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CHAPTER 1.

DESCRIPTION OF THE SURVEY

Purpose of
the National

Health Survey

1. General The basic purpose of the National Health Survey
is to obtain information about the amount, and
distribution of illness, its effects in terms of
disability and chronic lmpairments, and the kind
of health services people receive,

Prior to the present National Health Survey, the
last nationwide survey of health was made in
1935-36, and many developments affecting the
national health have taken place since then:

We have gone from depression to prosperity
and through two wars,

The "wonder drugs" such as penicillin have
been discovered and put into use.

Public and private health programs have been
enlarged,

Hospitalization and other health insurance
plans broadened their coverage and now pro-
tect many more people,

Increased research programs on all ma jor
illnesses, such as heart disease, cancer,
tuberculosis, muscular dystrophy and polio
are leading to their cure, control or pre-
vention through the development of products
like the Salk Pollo Vaccine.

Despite extensive research on individual diseases
in the last 20 years, one important element has
been missing, We have had only piece-meal infor-
mation from the people themselves on thelr illness
and disability or the medical care they have
obtained, Prior to the National Health Survey,
which started in May 1957, many persons although

sick or injured never became a "health statistic,"

since requirements for reporting lllnesses were
limited to hospitalized illnesses and certain
contagious diseases,
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Examples of
uses of the
data

a, Help give
direction
to health
expenditures

b. Occurrence
-and severity
of illness
and dis-
ability

c. Control of
accidents

In recognition of the fact that current infor-
mation on the Nation's health is inadequate, and
that National and Regional health statistics are
essential, the Congress authorized a continuing
National Health Survey (Public Law 652 of the
84th Congress).

What kind of information is obtained from the
National Health Survey? How is this used? Here
are some examples taken from a discussion of the
program before the Congress:

Total health expenditures—both public and pri-
vate—run into many billions of dollars a year,
Better statistical information helps to give more
effective direction to the expenditure of these
large sums,

Data on health statistics are valuable tools for
the public health officer, The nationwide system
of reporting communicable disease has been an im-
portant factor in the reduction, and in some in-
stances virtual eradication of, some diseases
which were chief causes of illness, disability,
and even death several generations ago, Knowledge
of the number and location of many diseases made
it possible to develop effective programs of
immunization, environmental sanitation, and health
education which are essential factors in their
control,

Today, chronic illness and disability—among both
adults and children constitute our greatest public
health challenge. Chronic illness and disability
lower the earning power, living standards, and

the general well-being of individuals and families,
They reduce the Nation's potential output of goods
and services and, in advanced stages, burden in-
dividuals, families and communities with high
costs of care and assistance. The basic public
health principle to be applied is the same: pre-
vention, Better information on occurrence and
severity of diseases and disability are needed

in order to prevent their occurrence.

Likewise, accidental injuries in the home and on
the highways are extremely costly to society, and
programs for effective control are still in theilr
infancy, Statistles on the frequency of nonfatal

A-2




NHS-HIS-100
FY 1965

d.

€.

Health of
the aged

Health
education
and research

Health
facilities—
hospital
care, reha-
bilitation,
insurance,
ete,

as well as fatal accidents of varioué types help
to shape accident prevention programs and measure
their success,

There is nationwide interest in prolonging the
effective working life of the aged and aging,
Knowledge of the health status of people in their
middle and later years is essential to effective
community planning for the health, general welfare,
and continued activity of older persons,

Governmental health programs have their counter-
parts in many of the national and local voluntary
associations and organizations, These associa-
tions collect large sums—in the neighborhood of
$250 million annually—to promote research and
education in such fields as poliomyelitis, cancer,
tuberculosis, heart disease, mental health,
crippling conditions, multiple sclerosis, alco-
holism, and so on,

In the past, these organizations had to rely on
mortality statistics almost exclusively as a
source of information about the disease or condi-
tion with which they are prinecipally concerned.
Current health statistics produced by the National
Health Survey aid such groups greatly in planning
their activities and expenditures.

The growth of prepayment coverage under voluntary
health insurance has increased the demand for the
kind of illness statistics which can provide
reliable estimates of the numbers of people who
will be ill for a given number of weeks or months,
Illness statistics provide an improved measure-
ment of need for hospitals and other health
facilities, and assist in planning for their more
effective distribution, Public school authorities
are aided in their planning for the special edu-~
cational problems of mentally retarded or physi-
cally handicapped children, Vocational rehabili-
tation programs, public officials and industries
concerned with manpower problems and industrial
safety and health measures, the insurance indus-
try, and the pharmaceutical and appliance manu-
facturers are also greatly assisted by reliable
statistics on illness and disability,
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g. Factors
. related
to various
diseases

Who uses
the data

B. Sponsorship of

the Survey

1.

