents’ an-
swers while you record the information in the
questionnaire. Pay the translator at the flat rate of
$25.00 per interview. Be sure to obtain a signed
receipt and submit it with your Travel Expense
Report. We do not pay mileage or other expenses
for interpreters.

If you run into a situation not covered by
these instructions, consult the Field Office.

e Escorty: On some special occasions your
supervisor may authorize the use of a driver or
escort. Pay the driver/escort at the rate of a be-
ginning interviewer in your primary area. You
must obtain a signed receipt from the
driver/escort showing the number of hours
worked and the rate at which he/she was paid.

3 |Escart for inderviewing in Sep.togriC
3 howrs @275 Creee -“',f;aﬁ‘“ ,gd)i? $SSTYy

gas

When you request your supervisor's per-
mission to use an escort, let her know the areas
you will be working in and the approximate length
of time the escort will be needed. Yoursupervisor
will send you permission in writing with a copy to
the Field Office.

& Telephone calls: Alltelephone calls to the
Field Office in Ann Arbor should be collect, sta-
tion-to-station calls. You should also call your
supervisor collect as she can charge the call to the
University by using her credit card. You may,
however, have to place some calls from public
telephones while you are working. and you may
also have charges for telephone calls to respon-
dents on telephone studies. The total amount for
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local telephone cails made from a pay station
should be shown separately on your expense re-
port, as indicated in Illustration 13-3.

Claims on oll long distance calls from your
home must be accompanied by your telephone bill
(or a photocopy of 1t). The total amount of these
calls on each project, plus the federal, state, and
local tax (if any) charged on that amount, should
be entered on one line of the Travel Expense
Report as shown below.

LIST OF CALLS
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Note the tax rate you use to figure the tax.
For 1975 the federal tax on all calls is 7 percent; it
is scheduled to be reduced by | percent each year,
so that in 1976, it will be 6 percent; in 1977, 5
percent. etc. Check with your local phone com-
pany for state and local tax rates.

Be sure to put a project number on the tele-
phone bill next to each call for which you are
claiming reimbursement. Cross out those calls
which are nor being charged to University pro-
jects. (See example.) When possible, figure the
tax directly on the phone bill.

A special form, the Telephone Call Record,
should be used if you are claiming mnir calls that
are not listed individually on your telephone bill.
This form can be obtained from the Field Office
by checking the appropriate box on the Supply
Request Form. Please be sure to read and follow
carefully the instructions on the back of the Tele-
phone Call Record before you submit it.

Claims that are not allowed. A few items
cannot be accepted as legitimate expense claims.
Please familiarize yourself with these items so
that you will not incur unnecessary costs to your-
self.

o Carinsurance: Part of the mileage allow-
ance is intended to cover insurance and road ser-
vice as well as gasoline and oil. It is your respon-
sibility to carry your own car insurance. This
includes coverage for any damages due to an acci-
dent, fire, theft, towing fees. etc.

® Traffic or parking tickets: The University
cannot reimburse you for any traffic violations or
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parking tickets regardless of when such fines are
incurred.

& Meals: Claims for meals are usually nor
allowable, just as they are not if you work in an
office. But if you are asked by the office or super-
visor to travel away from your primary area on a
special assignment for eight hours or more (not
overnight), you may claim meals which you had to
buy because of the Jength of time you spent away
from home. Usually this means you may claim
lunch, and sometimes you might have to buy
breakfast or dinner. The maximum amount you
can claim for each meal is $2.25 for breakfast,
$3.50 for lunch, and $8.50 for dinner. You do not
need a receipt to claim expenses for a meal. but
you must have obtained permission from your
supervisor before the trip.

e Tuxi fures: Taxi fares are generally not
allowable in 1 primary area where it is possible 10
use your personal car or mass transportation.
Howe ver. taxifares are allowable expenses if you
are working on assignment away from your pri-
mary area and it is more expedient to use a taxi
than other means of transportation, for example,
from the airport to the hotel. It is not necassary to
obtain a receipt for these expenses.

PAYROLL PRACTICES

Pay rates and raises. The Survey Research
Center gives two types of pay raises:

o General rate change ruises granted peri-
odically to all our interviewers "*across the board

® Ruises (promotions) given for mevit after
an interviewer has completed a certain number of
interviews for which “‘experience points’™ are
given, and submilted a taped interview to the
supervisor for evaluation.

Consideration for advancement to the next
level is given upon completion of the probationary
period, and then again upon accumulation of 150,
300, 450, 600, and each additional 300 experience
points.

You will also be evaluated by your super-
visor either through personal observation or
through a tape recorded interview which will then
be ‘‘observed’” by your supervisor using & coding
technique. Your work will be evaluaied by the
Field Office at this time.

The number of points being given is shown
in the instruction book for each study. Points are
posted at the end of each study.
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Notice of promotions, pay increases. and
the effective dates will be sent to you as soon as
they are approved. Pay increases are noi
retroactive,

The training allowance is indicated on the
current pay schedule. The basic rate goes into
effect as soon as training is finished, and is slightly
higher in metropolitan areas. The supervisor will
let you know the rate for your primary area.

Field Coordinators for each study receive
extra poinls to reimburse them for the clerical
work they do in keeping track of the sample and
for submitting progress reports: one point for
each seven days a study is in the field or for each
progress and completion report, whichever is
greater; also {/2 point for each segment assigned
1o their primary area and/or 1/8 point per name on
a name sample.

Deductions from your paycheck. Deductions
for income tax and Social Security are subtracted
from your pay. A withholding statement (W-2
form) indicating total annual wages and the total
amounts of income tax and Social Security deduc-
tions is sent to University employees from the
University Payroll Office at the end of each
calendar year. If you have not received your re-
cord of earnings and deductions by February I,
notify the Field Office so that we can trace it.

A Social Secunty number is required of all
Center employees; this number must appear on
the W-4 form (Withholding Exemption Certifi-
cate), one of the forms you must complete at the
time of hiring. Michigan has a state income tax
and deductions are made from all wages paid by
Michigan employers unless the special “exclu-
sion certificate’’ is completed and signed by out-
of-state employees. Your “'state of employment™
is the state in which you restde.

Insurance coverage. All employees of the
Center are covered under Workmen's Compen-
sation and Employer’s Liability Insurance pro-
vided by the University at no expense to ils em-
ployees. In general, coverage is provided for in-
juries sustained by interviewers while they are
pursuing Center business. If an injury does occur
while you are working for the Center, you will be
compensated for loss of time and cost for medical
services. In the event of such an injury, notify the
Field Office immediately and tell us what hap-
pened. The necessary forms will be sent to you
with instructions on how to complete them.

As was mentioned previously. automobile
insurance is carried only on cars owned by the
University. You are responsible for providing
yOur own car insurance.
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COMMUNICATION

The first things you need to know about
communication are some essential addresses and
telephone numbers:

The Field Office:
(U.S. Mail)

Field Office

Survey Research Center
The University of Michigan
P.O. Box 1248

Ann Arbor, Michigan 48106

If you come to visit us or
send a package by United
Parcel Service (UPS) you
will need our street address:

Field Office

Institute for Social Research
426 Thompson

Ann Arbor, Michigan 48108

Area Code 313, 764-8356

The Field Office:
(Street Address)

Telephone:
Y our supervisor:

Name:

Address:

City, State:

Telephone: /

Area Code Number

Correspondence. Writing is our standard
mode of communication. Each interviewer re-
ceives a supply of white, bright pink, and bright
yellow correspondence forms to use in writing the
office and the supervisor, plus a supply of pread-
dressed, postage paid envelopes. The white form is
for regular memos; the bright pink form (**Im-
mediate Action’’) and the bright yellow form
(**Immediate Action — Sampling’") are easily seen
in a pile of correspondence, and memos written on
these forms receive attention first.

Please use the standard white, pink, and yel-
low forms when writing to the Field Office. Little
slips of paper and odd-sized letters are hard to file
and easy to lose!

Abvays put your full name, your primary
area, and the date on all correspondence. Do not
assume that we wiil know who sent it because your
name is on the envelope; the mail is sorted by
project number and the envelopes are thrown away
before anyone reads a memo for content.

Whatever you do. do not use the thumbnail
sketch on an interview, the nonresponse form on a
cover sheet, or the margins of your pay forms to
ask a question. request some kind of action, or
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pose a problem. Memos written in these placesare
likely to be overlooked because interviews, cover
sheets, and pay records are often sent to other
sections of the Institute to be processed.

Unless a memo concerns a specific inter-
view, do not mail it with the interviews in the large
manila envelopes: instead, send correspondence
separately in letter-sized envelopes. Pay forms
should never be included in the manila envelopes
with the interviews. Different people handle these
two types of mail in the office. and occasionally
interviews are routed to another office to be
opened later. This can result in a serious delay in
action on your correspondence or your pay.

The Field Office receives and sends a vo-
luminous amount of mail, and when studies are
going full swing, we receive many letters each day,
Some of the problems or questions raised by inter-
viewers require a bit of research, and the office
staff must talk with people in various departments
at the Center to obtain information for you. Both
the volume and the nature of the correspondence
contribute to the time it takes to prepare replies.
Please take this into account when you write and
when you are waiting for an answer. Be patient; we
try not to overlook any correspondence; the office
staff and supervisors realize that you thought it
important or you would not have taken the time to
write.

Telephone calls. There will be times when a
telephone call 1o the office or to your supervisor
will be necessary. Please place all calls to the Field
Office or to your supervisor collect. When you are
calling the Field Office, call collect, station-to-
station (i.e., if the operator asks. tell her you will
speak toanyone: otherwise we will be charged fora
person-to-person call). Call only during office
hours: 8§ a.m. to 5 p.m. (Eastern Time), Monday
through Friday. If the administrative assistant you
need to talk to is not in the office at the time of your
call. leave a brief message with the person who
accepted the charge and she will see that your call
is returned as soon as possible. In all cases, once
you have reached the Fieid Office, give whomever
accepts the charge the following information:

. Your full name.