The Health
Interview
Survey
(NHS-HIS)

The Health
Examination
Survey
(NHS-HES)

Furthermore, statistical information of this kind
is an additional tool for medical research,

Study of data showing associations between cer-
tain economic, geographic, or other factors and
the various diseases indicate new avenues of
exploration and suggest hypotheses for more pre-
cise testing,

The principal users of the data are the United
States Public Health Service, State and local
health departments, public and private welfare
agencies, medical schools, medical research or-
ganizations, and corporations engaged in the
manufacture of drugs and medical supplies. Many
other organizations and individuals also use the
data.

The National Health Survey is sponsored by the
United States Public Health Service, which is a
part of the Department of Health, Education and
Welfare, The Public Health Service has asked the
Bureau of the Census to conduct the interviewing
because of the Bureau's broad experience in con-
ducting surveys. The findings of the Survey are
analyzed and published regularly by the Public
Health Service.

The National Health Survey is not a single survey
but a continuing program of surveys which includes
the following:

This is the survey covered in this manual and is
the one which you will be working on most of the
time, It is often referred to simply as "HIS" to
distinguish it from the Health Examination Survey
and the Health Records Survey described below.

As the name suggests this survey collects health
information primarily by means of an actual
clinical examination, Census interviewing plays
a role in this survey but generally only to
identify the sample persons who are to be asked to
participate in the examinations. The latter are
conducted by doctors and dentists from the Publiec
Health Service, If you are ever requested to
work on this survey you will be given specific
details regarding its procedures and objectives,
(The Health Examination Survey is generally re-
ferred to as "HES",)
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3., The Health
Records
Survey
(NHS-HRS)

Design of
the Sample on
which the Health

Interview Survey

is based

1. Selection of
sample PSU's

2. Selection of
sample seg-
ments and
households

This survey collects information on health and
related services by examining the records in
places in which people receive medical services,
such as hospitals and other places which provide
medical, nursing, and personal care., If you are
ever asked to work on any of the various surveys
which are included under this general heading
you will be given special instructions before
starting your assignment. (The Health Records
Survey is generally referred to as "HRS.")

The Health Interview Survey is based on a sample
of the entire civilian noninstitutional population
of the United States, Over the course of a year

a total of approximately 42,000 households are
interviewed, These households are located in

50 States and the District of Columbia,

The sample for the survey was designed as
follows:

First 357 sample areas called primary sampling
units or PSU's were set up by:

a, Forming combinations of one or more
counties or parts of counties from all of
the counties in the United States.

b. Then grouping together those county combi-
nations that had similar characteristics
such as geographic region, size and rate
of growth of population, percent of non-
white population, principal industry and
type of agriculture.

c. And, finally selecting one county combi-
nation (PSU) from each group to represent
all the county combinations in the group.

Within each PSU, there is finally selected
the "segments" which contain the households
to be interviewed, There will be approxi-
mately nine households to be interviewed in
each segment, Further details regarding the
nature of the segment and selection and iden-
tification of the sample households are to be
found in Part A, Chapter 2 and Part F of this
Manual,
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3. The quarterly
sample

Scope of the
Survey

Information

accorded
gonfidential
treatment

The entire group of households assigned for
interviewing In any one quarter of the year
is called a sample, since it represents a
complete sample of the population. Each
sample is identifled by the letter "B" plus
a number; for example, B30, B3l, ete, A
segment will never be assigned for inter-
viewing more than once in a sample.

Health information is gathered for every civilian
person in the sample of 42,000 households, Adult
residents found at home at the time of your call,
provide the information required.

The questionnaire for the survey provides for
certain information to be collected on a con-
tinuing basis, In addition to these basic items
on the questionnaire, supplemental inquiries are
carried from time to time in order to provide in-
formation on special topics, Any one supplemental
inquiry may be repeated at regular intervals, or
may be carried only once,

A1l information which would permit identification
of the individual is held strictly confidential,
seen only by persons engaged in the National
Health Survey, (including related studies carried
out by the Public Health Service), and not dis-
closed or released to others for any other
purpose.
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CHAPTER 2.

THE SAMPLE UNITS TO BE INCLUDED IN THE SURVEY

General

1., Listing
materials

Procedure in
determining
units to be
interviewed

There are two general types of segments in the
NHS-Health Interview Survey:

se nts
These are segments for which a list of ad-
dresses has been drawn from the Decennial
Census listings and from permits for new con-
struction from the Survey of Construction,
Instructions for B segments are given in
Part F of the Manual, B segments have no
boundaries on a map,

Area segments
These are segments for which, before a seg-
ment is assigned to you for interviewing,
either you or another Census employee will
have canvassed the area within the segment
boundaries and listed all living quarters in
the segment on the Segment List and, in some
cases, on the Special Dwelling Listing Sheet.

This chapter tells you how to identify the sample
units in the area segments.which are to be in-
cluded in the survey, See Part A, Chapter 3 for
definitions of the types of units used in listing
("housing units," "other units," and units in
special dwelling places),

For each segment assigned to you for interview-
ing, you will receive a Segment Folder which will
contain a detailed map of the segment, a Segment
List, and a List of Structures With No Living
Quarters, You may also receive a Special Dwelling
Listing Sheet or a Special Dwelling Worksheet, if
there is a special dwelling place such as an in-
stitution, dormitory, hotel, etc., in the segment,

Use the following procedure to determine which
units are to be interviewed, and when they are
to be interviewed,




Determine
week of
interview

Determine
general
location
of segment

a, PSU number

and name
b. Grid
reference
c., Place
d. Type of
segment

Determine the week of interview from the last
date (i.e., for the current sample) given for
the instruction "interview sample units during
week of." This will be in Section I on the
front of the Segment Folder. Do no interview-
ing in the segment before the week specified,

Determine the general location of the segment
from the tab of the Segment Folder and from the
approximate location on the grid map, if one is
furnished for the segment, which may be a county
map or a city street or block map.

You will find the code of the PSU in which the
segment is located on the extreme left of the

tab of the Segment Folder., On the new Segment
Folders, Form NHS-202 (4-24-62), the area in-

cluded in the PSU will be entered in the "PSU

Name" box on the Segment folder tab. In other
cases, your supervisor will inform you of the

area included in the PSU,

If there is a grid map for the segment, there
will be a grid reference in the "Grid Ref."
box showing the approximate location of the
segment on the grid map.

Use your grid map in planning your itinerary

"and in driving to the general area of the

segment,

There will be an entry in the "Place" box on

the Segment Folder tab, This will identify

the city or town in which the segment is located,
or will read "Remainder of County"

if the segment is in a rural area,

The type of segment (TA, NTA or B) will be
entered in the "Type" box on the tab of the
Segment Folder, This will also be entered
in Item 7b on questionnaires prepared by your
office.

The two types of area segments, TA (Take All)
and NTA (Non-Take All), will be discussed in
Section D below, (B segments will be discussed
in Part F of the Manual,)
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e, Sample

f. Section 1V,
Special in-
structions
and notes

g. Other entries
on the folder

Segment Map

Use of Segment
List

a, Headlng
items

A sample designation for the three-month period
("sample") in which the interview week falls is
entered here. The period April-June 1964 is
designated B29, July-September 1964 is designated
B30, and the designation progresses indefinitely
in this fashion, The designation that applies

at any given time is the one entered in the box
furthest to the right, Thus, in the following
illustration,

le
B22 B26 B30

since B30 is the last entry to the right, the

. current interview week is within the period July-

September 1964,

Examine Part A of Section IV, at the bottom of
the front page of the folder, to find if your
Supervisor has written any special instructions
or notes for the segment. If you want to make
some notes for yourself, such as directions for
reaching the segment, enter them in Part B of
this section.,

Other entries on the tab and front of the folder
pertain to office operations or listing in-
structions,

A detailed map of the segment has been attached
to the inside of the Segment Folder, The exact
segment boundaries are outlined in red on this
map. See Section E below, for instructions on
use of the segment map,

One line of the Segment List will have been
filled by the lister to describe each unit that
he found in the segment at the time of listing.

Heading items will have been filled to correspond
to similar entries on the Segment Folder. The
notation "Sheet of Sheets" will have been
filled to indicate the first, second, third, etc.
sheets, and the total number of sheets. Where

the lister was able to determine this information,
the post office serving the area containing the
segment has been entered also,
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Segment
boundaries
or direction
of travel

Colum 2
Street name
or road

Colum 3
House number
or side of
road

Column 4
Description
or location

For an urban segment, the section headed "Urban
segments -~-boundaries" will have been filled to
indicate the north, east, south and west segment
boundaries.

For a rural segment, there will be a separate
Segment List for each road or road section in

the segment, The lister assigned consecutive
letters beginning with A to the roads or road
sections in the order traveled (Road A, Road B,
etc.). He identified the roads by letter on the
segment map and used this road designation on the
Segment List. The section headed "Rural segments--
direction of travel" will have been filled to
identify the road or road section by entries after
"Proceeding from," "To" and direction of travel

on the lettered road entered in colum 2 of the
Segment List.