. The city and state (not the primary area)
from which you are calling.

. The project number of the study about
which you are calling.

If you happen to be calling about scouting or
sampling work which is not specifically related toa
current project, give your name, city, and statc to
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the person who accepts the charge and say you are
calling about *‘sampling”’ instead of giving the pro-
ject number. She will ask you for the chunk and/or
segment number about which youn are calling and
will then find someone from the Sampling Section
to talk with you. NEVER call the Sampling Sec-
tion directly; make aff contacts with study staff,
sampling, or coding through the Field Office.

Whether to contact supervisor or Field Of-
fice. 1n some cases it may not be immediately
obvious whether you should contact your super-
visor or the Field Office in order to get the infor-
mation you need. The following guidelines may
help you decide which would be most appro-
priate.

Contact your supervisor when:

® You are faced with a personal problem
that will interfere with your work or with the
completion of an assignment.

® You have questions about interviewing
lechniques (e.g., ‘*How should I handle a situa-
tion in which a respondent does this or that?"").

#* You have a question about general sam-
pling procedures; {(for specific sampling
problems, contact the Field Office).

Contact the Field Office when:

® You must have a prompt decision from a
study director or someone in the Sampling Sec-
tion about which person to interview in an un-
usual household or whether to interview at all the
HU’s at an address, or to check to be sure that
you have the correct address before interviewing.

¢ Either sampling or study materials have
not arrived as cxpected.

¢ ‘Youaré answering a specific request from
the Field Office to call with some information.

® You are having difficulty somewhere in
the field and need office help or even verification
of your identity or interviewer status.

* You have an emergency situation that
cannot be handled by written communication be-
cause of lack of time or the nature of the problem.

® You are unable to reach your supervisor.

Both the Field Office and your supervisor are
there to help you. Please contact either one
whenever you have a problem or need help. If you
ask a question, it does not reflect poorly on your
ability; on the contrary, it is intelligent to seek
help when you need it.

Just as there are times when you should
telephone, there are also definite times when you
should rzor telephone; for example:
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e Do not call about a problem with your
paycheck; write instead, giving full details. An-
swers can never be obtained during a single tele-
phone call because the problem must be traced
through the business departments of the Center
and the University. Moreover, checks are written
by computer on a fixed schedule, so a telephone
call will not speed action.

e Do not call about future work and future
assignments; please write us about any questions
you may have about this and we will reply as soon
as possible.

SUPERVISORS AND FIELD COORDINATORS

The supervisor. About |5 regional super-
visors share responsibility for overseeing all the
Center’s field interviewing. Each supervisor is
responsible for hiring, training, and maintaining a
staff of interviewers in the primary areas assigned
to her, [n the course of these duties the supervisor
is in constant communication with the interview-
ers in each primary area through personal visits,
mail, and telephone contacts.

It is the supervisor’s task to evaluate each
interviewer's work through tape recorded inter-
views and personal observation. This responsibil-
ity is discussed in greater detail in the section on
evaluation, pages 120-126.

You should keep your supervisor informed
about all phases of your work; let her know when
you will be on vacation or out of town and there-
fore unavailable for assignments; let her know
about any problems and difficulties you may be
having as well as about the aspects of your work
which you like and enjoy. She will be seeing the
study directors and staff in Ann Arbor and she
can relay favorable remarks or press for changes
that might make your work easier.

The field coordinator. The primary areas
vary considerably in physical size, sample sizes
on individual studies, and interviewing condi-
tions. Depending upon the local situation, the
interviewers in any ane primary area may number
from 1 to 15. In a primary area staffed by only one
interviewer, this person is automatically the Field
Coordinator {FC). In primary areas with two or
more interviewers, the supervisor may appoint
one as the FC or may rotate the job, depending
upon the study and interviewer availability.

An FC is the administrative contact be-
tween the primary area and the Field Office, and
between the primary area and the supervisor.

The FC:

» Maintains the primary area files of mater-
ials and sampling records (maps and Yellow
Folders).
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Schedules the prestudy conference.

Holds the prestudy conference.

® Receives and distributes study materials.

® Plans with the supervisor for coverage of
the sample so that work is completed within the
study dates.

* Accounts for ¢/l sample addresses for the
weekly progress repori 10 supervisors and the
final project completion report to supervisors and
the Field Office.

¢ Sends the green Sample Address Sum-
mary Forms to the supervisor at the end of each
study.

e Takes press releases Lo Jocal newspapers
and contacts local authorities.

STUDY PROCEDURES

The procedures to be followed during the
course of a study are presented here in the orderin
which they most often occur. Although some of
these steps are ihe responsibility of the FC, all
interviewers should be familiar with them.

Primary area files. The FC keeps the prim-
ary area files which contain the Yellow Folders
for the primary area’s sample chunks, the Field
Maps. and some general supplies. The sampling
materials which you use during a study should be
returned to the FC when the study is completed.
Supervisors will be notified when sampling mater-
ials become obsolete and should be returned to
the Field Office.

Availability forms. About six weeks before
the start of interviewing, an availability memo
describing the project and a standard reporting
form is sent to each supervisor. The supervisor
then gets in touch with the FC in each primary
area to convey information about the study —
dates, sample size, type of study. etc.. and finds
out which interviewers will be available to work
during that time period. Copies of the memo are
then sent to these interviewers. Mailing instroc-
tions and any anticipated problems should be
noted on the availability form which is sent by the
supervisor to the Field Office. Availability
memos and forms are usually sent out about six
weeks before the start of interviewing.

Study materials. Study materials are sent
from Ann Arbor approximately 10 days before a
study is scheduled to start in the field. A packel
containing all matenals necessary to study and
complete a practice inlerview is mailed First
Class to each interviewer working on a study.
This is done to allow the interviewers time to
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prepare for the study before the starting date. The
bulk materials, questionnaires. cover sheels.
show cards, ete., are sent to the FC at the same
time as the First Class packets, but by a less
expensive and usually slower carrier {(United
Parcel Service or Fourth Class, Special Han-
dling). Distribution of the bulk materials and
sample assignments should take place at the pre-
study conference if at all possible.

Prestudy conferences. In primary areas
where there is more than one interviewer, all in-
terviewers working on a study must attend the
prestudy conference BEFORE THEY BEGIN
PRODUCTION INTERVIEWING. This ¢on-
ference is held by the FC at a time when all the
interviewers can attend. The meeting should be
used to go over the practice interviews and work-
sheets, the question-by-question instructions,
and the sampling instructions. We expect you to
be completely prepared at the time of the confer-
ence and to have done the following:

e Studied all materials carefully, making
notes in the instruction book of any possible prob-
lems or things you would like to discuss with the
other interviewers.

» Completed the worksheet.

e Taken a practice interview and edited it.

All of the points listed below should be cov-
ered at the prestudy conference:

o Discuss the sampling procedures
thoroughly, giving special attention to new listing,
updating. and selection procedures.

® Gooverthe Field Notes. You should dis-
cuss standard field procedures as well as special
instructions which appear at the beginning of the
Instruction Book.

e Go overthe worksheets together and send
them to the Field Office afrer the conference.
When they have been logged in, the administra-
tive assistant in charge of the project for the Field
Office will go over them, make any corrections,
and return them to you.

® Gothrough the practice interview page by
page, question by question, in sequence. As you
review, refer to the question-by-question instruc-
tions to make sure an appropriate answer has
been obtained for every question. Are the an-
swers clear and complete? Do they meet the ques-
tion objectives? Are they legible and annotated?
Do you need to remind yourself to probe at a
particular place? [s the thumbnail sketch informa-
tive?

o FC’s should use their copy of the pre-
study conference report form to keep a running



INTERVIEWER'S MANUAL

tally of each problem and proposed solution, re-
ferring to specific question numbers.

e Call the Field Office during regular busi-
ness hours if there are important unresolved ques-
tions or if you anticipate difficulties and need
additional information about question objectives
or skip instructions.

* When the conference is over the inter-
viewers should send their practice interviews to
the supervisor and the worksheets to the Field
Office. The FC should complete the prestudy
conference recport form and send one ¢copy to the
Field Office, one to the supervisor, and keep one
in the primary area files.

Reports from these conferences help us catch
problems in both the questionnaire and the proce-
dures early in the interviewing period.

Contacting local authorities. We feel it is
very important that the FC contact the local
Police Chief or Sheriff (by letter or by telephone).
as well as the Better Business Bureau and
Chamber of Commerce and give these people the
following information before interviewing begins:

® A brief statement about the study (similar
to the one for respondents).

¢ The names of all of the local interviewers
working on the study.

* A general indication of the interviewing
dates and the neighborhoods where interviews
will be taken.

Suggest that the above information be filed under
**The University of Michigan.”” [SR is often con-
fused with IRS, and there are several Survey
Research Centers.

If you are interviewing in several towns,
then you will need to do this for each one. Feel
free to show your 1D card, the “"“'Why We Ask
You' folder, and the respondent letter. It is often
useful and reassuring to respondents to tell them
that we are indeed registered with local au-
thorities and they can feel free to call the Chamber
of Commerce or local police station for confirma-
tion. If the person wants a direct confirmation
from Ann Arbor, suggest a collect call to the head
of the Field Office at area code 313, 764-8356.

A standard form letter explaining the
Center’s work should already be on file with each
of the local authorities mentioned above (Appen-
dix Cinthis manual). However, itis agoodideato
check back periodically to make sure they have
ready access to the information. There may have
been a turnover in staff or the information may
have been misfiled; make sure the respondent will
be given a favorable report by calling and check-
ing up on us yourself.
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Practice interviews. For mosl studies, every
interviewer must take a practice interview before
she begins to interview at the assigned addresses
for the study. There are two reasons for requiring
practice interviews: to familiarize the interviewer
with the questionnaire in a working sitvation, and
to help the supervisor, study directors, and the
Field Office locate problems in the questionnaire
in time to alert all interviewers about any trouble
spots.

The best practice interviews are those taken
with a ““typical” respondent, i.e., one you do not
know personally and whom you find by simply
ringing a doorbell. Please do this whenever possi-
ble. Relatives and friends do not make good prac-
tice respondents.

After you have taken your practice inter-
view and attended the prestudy conference, send
the practice interview to your supervisor who will
review it and return it to you with notes and com-
meats.

Write “PRACTICE" on each practice in-
terview so that it cannot be mistaken for a real
interview. Be sure to attach your name label to the
questionnaire or identify it positively in some
other way.

Accounting for every sample address. The
green Sample Address Summary Forms on which
the assigned addresses from each sample segment
have been listed are to be kept up-to-date by the
FC as the primary area’s master list (Illustration
1i-(1, page 85). Similarly. each interviewer who
is not an FC should use the whire summary sheets
to record her own assigned addresses and to keep
track of progress at each address. Unlisted HU's
discovered during the course of interviewing
should be added to these sheets if they fall on lines
designated for sampling. Notify the Field Office
of such HU's and report them to the FC so that
they can be added to the primary area’s master
list. Each sample address should be visited early
in the study period so that the interviewer will
know what to expect at each address, and so that
the FC’'s master list of sample addresses is com-
plete at the earliest possible date.

You must keep your Sample Address Sum-
mary Form up-to-date for two reasons: to report
your weekly progress to the FC, and to provide
yourself with complete information as to when an
interview was taken and mailed or what happened
at an address classified as & nonresponse. Inter-
viewers and FC's are expected to be able to re-
port these items of information with ease for any
address.

Numbering interviews. The Cenler guaran-
tees the confidentiality of all information to re-
spondents, and every effort is made to observe
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this pledge. Therefore, all direct identification,
such as the address, is recorded on a cover sheet,
which is detached from the interview after the
sample listing has been accounted for in the Field
Office. The interviewer's name and the interview
number are used in the office to link the cover
sheet, the interview, and associated forms.

Numbering your interviews is simple. The
first completed interview you take on each study
{after the practice interview) is interview number
**1,”* the second one is number 2," the third is
number 3, and so on. Enter this interview
number on each interview questionnaire ¢nd on
the cover sheet in the space provided, Keep a
record of each interview number (and the address
at which it was taken) on your copy of the Sample
Address Summary Form.

Naonresponse cover sheets are not num-
bered. Each assigned line on a study must be
accounted for with a cover sheet. If you were
unable 1o take an interview, leave the space for
“Your Interview Number’® on the cover sheet
blank. Number only completed interviews,

Mailing completed work to the Field Office.
Each interviewer is responsible for mailing her
own completed interviews and cover sheets to the
Field Office; never give completed work to
another person to mail for you. Interviews and
cover sheets should be sent in from a post of-
fice or a box which you are certain has a regular
pick up. NEVER HOLD COMPLETED IN-
TERVIEWS LONGER THAN ONE WEEK.
The Coding Section in Ann Arbor is designed to
accommodate a steady flow of interviews from
the field. Unless this flow is maintained, 20 or 30
coders will have little or nothing to do. By the
same token, the coders cannot possibly do all the
work required if the interviews arrive all at once.
Please maintain or keep ahead of the mailing
schedule on the progress report forms for each
study.

Before you send any work to Ann Arbor,
double check to be sure it is completed properly.
Check to see that all necessary blanks are filled
out on the cover sheets and questionnaires, and
that all essential pieces of paper associated with
an interview are enclosed. such as the cover
sheet, recontact sheet, etc.

Do not staple anything; questionnaires must
be separated from cover sheets and paper clips
make this easier.

Use the large manila postpaid envelopes.
preaddressed to the Field Office, to mail your
interviews and cover sheets. Do not force too
many completed interviews into one envelope,
since heavier envelopes tend to become torn or
damaged in the mails. Use one of your name
labels on the envelope for your return address.
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Mail all interviews and cover sheets First Class
rather than Airmail unless otherwise instructed.

Since we pick up mail before the post office
opens, Special Delivery does not speed arrival
and may even cause delay.

Some interviewers like to insert a post card,
self-addressed, in each envelope sent to the Field
Office which contains interviews, listing the in-
terviews enclosed. We date the cards on the day
we receive them, and return them 1o the inter-
viewers, 5o that they will not worry about
whether or not the interviews reached the office.
This procedure is not required; it is simply some-
thing the Field Office will do for the interviewer if
she desires verification that her mail was re-
ceived.

Study deadlines. Each study instruction
book gives the starting and completion dates for
interviewing. These dates are established by the
Center, and are clearly specified both in the in-
struction book and on the availability memo sent
to each interviewer before a study.

Deadlines ailow about four days for the last
interviews to arrive in the office. After that, the
Coding Section closes down its operation, sa it is
most important that all interviews be in the mail
by the deadline.

We all recognize that special circumstances
— floods, snows, personal problems, etc. — may
upset your best-laid plans. We only ask that you .
make allowances in your planning and not let
things pile up toward the end of a study, and that
when problems do arise, you let your supervisor
and/or the Field Office know immediately so that
provisions may be made ar help provided. Occa-
sionally an extension will be given by the Field
Office if unusual situations arise.

Responserates. Interviewers cankeep track
of the respanse rate for their own portion of a
study assignment. However, do not let your indi-
vidual response rate interfere with your readiness
to help other primary area staff members. The
primary area is a unit, and the important response
rate is the one that the whole primary area
achieves, not one reached by any individual
member of the primary area staff.

When we review response rates in the office,
we realize that there are a number of circum-
stances which produce nonresponses through no
fault of the interviewer. For example. there are
respondents who move out of the country or die
between waves of a panel study, respondents who
are traveling or hospitalized for the entire study
period, and people who are incapabie of respond-
ing because of physical, mental, or language dif-
ficulties. We consider such cases “‘circumstan-
tial’” nonresponses.
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Since these individuals are members of the
sample population, for research purposes we
must report them as nonresponses. Since they are
unusual cases, they should not cause an inter-
viewer to have a consistently low response rate
from study to study, or even an unusually low
response rate on a single study. We do not
routinely distinguish between circumstantial non-
responses and other types, but, if there is ever a
question as to the adequacy of an individual’s ora
primary area's response rate, we always go
beyond the figures and examine the circum-
stances.

Tables for computing response rates and in-
structions for their use are provided at the end of
this chapter {(Appendix A).

STUDY MATERIALS

Questionnaires, instruction books, show
cards, cover sheets, and other study materials are
sent to the FC at the beginning of the study. We
also send '*“Why We Ask You" folders,
interviewer’s cards, and postpaid envelopes if re-
spandent letters are to be used.

If you are an FC. you should go over the
study materials as soon as they arrive to see if all
the necessary supplies have been included. This
can be done quickly by checking actual quantities
of materials against the checklist enclosed with
each shipment.

Do not bother to return extra materials at
the end of a study unless the Field Office requests
that youdo so. Youshould keep one or two copies
of each item for your files and destroy the remain-
der.

Respondent letters. The following instruc-
tions apply if form letters are to be sent to respon-
dents before interviewing.

® Put vour initials or name over the return
address in the upper left-hand corner of the en-
velope so that we will be able to return undeliver-
able letters directly to the interviewer who sent
them.

® Address envelopes to “"Residents of
Household,”” never 1o **Occupant,”” and never to
the respondent by name unless specifically in-
structed to do so.

¢ Type or print the address neatly, being
sure to use the correct ZIP code,

We include enough letters and franked envelopes
for you to send a letter to every assigned sample
address and still have extra copies to show at the
door or leave with a respondent who may not
remember having received one.

118

“Why We Ask You’’ folders. Thisfoldercan
be used at the door when you are explaining the
purpose of the Center and the study, it can be left
with the respondent when the interview has been
completed, or it can be sent with respondent let-
ters.

Interviewer’s card. The interviewer's card
was designed for multiple uses. There is enough
room to write your name and a message on it if
you find no one at home; it can serve as a calling
card if you enclose it with the respondent letter, or
you can leave il as a ““thank you' card after an
interview. Some respondents, particularly elderly
ones, feel reassured if they know the name of the
interviewer who has called on them.

Press release. Ifapress releaseis to be used,
it will be collated in the back of the study instruc-
tion book. We have found that newspapers are
likely to print these announcements only when
they are personally delivered to an editor (the
Business Editor is most likely to be interested in
the quarterly economic studies). The FC should
retype the release, including the names of the
local interviewers working on the study and the
approximate areas involved in the study. Some
interviewers feel it is helpful to carry a clipping of
this release as well as other news stories about
surveys done by the Center when making house-
hold calls. We also like to receive these clippings
in Ann Arbor — be sure to include the name ofthe
paper and the date.

Interviewer’s evaluation of the questionnaire.
Please evaluate the questionnaire and proce-
dures for each study on which you work; there
will be a tear-out form for this purpose in the back
of the study jnstruction book. Although new
questions and new procedures are pretested be-
fore any national survey goes into the field, there
are often difficult or awkward places of which
only interviewers can be aware. Y our comments
will be tabulated along with those of other inter-
viewers. In the past, these comments have been
most helpful 1o us in improving the questions and
questionnaire format.

Progress reports. Progress report forms for
each study are sent with the study matenials (II-
lustration 14-1). The FC should send these re-
ports to her supervisor at the times printed on the
report form — usually the same day every week.
In accordance with this schedule. we suggest that
interviewers and FC’s establish a regular time for
the interviewers to “‘report in”" each week. For
example, if the progress report must be mailed
every Tuesday, the FC and interviewers might
decide that 4:00-6:00 p.m. on Monday is a good
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The University of Michigan
Survey Research Center
(Form revised 3/75)

PROGRESS REPORT

PRIMARY AREA

MAIL TO YOUR SUPERVISOR ON
(Second cooy is for your files)

PROJECT NUMBER

Field Coordinator
for this study

1'ER:

1'ER:

1. Total Number of Cover Sheets . . .

2. Number of coversheets in nonresponse
categories SLIP, HV, SV, VIS, or
NER by study definition . . . . . . . . . .

3. SUBTRACT line 2 from line 1 and
enter number of possible interviews . . . .

4, Number of interviews completed to date .

5. Number of coversheets in nonresponse
categories Ref, NOC{AT), RU, NI-Other
which will remain so for the entire study .

6. ADD line 4 and line 5

7. SUBTRACT line 6 from line 3 to obtain
the number of coversheets on which
you are still working CHECK AGAINST COUNT
OF REMAINING COVERSHEETS. . . . . . ., . . .

8., Total cover sheets in lines 2 and § which
have been MATILED to the Field Office .

9. Percentage of coversheets MAILED to the
Field Office (line 8 DIVIDED by line 1)
If you are on schedule this will be the
same or higher than %

10. Enter here the segment numbers assigned
to each interviewer.

TOTAL

1HQJd3d SSIHO0Hd
L-pL uonesni||
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time for the interviewers to catl in. Once the
schedule has been agreed upon, it is the responsi-
bility of each interviewer to report her own prog-
ress 1o the FC, completely and promptly. Two
copies of the progress report form are included in
the back of the study instruction book for your
use. Use one column for each week of the study
rather than one for each interviewer.

Project completion form. Three copies of
the project completion form are sent to each
primary area at the beginning of each study (11-
lustration, 14-2). As soon as all work on a study
has been completed, the FC should fill out the
form and send one copy to the Field Office, one
copy to the supervisor, and keep one copy for the
files. This will indicate that the primary area has
completed the assignment, and that the last of the
completed interviews and remaining cover sheets
are in the mail. It is especially important for the
Field Office to know that the FC considers all
work completed in case there are discrepancies
hetween the FC’s records and the office records.

EVALUATION OF INTERVIEWERS

The objectives of the evaluation procedure
are threefold:

* To monitor and control the quality of in-
terviewing.

¢ To help interviewers develop their skills
by providing feedback on their performance.

* To reward satisfactory performance by
promotion (pay increase).

In line with the first two ohjectives, certain evalu-
ation procedures are undertaken for each study,
while the latter objective calls for a periodic re-
view of the interviewer’s progress in all phases of
her work. The following is a summary of the pro-
cedures and forms used in evaluation.

Evaluation procedures for each study

® Sample check. When the Blue Folders
and Sample Address Summary Sheets are re-
turned to the office, the listings are reviewed by
the Sampling Section to ensure their accuracy.
The household listings and respondent selection
procedures are checked by the Field Office when
cover sheets are received. If there is information
missing or if there are errors, the interviewer is
contacted so that she can supply the information
or correct the error. A copy of the office memo or
telephone message is sent to the supervisor so
that she will also be aware of the problem.
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® Response rates. The response rate ob-
tained on each study also plays a part in the evalu-
ation procedure and becomes part of an
interviewer’s record. While it is important to ob-
tain interviews from as many potential respon-
dents as possible, quantity is only one indicator of
performance. It should not overshadow the basic
objective of getting the best possible data from the
sample population. Interviewers may sometimes
feel that they can improve their response rate by
telling respondents that it will only take a few
minutes and then rushing through the interview.
This not only affects the quality of the information
we receive, but antagonizes the respondent as
well,

e Coder’'s reports. During the coding pro-
cess, each interview is closely analyzed. De-
ficiencies noted by the coder are entered on an
interviewer Evaluation Card (Illustration 14-3),
and given to the administrative assistant respon-
sible for that study. The interviewer is informed
of serious problems immediately so that correc-
tive action can be taken, and less pressing prob-
lems, such as poor legibility. are noted if they
seem to be a continuing problem.

If we receive a number of complaints from
the Coding Section about a particular inter-
viewer, the Field Office conducts a complete re-
view of that interviewer's work.

¢ Respondent evaluation letter. Shortly
after we begin receiving interviews on a study, we
start sending evaluation letters to respondents (-
lustration 14-4). The purpose of these letters is to
find out from respondents how they felt about the
interviews. Two of the questions in the letter are
directly related to the interviewer's performance.
About 20 percent of each interviewer’'s respon-
dents will receive the letter. The response rate
(the number of respondents filiing out the form
and returning i to us) is normally better than 50
percent. If we do not receive any replies from the
set of one interviewer’s respondents, we tele-
phone those who did not respond and use the
short evaluation questionnaire.

o Nonresponse check by supervisors.
During periodic visits to their primary areas,
supervisors either telephone or call in person at
randomly selected noninterview addresses. This
procedure is part of the continuing effort to study
the differences between those who respond to our
questions and those who do not.

® Progress reports. The last item that is
part of the monitoring process is the weekly prog-
ress report sent from the Field Office to the
supervisor. This report covers wark received in
the office, and is a companion to the report sent by
the FC to the supervisor. We have found that




The University of Michigan . Field Office
Survey Research Center PROJECT COMPLETION FORM (Rev. 3/75)

Field Coordinator
for this study: PSU: PRQJECT NO.:

F.C. 1'ER: I'ER: 1'ER: Total:

1. Total number of cover sheets . . . . . « « « . . + e ¥ [

2. Number of cover sheets in nonresponse categories

SLIP, HV, SV, VIS, or NER by study definition. . + + + =
3. Subtract "2" from "1" to obtain total number

of possible interviews . . . . .« . . .« . . . . + + + =
4. Enter here the number of interviews completed. . + + + =

5. Number of cover sheets in (NAH, RA, REF, NI-Other)
nonresponse categories Ref, NOC(AT), RU and
NI-Other . « « ¢ & ¢« v o « & « o &+ ¢ o s o & = = + + + =

6. As a check to make sure your entriss are accurate, the figures entered in ltems 4 and 5 should add up to the sa

figure you have entered for Item 3. Then to obtain your final response rate, divide the figure in #4 by the fi

entered in #3.  qu T a L L L. + + I =

*
See Appendix A in the Interviewer's Manual for help in computing response rate.

MAIL ONE COPY TO YOUR SUPERVISOR AND ONE COPY TO FIELD OFFICE WITH FINAL COVER SHEETS ON OR BEFORE CLOSING DATE OF STUDY,
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INTERVIEWER EVALUATION

PROJECT # LOG # INTERVIEWER'S #

INTERVIEWER HAS PROBLEMS WITH:

[(] 1. Legibility

(] 2. Skipped Q's. Q.# ,

[J 3. 1Insufficient or inappropriate answers Q.#

[] 4. Insufficient occupation data (describe)

INTERVIEWER'S NAME

(J 5. Other "NO-NO's"

6. Overall rating: [ ] VERY GOOD

COMMENTS :

(] VERY BAD

150434 §.43002
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INustration 14-4
RESPONDENT EVALUATION LETTER

Dear Respondent:

4 short time ago you were kind enough to give us an
interview in connection with our recent study.

The success of these surveys depends largely upon how
people feel about the interview and how well it is
conducted. Therefore, we would like to have your comments
in order to make interviews as interesting and pleasant as
possible.

In order to help us, would you please answer the few questions
on the back of this letter and use the self-addressed envelope

to return the form.

We want to thank you again for participating in our study.

Sincerely,

A oh2) A Flhn

Robert L. Kahn
Director

RLK:pv
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Hlustration 14-4 {continued)

PROJECT NUMBER

pPsu

SEG. & LINE #

PLEASE CHECK THE ANSWER TQ EACH QUESTION WHICH COMES CLOSEST TO YOUR OWN OPINION.

1. How interesting was the interview? 5. How well did the interviewer conduct
the interview?
D Very interesting
] Very well
] Fairly Interesting
| ] Fairly well
[ ] Wot very interesting (]
. Not very well
I_] ot at all interesting
] Mot at all well
COMMENTS:
COMMENTS :
2. About how long was your interview?
6. How well did the interviewer explain
(MLNUTES) the purpose of the study?
v 11
3. How did you feel about the length of . ery we
7 i ?
your interview!? [0 rairly well
D Much too short [:] Not very well
[ Too short ] Not at all well
[J Avour righe COMMENTS :
|:| Too long
D Much too long
4., Do you feel you were able to express
your opinions fully on the topics
covered?
|:] Yes D No
COMMENTS :
7. What suggestions de you have that would make an interview like this more pleasant?
1f you do not remember the interview, please check this box [ ] and return the form.
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Administrative Procedures

superior work cannot be done at the last minute.
and therefore we attend closely to the progress of
work during the study period.

Periodic evaluation procedures

o Taped and observational interviews.
Accuracy in sampling, efficient work habits. the
ability to establish good respondent and commun-
ity relations and to apply interviewing techniques
skillfully, are all essential qualities for a social
research interviewer, None of the measures of
interviewer performance mentioned in the
study-by-study review is a direct indicator of how
well the interviewer performs the central task of
conducting the interview. Our evaluation system
would be seriously incomplete if it were not for
the tape recorded and observational interviews
which allow the interviewer, supervisor, and of-
fice 1o obtain an objective evaluation of the skill
with which interviewing techniques are applied in
actual practice. In Chapter 5 we discussed ways
in which the interviewer could use tape recording
to improve her own skills. We have also de-
veloped an objective coding procedure which al-
lows us to measure improvemenl in an
interviewer's performance from one study to the
next and to see how one interviewer compares
with others working on the same study. One im-
portant feature of this coding system is the recog-
nition it gives to correct procedures. Unfortiu-
nately. because of the time constraints while a
study is in the field, interviewers are more likely
to receive feedback about problems than about
their strong points. But with coded evaluations of
tape recorded interviews, good techniques are
scored and identified along with problem areas.

Because we feel that these evaluations are
helpful, we would like to do many more of them
than time and money permit. You will probably
be asked to tape a few interviews each year, and
our policy is that no pay increase will be approved
without an opportunity for us to review a recent
taped or observed interview. Since we have only a
limited number of recorders. we must send them
from one area to another. When a recorder is
available in your area, we urge you to make rapid
and full use of it. A copy of the Tape Recorded
Interview Evaluation Code is inciuded in this
manual (Appendix D) for your examination.

® Primary area visits. Supervisors are ex-
pected to visit each of their primary areas twice a
year. For the primary area visit, the supervisor
will set up a conference with the local interview-
ers. Often this conference coincides with the
pre-study conference. One of the purposes of this
visit and conference is to give interviewers a more
detailed picture of their performance in terms of
overall quality. average costs, and expecied re-
sponse rates.
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The supervisor may use this visit to conduct
observational interviews (observing an inter-
viewer conduct a production interview) as well as
to discuss with individual interviewers the tape
recordings they have made. Often the supervisor
will request that several interviews be recorded
and sent to her for coding shortly before this visit
s0 that she can discuss them with the interviewer
at the time of the individual conference. The
supervisor will also check the primary areafiles as
well as the Field Maps and Yellow Folders which
are kept by the FC. In addition. the supervisor
will probably conduct an on-site verification of
sample listings and call on a sample of nonres-
ponse addresses from recent studies.

Survey Research Center supervisors are the
most direct link between the interviewer in the
field and the Ann Arbor office and study staff.
Since supervisors are experienced interviewers
who are familiar with the primary areas and their
interviewers, our supervisors can help improve
performance by identifying problems and suggest-
ing ways of solving them. They can also convey
information and suggestions from interviewers to
the Field Office in order to help us improve our
questionnaires, study designs, and interviewing
methods. The supervisor will tell the interviewers
what she would like to cover during her visit,
Interviewers can make these visits most fruitful
by being prepared for the prestudy conference,
having their practice interviews ready. and ar-
ranging their schedules to make maximum use of
the time the supervisor is visiting in the primary
area, If there is a difficult field sampling problem
which should be dealt with in person, the inter-
viewers should alert the supervisor so that she can
set aside the necessary time. The supervisor can
be most supportive if interviewers let her know
whalt their needs are before her visit.

e Evaluation for pay increase. The pay
schedule lists pay grade levels and hourly pay
rates. Promotion from level to level is not
automatic. When the experience points credited
to an interviewer approach the number required
for promotion to the next level, the Field Office
sends a copy of the Evaluation Sheet to Deter-
mine Eligibility for Pay Rate Change (Illustration
14-5) 10 the supervisor. All of the information
which is gathered on a continuing basis is consi-
dered in this evaluation. The supervisor is givena
summary of recent cost figures, response rates,
coder's reports and respondent reactions. She
bases her evaluation of “interviewer behavior”
on analyses of recent tape recorded interviews
and field observations (see Observation Inter-
view Report Form. [Nlustration 14-6). The quality
of communication between interviewer, super-
visor, and Field Office is also reflected on the
supervisor’s Evaluation Sheet (1llustration 14-5).
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At the same time the supervisor is evaluat-
ing the interviewer, the Field Office also makes
an evaluation concerning pay rate change, based
on similar information and the experience they
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have had with the interviewer. After both evalua-
tions are complete, they are compared. Usually
they are in agreement, but if there are differences.
a consensus decision is made.




Hustration 14-5
EVALUATION SHEET TO DETERMINE ELIGIBILITY FOR PAY RATE CHANGE

Survey Research Center
The University of Michigan Copy to be returned to Field Office

Field Office B8/75 Date sent

EVALUATION SHEET TO DETERMINE INTERVIEWER ELIGIBILITY FOR PAY RATE CHANGE

To: (Supervisor)

According to our records, Primary Area

will soon meet the experience requirement necessary for advancement to Level

Before an increase is awarded, all aspects of an interviewer's work are to be evaluated by
the Field Office and Superviscor independently and agreement reached that the overall per-
formance merits an increase. We have established the following guidelines to facilitate
your evaluation. You are encouraged to discuss this evaluation with the interviewer using
this form, Please advise the interviewer that, upon approval by the Fieid Office, the
actual pay rate increase will be awarded only when the necessary experience points are
recorded at the Field Office. Points are recorded only after the study on which they
were earned is completed.

PROCEDURES TO FOLLOW:

1. Arrange to have the interviewer tape an interview on a current study if possible, or a
non-production one if there is no study in the field at the time you rteceive this
notice. She may tape several interviews and send you one of her choice, being sure te
charge the time spent to a current or upcoming sStudy.

2., Fill out an Observational Interview Report and its attached Tape-Recorded Interview
Evaluation and code sheet.

3. Fill out this Evaluation Sheet to Determine Interviewer Eligibility for Pay Rate
Change.

4. Send the Observational Interview Report with attached Tape-Recorded Interview
Evaluation, code sheets and this evaluation sheet to the Field Office.

5. You may keep a copy of the tape or ask that the original be returned to you by the
Field Office so that you can go over it with the interviewer during your next Primary
Area visic.

6. In addition to the taped interview, your evaluation should be based on personal
observations made during Primary Area visits.

INTERVIEWING BEHAVIOR

Observational Interview: P. # Int, #

(Check one box for each quality)
VERY SUB—
EXCELLENT G00D FAIR POOR STANDARD

O 0]
]

QUESTION ASKING: (reads guestions as
written, follows skips) O O

SPEFCH: (reads slowly, enunciates clearly
and has proper inflection when speaking) [] []

PROBING: (ability to elicit accurate and
complete information through non-
directive probes) D |:]

VERBATIM REQORDING: (ability to take down
actual responses in respondent's

own words) D D

O 0o 0 d

{over)
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lllustration 14-5 {(continued)

GENERAL INTERVIEWER QUALITIES (Check one box for each quality)

RELATIONSHIP WITH RESPOMDENTS: Relates well with
all types of respondents. Treats blacks and
whites, rich and poor, those with high and low
education with equal respect.

COMUNITY RELATIONS: Develops and maintains good
relations with resources groups and individuals,
e.g., groups furnishing interviewing sites,
better business bureaus, newspapers, planning
agencies, etc. Represents the Universiry well,

CONCERN WITH OONFIDENTIALITY: Undersctands impor-

tance of protecting the respondent and upholds
the Center's ethical standards.

PREPARATION: Studies instructions carefully,
reviews materials, asks perceptive questions
at prestudy conference, anticipates situations
which may arise in interviewing and is ready
to handle them,

EFFECIENCY: Well organized, plans work well,
concerned with ways of reducing costs or efforts
without reducing quality.

COMMITMENT TO STANDARDS OF QUALITY: Professional
approach to interviewing and study objectives,

seeks to improve skills, desire to do outstanding
work.

SAMPLING: Handles sampling problems well, thorough
about filling out Ffolders, listings, cover
sheets, etc.

QOCPERATION: Willingness to cuarty load even when
difficult, positive response to requests and
guidance.

COMMUNICATION WITH SUPERVISOR: Faithful reporting
of vital information regarding ability to handie
assignment, lets you know of problems and
difficulties,.

PROMPTNESS: Practice interviews, early start on

studies, meets study deadlines, does not hold
completed work.

ABSENCE OF RESTRICTIONS: Is ready, willing and
able to handle all assignments in the Primary
Area, Has transportation, can work whenever it

is necessary to contact respondents within the
Primary Area.

ADMINISTRATIVE FORMS AND PROCEDURES: Keeps good
records, reports, time cards and vouchers
properly filled out.

OVERALI, RATING OF INTERVIEWER:

EXCELLENT 30D

FARIR

POOR

VERY SUB-
STANDARD

J

0 0

O

J

(]

0

a

O

J

O

RECOMMENDATICN FOR [ | Approved
PAY INCREASE:

[1] Hold until the conditions noted in attached memo are met,
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Hlustration 14-6
OBSERVATION INTERVIEW REPORT

The University of Michigan Field Office
Survey Research Center (Revised. 3/75)
Interviewer's Name Supervisor's Name
Primary Area Date

MODE (CHECK AS MANY AS APPLY)

E]Taped

|:]Personal Qbservation

SITUATION
[ Jproduction - Project #
[} practice or nomproduction Int. #
field interview
(I role Playing
(Use only for mewly hired Control f
interviewers) (Entered by Office)

Describe the interview situation:

In addition to coding the taped interview, give a brief description of the interviewer's
performance, including strengths and weaknesses, in each of the following areas:

1. (If observed by the supervisor) Self identification {professional manner, personal
appearance, mention of name and organization) ete.)

2. (If observed by the supervisor) Explaining the survey (mention or omission of
purpose, abjectives, sampling procedures; adequacy of explanation; R's satisfaction
with explanation; etc.)

3. Question asking (degree of accuracy in reading the questions; following proper
skip sequence; instances of rephrasing. misreadin%;etc.)




lllustration 14-6 {continued)

4, Speech (pace of delivery; manner and inflection in reading the gquestions; clarity
of speech; ete.)

5. Use of nondirective probes (acceptability of probes used; instances of directive
probes;etc.)

6. Coverage of question objectives.(adequacy of coverage; instances of missed objectives;
instances of over-probing; etc.)

7. Professional handling of the interview situation (degree of control; use of positive
reinforcement; etc.)

8. Interviewer's attitude toward respondent's answers {professional attitude of
neutrality and acceptance)

9. Written recording of interview (accuracy of verbatim recording; legiblility; cross-—

references; thumbnail sketch; etc.)
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APPENDIX A

TABLE FOR COMPUTING PERCENTAGES
{BASES 5 through 22)

BASY
5 6 7 8 9 10 11 12 13 14 15 16 17 18 15 20 21 22 RATE
20, 17 1% g 1% 104 9% 8% 8% % 7% 6% 6% 6% 5% 5% 5% 5% 1
G 33 200 25 22 20 I8 17 15 14 13 13 12 It 11 10 190 9 2
GG 50 43 8 33 30 27 2% 23 21 20 19 18 17 6 15 W 14 3
80 G7 587 350 41 40 36 33 41 29 27 25 24 22 21 20 19 18 4
100 83 71 G3 56 50 45 42 38 36 33 31 29 28 26 25 24 23 5
100 86 75 67 60 55 50 46 43 40 38 35 33 32 d0 20 27 G
100 88 78 P00 64 58 54 50 47 41 41 39 27 35 033 32 7
100 80 80 73 67 62 57 53 50 47 44 42 40 38 36 3
100 90 &2 75 69 64 60 56 53 B0 4T 45 43 41 9
1go 91 8 77 1 6 634 59 56 63 50 48 45 10
100 92 8 79 73 69 65 61 S8 S5 52 50 1l
100 92 86 80 75 71 67 63 &0 5T B85 12
100 953 87 81 76 72 68 65 62 59 13
100 93 88 82 78 T4 70 67 64 14
100 94 88 83 7 7% T 68 16
100 94 89 B4 80 76 73 18
100 94 89 85 81 77 17
100 9 90 86 82 18
100 95 90 86 19
190 85 91 20
100 95 21
100 22

HOW TO USE THESE TABLES TO COMPUTE PERCENTAGES

Response Rate:

Y

2
3

4)

5)

6)

Subtract the number of cover sheets in nonresponse categories SLIP, HV, SV, VTS . or NER from
the total number of cover sheets. The remainder is the "‘base.”’

l_ook across the top of these pages to find the **base.”

The number of interviews you have completed is the ‘‘rate.”” Look down the side of the page until
you find the rate.

Follow the **base’’ column down the page and the “‘rate’’ row across the page and the figure you find
where they intersect is your response rate.

For example, if you have a total of 16 cover sheets, one of which is a SLIP, your *‘base’’ is 15.
Assume you have oblained 13 interviews. This is your “‘rate.’’ The point al which these intersect
shows you have obtained an 87 percent response.

Response rates for samples larger than 40 can be computed by dividing borh the base and the rate by
a constant (usually 2, 3, or 4) and using the quotients to enter in these tables.

Completion rates:

The procedure is the same except the total number of cover sheets is the “"base’” and the number you
have completed action on and returned to Ann Arbor is the *‘rate.”
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- TABLE FOR COMPUTING PERCENTAGES
{(BASES 23 through 40)

BASE

23 24 25 26 27 28 2% 30 31 32 33 34 35 36 37 38 39 40 RATE
% 4% 4% 4% 4% 4% 3% % MW 3% I W 3% % 3% 3% % % 1
9 8 8 7 707 7 6 8 6 6 6 5 5 5 5 2
13 12 12 12 11 11 10 10 10 9 9 9 9 8 8 8 8 3
17 17 16 15 15 14 14 13 13 13 12 12 11 11 11 11 10 10 4
22 21 20 19 19 18 17 17 16 16 15 15 14 14 14 13 13 13 5
26 25 24 23 22 21 21 20 1% 19 18 18 17 17 16 16 15 15 G
30 29 28 27 26 25 24 23 23 22 21 21 20 19 1% 18 18 18 7
3 33 32 21 30 29 28 27 26 25 24 24 23 22 22 21 20 20 8
3 37 36 35 33 32 31 30 29 28 27 26 26 25 24 24 23 23 5
43 42 40 38 37 36 34 33 32 31 30 29 29 28 27T 2 26 25 10
48 46 44 42 41 39 38 37 35 34 33 32 31 31 30 20 =28 28 | 11
52 50 48 46 44 43 41 40 39 37 36 35 34 33 32 32 31 30 12
57 B4 52 50 48 46 45 43 42 41 38 38 37 36 35 34 33 33 13
61 58 56 54 52 50 48 47 45 44 42 41 40 39 38 37 36 35 14
65 63 60 58 56 54 52 50 48 47 45 44 43 42 4l 39 38 38 15
70 67 B4 62 59 57 55 53 52 S50 48 47 46 44 43 42 41 40 16
74 71 68 65 63 61 59 57 55 53 52 50 49 47 46 45 44 43 17
78 75 72 69 67 64 62 60 58 56 65 53 51 50 49 47 46 45 18
B3 79 76 73 70 68 66 63 61 59 58 56 54 53 51 50 49 48 19
87 83 80 77 74 71 G9 G7 65 63 61 59 57 55 54 53 51 50 20
91 87 84 Bl 78 TH T2 70 68 66 G4 G2 6O 58 57 55 54 53 21
96 92 88 8 Bl 79 76 73 71 69 67 65 63 61 B9 B8 56 55 22
100 96 92 88 8 82 79 77 74 72 T0 G8 G6 64 62 61 59 58 23
100 96 92 89 86 83 30 77 75 73 71 69 67 65 63 G2 GO 24
100 96 93 89 8 583 8 T8 76 74 TL G 68 66 64 G3 a5
100 9 93 90 87 84 81 79 76 T4 T2 70 6GB 67 65 26
100 96 93 90 87 8 82 79 7T 75 713 71 69 68 27
100 97 93 90 88 8 82 80 78 16 74 T2 O 28
100 97 94 91 8 85 B3 81 78 76 74 73 29
100 97 94 91 88 86 83 81 T¢ T 75 30
100 97 94 91 89 86 84 82 79 78 31
100 97 94 91 90 a6 84 82 80 32
100 97 94 92 89 87 85 83 33
100 97 94 92 89 87 85 34
100 a7 95 92 90 88 35
100 97 95 92 90 36
100 a7 95 93 37
100 97 95 38
100 98 39
100 40
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APPENDIX B
PRETESTING

For most studies conducted by the Survey
Research Center, there are a number of basic
steps (Interviewer's Manual, Chapter 1): defining
the study objectives:; choosing the study design;
selecting a sample; and constructing a question-
naire. At this point, interviewers become a part of
the process and are asked to “pretest™ or use the
questionnaire, then give "*feedback’’ to the study
staff on how it works in the field. National studies
usually involve at least two pretests. Ofien, the
first one will be done locally (Detroit, Flint, To-
ledo) and the second one will test for possible
regional differences by sampling other sections of
the country, i.e. Northwest, South, Northeast.
etc.

As a pretester. the interviewer has a special
responsibility; thoughtful and considered reac-
tions to each quesiion, to the interview as a
whole, and 1o the overall procedures are most
imporiant, Based on the results of and comments
on the pretest interviews taken by interviewers,
study staff, and Field Office personnel. the final
instrument will be designed for production inter-
viewing.

The pretesting process can be divided into
two parts for the purpose of this discussion: pre-
testing in the field and the debriefing meeting.

PRETESTING IN THE FIELD

After you have been contacted by your
supervisor or the Field Office to work on the
pretest, you will receive a packel of materials
containing the number of questionnaires you have
been asked to pretest, plus an additional copy for
your comments and a Pretest Length Report
Form.

The time allowed for pretesting is usually
very limited, so that you must read through the
materials and get started immediately.

The respondents you interview for a pretest
will vary. depending upon the population to be
sampled for the national study. If the survey were
a study of working women. for instance, you
would be asked to pretest the questionnaire by
interviewing only working women. However,
since most of 1the studies done by the Survey
Research Center use a national cross-section
sample, you are usvally asked to pretest the ques-
tionnaire on a ‘‘range’’ of respondents; that is. to
try totalk to a variety of people from different age.
education, income level, race, and sex groups.
You can accomplish this by going into parts of
your primary area where you are likely to find
different kinds of respondents. DO NOT inter-
view people you know. Respondents are much
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more likely to give unbiased opinions to a
stranger. and friends tend to chat or argue with
you about the wording of the questions, making it
difficult to tell how long each section really takes.

No letters will have been sent, so that you
will be making your calls “‘cold.”” Do keep your
SRC Identification Card readily available to
show 1o potential respondents: you will also find
the “Why We Ask You' folders quite persua-
sive. Do not tell your respondem that this is a
pretest. He needs to feel that the research is im-
portant if it is 10 be a reliable pretest. You might
say something like: **We are doing a study of wide
public interest. and we need your opinion on sub-
Jects that are important 1o all of us.”” At the end of
the interview, you may leave your Interviewer’s
Card and a Report Request Card, justas youdo in
production inlerviewing.

If you are pretesting in what 15 normally
considered a primary area. be sure that your re-
spondents are selected from areas which do not
fall into the Center’s actual sample chunks. We do
not want to pretest any household which has a
chance of falling into our national cross-section
on any given study.

Plan to do some of your pretesting in the
early evening and on weekends, if necessary, lo
obtain interviews with the kind of people who
may not be available at other times.

You will need a note pad to record lengthy
comments during the interview, as well as 1o re-
cord summary notes afterwards while it is fresh in
your mind. The study director may wish to hear
which questions are causing problems and may
ask you to tape record some or all of your pre-
tests. You should, of course, write down the
respondent’s replies in the questionnaire and edit
carefully.

Foilow the questionnaire as it is written as
closely as possible for the first couple of inter-
views. If a question does not work, we wantto be
sure that it is not because you are unfamiliar with
the material. As soon as you feel comfortable with
the questionnaire, feel free to be more flexible.
And keep an open mind! Very often, a question
we think cannot possibly work, works beautifully
with respondents, and vice-versa. You should be
a neutral observer; make every attempt not to let
vour own bias become apparent to the respon-
dent. By the same token, try to give an unbiased
report of your experience to the study director.

To pretest as thoroughly as possible, here
are some points to keep in mind:

o Record the exact time for each interview
and for each section of the interview. Study direc-
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tors are working within tight budgets and every
minute of interviewing time must be used to its
best advantage. If you time each section, the
study directors will have a clear picture of all the
pieces and will be able to decide where cuts might
be made.

e [t is important to record the overall reac-
tion of the respondent to the interview. Did he
enjoy it? Did he find it interesting, or boring and
repetitious? Were there specific areas of the topic
under study that he wanted to talk about that we
never asked about? Were there questions or sec-
tions which seemed threatening? (Which ones,
and, is there a way we could have asked the same
thing without upsetting him?)

* Each question should read smoothly and
flow smoothly; there should be no breaks in con-
tinuity. Sometimes just rearranging phrases
within a question or questions within a section or
even changing the order of the sections will con-
tribute to a smoother flow. Work cautiously with
any question that seems to be asking about two
things at once, those in which it is not clear to
whom the ““you’’ refers, and those which seem to
cut across two dimensions, e.g., frequency (*‘how
often’’) and amount (**how much’").

® Skip instructions and arrows leading to
contingency questions may be incorrect or miss-
ing in the pretest draft of the guestionnaire. Be
alert for confusing patterns and instructions. [f
you feel you are being skipped around a question
or section and missing relevant information as a
result, go ahead and ask the question(s); in severe
cases call the Field Office for guidance. In all
cases, record all of your changes in the question-
naires.

e While you are pretesting, give some
thought to areas which will need to be covered in
the question-by-question section of the instruc-
tion book. Interviewers talking to respondents
need to know what the objective of the question is
and how far to probe, but the members of the
study staff have worked with these questions for
so long that they may find it difficult to know what
is needed in this respect.

¢ Be alert for the questions and particular
words that cause the respondent to say, **What do
you mean?”’ Unlike regular production interview-
ing, in which you are usually obliged to say,
“Whatever it means to you,”’ we would like to
have you give an explanation or to try a different
word. We would also like to find out, if possible,
what the respondent thought we meant in the first
place. If you do explain or reword a question or
give a definition, write down exactly what you
have satd and put it into parentheses.
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* As usual, any probes you use should be
recorded in parentheses at exactly the point at
which they occurred inthe interview. Remember,
once the study is in the field, you will only be
allowed to use standard, nondirective probes. If
you feel that you cannot meet a question objective
without a directive probe, be sure to comment on
this at the debriefing.

® On closed questions, are the appropriate
alternatives provided, both in the check boxes
and as part of the question? Watch for alterna-
tives that sound similar and may be difficult to
distinguish (e.g., B, C, D, and E). Watch for
ambiguity in the alternatives, such as *‘fair’”’
which respondents can interpret as either ‘‘so-
50" or “‘just.”” Do the alternatives on the show
cards match those in the questionnaire? Do you
need or would you like a show card where none
has been provided? If you feel that a closed ques-
tion is not working, see what happens when you
leave it open.

® When you have finished pretesting, ana-
lyze your interviews in terms of your experience,
Dyid certain questions always seem to geta ““don’t
know™" answer? Was it necessary to repeat cer-
tain questions because the respondent did not
understand the words you used, or because the
question was too long, or because the directions
were unclear? Was the respondent frustrated be-
cause he did not get to say how he really felt about
the topic? Sometimes the respondent will give
you a good clue as to his feelings at the end of the
interview; when you have closed your question-
naire and are collecting your pencils, he may
make a comment such as, *‘That’s all very well,
but you didn’t ask me about "

e Write a full thumbnail sketch on each in-
terview, just as you do for a production interview,
noting any unusual circumstances which might
tave affected the answer or which would explain
why the respondent has answered the questions
as he has. If you are not using a cover sheet, use
the thumbnail to note the race, sex, age, educa-
tion, and estimated income of the respondent.

* Do your editing as s00n as possible after
each interview. Make note of the problems and
guestion numbers on a yellow pad. When you
have completed the number of pretest interviews
required, combine all of these comments in your
comment copy of the questionnaire and be pre-
pared to bring them up at the debriefing. Be sure
to fill in the Pretest Length Report.

THE DEBRIEFING

The debriefing meeting is attended by a rep-
resentative of the Field Office, the interviewers
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who have done the pretesting, members of the
study staff, and often a representative from the
Coding Section. Each has a responsibility:

® The representative from the Field Office
usually chairs the meeting and is especially con-
cerned with the mechanics of the questionnaire
and its development into a format which the inter-
viewers have been trained to use.

e Theinterviewers are responsible for point-
ing out problem areas and making suggestions for
improvement.

e The study staff has overall responsibility
for making sure the questionnaire meets the re-
search objectives and for making final decisions
about changes in the guestionnaire.

e The representative from the Coding Sec-
tion can help detect and alter any questions which
may be interesting but which will be difficult to
code and analyze systematically.

After introductions have been made, the
study director may talk about the background of
the study. Then each interviewer in turn will give
a quick thumbnail of general impressions. While
this is being done, the Pretest Length Reports will
be collected and a tabulation made, which will be
followed by a question-by-question discussion of
the questionnaire. Your comment copy will be
helpfui in quickly spotting those areas which
caused problems. You will also need to refer to
your completed interviews, especially if the study
staff is interested in the distribution of answers on
particular questions.

Please speak out; the study staff will wei-
come your constructive suggestions, but do nol
be crushed if it does not accept all of your advice.
Sometimes particular sets of questions or.the
wording of a question cannot be changed because
of research objectives, methodology, or because
they have been included for trend or replication
purposes. For example, the first set of questions
about business conditions and consumer inten-
tions on the quarterly economic studies are ques-
tions which cannot be changed. Often these ques-
tions will have an asterisk in the pretest question-
naire to warn the interviewer not to waste time or
energy trying to change them.

At the end of the debriefing session the ques-
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tionnaires will be collected for further study and
analysis by the study staff. Often, crucial ques-
tions or sets of questions will be coded and tabu-
lated to see if interviewers obtained the range of
response that was expected.

Note: For national pretests, the debriefing
session is usually done by telephone, either with
each interviewer separately or through a confer-
ence call with all the pretest interviewers and
study staff participating. In some cases we may
just ask the interviewers to mail their interviews
along with their written comments.

PRETESTING ELITES

Occasionally the Survey Research Center
undertakes a survey which is interested in a spe-
cial sample of respondents, such as convention
delegates, government officials, judges, doctors,
etc. This kind of sample population is often re-
ferred to as an “‘elite”” sample.

Pretesting an instrument to be used in inter-
viewing an elite sample presents some different
kinds of challenges to the pretest interviewer.
First, you will not be able to go out and ring
doorbells until you find a suitable subject; in-
stead, either you or the study staff must set up
interviews with respondents who meet the sample
requirements but who cannot fall into the popula-
tion to be sampled on the regular study. Second,
there may be extensive use of technical language
in the questionnaire which the study staff and the
respondents understand, but with which you may
be unfamiliar. This makes probing more difficult,
since you may not be sure if the respondent has
answered the question or just talked around it.
Forquestionnaires of this kind, we need yourhelp
in compiling a glossary of terms for the interview-
ers’ use and suggestions for the study instruction
book.

Y ou will find the tape recorder an important
aid in this kind of pretesting, since knowledgeable
respondents are apt to talk long and fast about
their topic. Used in combination with the ver-
batim written record, a tape gives the study staff
the flavor of the interviewing situation and is an
invaluable help to the interviewer in editing.
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APPENDIX C
LETTER TO AUTHORITIES

TO WHOM IT MAY CONCERN:

From time to time representatives of The University of
Michigan's Survey Research Center will be taking some
interviews in your area. In answer to any inquiries you
may receive about us from people in your community,
regarding our interviewers and the authenticity of our
surveys, below 18 a brief description of our work.

Each vear since 1946 the Survey Research Center has carried
out nationwide interview surveys designed to get an accurate
picture of how American people are getting along these days,
and how they feel about economic conditions, as well as other
important matters, Our program of research is carried on
under government, industrial, and foundatlon sponsorship -
the requirementse being that the projects be sclentifically
valuable, soclally worthwhile, and that the results be
available for public use,.

This area is one of 74 sample points maintained throughout

the country. Addresses at which interviews are to be taken
within each area are randomly selected by scientific sampling
procedures, to represent an accurate cross-section of the
nation. Results of all the interviews are combined and
published in reports which represent the country as a whole,
These reporta are statistial and no person is ever identified.
Interviews are held in strict confidence here at The University.

Since our present schedule of work involves a new study every
few months, we hope this letter may serve as a permanent
notification of our ongoing activity in your area. A local
representative will notify you periodically of new studles so
that you may be alerted to current surveys. The accompanying
letter lists the names of our local staff members, each of
whom has been speclally trained in interviewing and sampling
procedures, and carries proper identification as an employee
of The University of Michigan.

Should you wish additional information about our organization,
the persons listed in the attached letter will answer any
inquiries, or you may contact me directly.

n C, Scott

Head, Field Section
JCS:mb

encl.
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APPENDIX D
TAPE-RECORDED INTERVIEW EVALUATION CODE

CODE

BEHAVIOR — desirable

CODE

BEHAVIOR — undesirable

11

Reads question exactly as written.

Reads stem exactly, but not choices.

[2° Makes slight change which does not alter 22 Reads question incorrectly; reads only part of
frame of reference; qhomes read exactly: no question; any key word added, omitted, or
key words added, omittéd, or changed. changed.

23  Assumes answer to question which may have
been asked in the form of a statement. (And
you rent this apartment.) Some verbal be-
havior occurs. (See code 93.)

24 Pace too rapid; R does not understand; asks

14 Good, deliberate pace: R understands ques- for repeat of ().
tion first time it is read.

31 Makes up nondirective probe 41 Makes up directive probe. (That’s all? No-

. . i 9
(Anything else? Could you repeat that? thingelse?) o
Could you tell me more about that?) 42 Repeats question and/or choices incorrectly;

32 Repeals question or part of question and/or reacl_s only part of choices v»:hen should_ read
choices correctly. all; incorrect summary of R’s answer; inter-

33 Phrases introduction to a section in a non- prets R S answer. . .
directive manner. 43 Phrases introduction to a section in a direc-

34 Repeats R's response or part of it correctly; tive manner. . , .
correct summary of R's response. 45 Incorrect confirmation; interprets guestion;

35 Confirms frame of reference for R; gives 6 vol.unteers clanflcat‘lon.
clarification only in response to request for it. 46 Failsto probe Taffe_r inadequate response.
(Whatever “‘good’” means to you. R: Does 47 Fails to probe initial DK when appropriate.
the attic bedroom count? I'er: Yes.)

36 Probes after inadequate response..

37 Probes an initial DK when appropriate.

51 Helps R to understand his role. (We are in- 62 Interrupts R.

terested in your opinions.)

63

Gives personal opinion; indicates agreement

52 Slight paraphrasing of R’s response but does or disagreement with R; praises or ¢riticizes
not affect meaning. R; gives unacceptable feedback; shows or
53 Reinforces R’s desirable behavior with nod, expresses surprise or displeasure.
smile, uh-huh, ignores undesirable behavior. 65 Illegible; not edited to readable standard.
55 Legible; easy to read. 66 Does not record R’s relevant remarks on pre-
57 Records response and/or own words cor- coded questions.
rectly and completely. 67 Records response and/or own words incor-
58 Makes other acceptable remarks. (Would you rectly or incompletely.
like me to reread this? Do you want me to 68 Makes other unacceptable remarks.
stop while you get the boys’ lunch?) Instruc- {Now } have to go to page 10.)
tions in use of show card.
. 2 i ion i
81 Skips question correctly. g; gklps guisr:::\:]elrnfizrr;eciy\;'ous answer or in
- ecords ¢ previ in-
2? l\h:l:;ks IN AdPS s0 t_hat]l ‘w 'S easy_t(') f(;l]ow. ference; no verbal behavior occurs.
a .es good marginal comments and cross 94 Does not mark INAPS.
references. o
98 Missing data; unknown; no sound on tape.
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INDEX
A

Abbreviations, 22-23

Apartment buildings: how to list, 45-46, 80: vs.
institutions, 47

Apartment {residential) hotels defined. 46
Appointments. 29

Area listing procedure: described, 41: how o use,
47-59: when o use, 44-45

Area segments: checking. 86; defined. 77
Authorities, contacting local. 116
Availability forms, 115

Bias, 7

Blue Folder: back cover, 66: contents, 66: cover, 65-66;

described. 65; inside spine, 66; use afierlisting, 83-84

Boundaries: checking. 42-43, 77-78; civil, 43;
nonexistent, 44; selecting, 48-49; vs. number of
HU's, 44

Building listing procedure: described, 41; how 1o use,
59-64; when 1o use, 45

Building Listing Sheet, 41, 59, 60-64
Building segments: checking, 86-87; defined, 77-78

C

Callback procedure. 29

Chunk: boundaries, 42-44; defined, 37; map vs. skeich,
42: scouting materials. 41: selection, 37

Clarification. as a probe, (6

Coder’s report. 120

Conferences, prestudy. 115-116

Confidentiality, 4, 116-117

Correspondence with Field Office, 113

Cover Sheet: how to use, 77: information to list. 23;
when 1o use, 29, 84

Cross references in write-up, 22

D

Deadlines. 117
Deductions. See Payroll Practices.
Descriptive statistical survey, 2

E

Editing interviews, 22, 25, 28
Escorts, 110

Evaluation: by interviewer, 28. [18: of intervicwer,
120, 125-126

Evaluation Sheet to Determine Eligibility for Pay Rate
Change. 123

Excluded living quarters: defined, 40; exceptions
within, 40: institutional. 40; listing, 46. 83: transient
or seasonal, 40

Expense report. See Travel Expense Report.
Expenses, 109-111

F

Family relationships, determining. 94-95

Family unit defined, 94

Feedback. 13-14

Field Coordinator’s role, 114-113

Field Office: address and ielephone, 113; when to
contact, |14

Folders: Blue, 65-66; Yellow, 66, 77

Forms. See individual listings.

H

Hotels: apartment, 46; for transients, 47: listing, 82

Household: composition, 91, 94-95; head of, 95;
members of, 93

Housing units: counting, 47: defined. 39-40: direct
access 10. 39: estimating, 49, 60: examples of. 40:
identifying occupied, 91: identifying unique. 39: in
multi-unit buildings, 79: in nonresidential buildings.
81: kitchen facilities in. 39: listing. 78-83. 87; number
of families in, 39; selection of. 37: substitution, 37;
temporarily in nonresidential use. 81; under
construction, 81; vacant or dilapidated, 81 vs,
boundaries. 44

Identiftcation card. 7

Immediate Action Memos. 30, 113

Inappropriate questions, 22-23

Information Sheet: completing after scouting. 50, 64;
illustration, 50. 53. 55-56

Institutional living quarters: listing, 82: 10 be excluded,
40: vs. apartments, 47

Insurance, 110-111

Interpreters. 110

Interview: coding, 4-5: editing. 22. 25, 28. identifying,
23, 116: overview, 4: practice, 116: securing, 7-9.
tape recorded. 25. 28: transcribing, 19

Interviewer: card. 30, 118: comments in write-up, 22:
evaluation by. 28, [ 18: evaluation of. 120. 125-126;
initial contact by, 7. manner of, 11; time sheets,
[01-102; work hours. 101-102



L

Letters: persuasion. 30-31, 99: respondent. 7, 116, 118;
to authorities. 116

Listing: area procedure described. 41 building
procedure described, 41; choosing a procedure.
44-45: families. 95; perfecting, 86-90: segments,
77-79: types of living quarters. 80-83: use of in
interviewer evaluation, 120

Living quarters, 39-40. 80-82

M

Map: field, 41 ; for sample locations. 65: illustration, 50,
52;inaccurate, 44: scale. 42, symbols, 42: vs. sketch,
42

Market research survey. 2

Materials: listing, 65; received from Ann Arbor office,
41; returning 1o Ann Arbor office, 50, 64. 84, 117
scouting. 41; study, 115, 118. See also Supplies.

Meals, compensation for, 1il

Mileage: reimbursement for, {02, 109-111: Statement,
102

Military reservations, 82

N

Noninterview, 97

Nonresponse: check by supervisors, 120; cover sheets.
117: status categories, 97-99; summary categories. 99

Note taking, 21-22

o)

(Observational interview, 25
Occupancy, determining, 91

Office forms and records: copies, 101; use of ink. 101;
when to submit, 101

Oversized segments, 83

P

Parking, compensation for. 109

Payroll practices, 111

Pencil, use of number two, 22, 41, 59
Personal data, gathering, 13

Persuasion letter, 30-31, 99

Population. See Sample.

Postage. compensation for, 109-11¢
Press release, handling, 118

Prestudy conferences described, 115-116
Pretesting, 133-135

Primary area: defined, 35; files, 115; selection, 35;
supervisor visits. 125

142

Probes: abbreviations for, 16; directive, 17; examples
of, 17-18; functions of, 15; including in notes, 21;
kinds of. 15-16: nondirective, 16-17. skillful use of. 16

Progress reports, 118-120, 125

Project Completion Form. {20

Public opinion poll, 2

Questionnaire: constructing and pretesting, 4, 133-135;

design of Survey Research Center. |1; format and
conventions. 19: general use of. 11-14

Questions: asking, 11; changing wording of, 11, 13;
check-off, 19; closed, 19-20: neutral. as probes, 16:
often asked by respondents, 8-9: omitting, 12;
open-ended, 19: order of presentation, 12; reading
pace for, 12: repeating. 12-13, 15: restricted, 19:
unrestricted, 19; write-in, 19

R

Racial composition of segments, 49

Raises. See Payroll Practices.

Receipts for expenses, 102, 109

Recording responses during interview, 20-23
Relisting while checking segments, 86

Report writing, 5

Respondent: letter, 7, 116, 1 18; questions, 8-9; reasons

for refusal, 31; reluctant, 30-31; role in interviewer
evaluation, 120; selecting, 92-97

Response: cross referencing. 22; editing, 22, 25:;
inadequate, 15: rates, 117-118, 120; recording, 20-22;
repeating, 15-16

Results, tabulating and analyzing, 5

Rooming houses, 82

S

Sample, selection of, 3, 35-37

Sample Address Summary Form, 77, 84, 116

Sampling. 35, 37

Scouting, 41-64. See also Listing; Respondent,
selecting

Seasonal living quarters: excluded, 40; listing, 46, 82,
occupancy, 92

Segment: boundaries, 48-49; defined, 37, 77-78;
identification, 41; listing procedures, 77-79; listing
sheets. 77, 78, 86; racial composition of, 49:
selection, 37

Selection Table, 95-97

Single-family houses, 80

Sketch: illustrations, 50, 54, 57, 58; internal featuresin,
44, scale, 42: symbolsin, 42; updating, 43, 47.49: vs,
map. 42

Skipped questions, 23

Social research survey, 2



Stratification. 35

Study: deadlines, 117: design. 3: materials. 115, 1i8.
objectives, 3; procedures. L15. See also Survey.

Supervisor, 114

Supplies. 109. See also Materials.

Supply Request Form. (09

Survey: defined. 1. methodology, 3-5; origins, 2:
questions, | typesof, 2; usesof, 1, 2. See also Study.

T

Tape recorded interviews: editing, 28. for interviewer
evaluation, 125; how to do. 25, 28; telephone, 28, 34;
use of, 25

Telephone: Call Record, 110: comact with Field
Office. 113: expenses, |10 interviews, 33-34; tape
recording interviews, 28, 34; use for initial contact.
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Thumbnail sketch, 23

Tickets, traffic or parking, no compensation for.
110-111

Time sheet, 101-102

Tolls. compensation for, 109

Trailer courts: listing, 81; sketch of, 46, 58, 59

Transient living quarters: excluded, 40: hotels, 47:
listing, 46, 92

143

Transmittal Form. 41, 50, 51
Transportation, compensation for, 109, 111
Travel Expense Report, 102, 109-111

U

Unclassified living quarters, 40, 83

Vv

Vacancy: determining, 91; listing for housing units, 81,
83: listing for trailer parks, 81; seasonal, 92

W

“Why We Ask You™ Folder, 116, 118

Y

Yellow Folder, 66, 77
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