An entry in this column identifies the street
or road of all addresges in the .colums to the
right. A line across the colum separates ad-
dresses on one street or road from those on
another in urban segments,

The house number, if any, will have been entered
in this colum. In a rural segment I or R (for
Left or Right) will be encircled to indicate the
side of the road, based on the direction of
travel given at the top of the sheet.

There will be entries in this columm to help you
locate households where more description is needed
than a street name and house number., Where there
is no house number, the appearance of the house and
nearby landscape features will be described, or the
mileage from the nearest intersection will be
entered. If there is a mailbox or sign with the
family name on it, the name will be entered on the
last line for the description. If at the time of
listing it was determined that there is more than
one unit in a structure, the location of each unit
within the structure will be indicated.

Any structure thought not to contain living quar-
ters, but on the same property as a listed unit,
will be indicated by a check in the appropriate
box to the right of the Unit's description (and
is to be considered as part of the sample unit).
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f. Column 5
Sample
designation
g. Columm 6

Serial number

h, Colum 7
Additions
and
deletions

i, Colum 8
YEAR BUILT

Jj. - Remarks
section

5, Disregard List
of Structures
With No Living
Quarters

6. Use of Specizl
" 'Dwelllng Listing
Sheet

An entry of the current sample designation (for
the current three-month period) in this column
Indicates a unit that has been selected for the
current sample, Units for which the current
sample designation has been crossed off are
eliminated from the survey,

A serial number entered here corresponds to the
serial number entered in Item 8 of the question-
naire,

You will make entries in this column when you
add or delete a sample unit, in accordance with
instructions in Paragraph G below,

" For some of your segments you will have a blue

Segment List or buff Supplemental Segment List
for NTA Segments, These have -a columm 8. 1In
certain segments the person who did the listing
was to make a partial determination of "YEAR
BUILT" at the time of listing. Column 8 was

used for recording this information, (You are

to determine "YEAR BUILT" at the time of inter-
viewing for units for which it was not determined
at the time of listing. Instructions for this
are in Part D, Chapter 1,)

The lister will have used the Remarks section
at the bottom of the sheet to explain any
special problems encountered in the listing,

The List of Structures With No Living Quarters
was completed by the lister, You need not
concern yourself with this 1list during the
interviewing phase,

If there is a special dwelling place in the
segment, the name, address, and type of place
will be entered on a Special Dwelling Listing
Sheet. The units to be interviewed in the place
may be listed on this sheet or the total number
of units may merely be recorded in the heading.
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D.

E.

Types of area
segments

1, TA segments

2. NTA segments

Procedure in

locating
sample units

1, Use of maps
to locate
the segment

a, Use of
grid map

There are two types of area segments in the
Health Interview Survey: Take All (TA) and .
Non-Take A1l (NTA). In a TA (Take All) seg-
ment you "take all" (interview all) house-
holds in the segment; in an NTA (Non-Take All)
segment you interview only households at
designated addresses, Type of segment is
identified on the Segment List and on the
Segment Folder tab,

In TA segments, you will conduct an interview
at each of the units listed on the Segment List
and at any other units you find in the segment,
Note that there is an entry of the current
sample designation in Columm 5 of the Segment
List for each of the units listed,.-

Occasionally you may be assigned a "large" TA
segment in which you will interview only a
sample of the units, See Paragraph J below,

NTA segments are those which contain more
housholds than are desired for interview in
any particular sample, Interviews are to be
conducted only at the addresses for which you
are furnished questiomnalres (indicated in
Colum 5 of the Segment List) and at any
unlisted units_at the same address. (See
discussion below, )

The procedure in locating sample units in TA
and NTA segments consists of using your maps to
find the segment, proceeding through the segment
using the route of the original lister, and
stopping for interviews at units for which you
are furnished questlonnaires,

Use the grid map furnished with your assignment
to find the general location of a segment, The
grid map will cover a large enough area so that
you can spot the general location of a segment
in relation to major landmarks of the city or
county,
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b.

AVE,

NORTON

N'

Use of

segment
map '

(1) Sanborn

detall
maps

After you have determined how to get to the
general area of a segment, use the detalled
segment map for defining the exact boundaries
of the segment, The boundaries outlined in
red on the segment map are to be followed

* exactly in determining what structures are

included and what structures are excluded,
The red lines shown on the map represent the
exact location of the segment boundaries,

Wherever possible, segments are outlined on
Sanborn detail maps which show the location
and addresses of individual structures, (See
illustration below, The heavy black line
represents the red line boundaries of the
segment.)

SANBORN DETAIL MAP

CUSHING

2104

D |1 pl2|l @ |p

/fops

403

A
e
E'F
'21
A D
D 1 |
2107

2103 2105 2109

FOURTH ST.

(The letter "D" indicates dwelling; "F" flat; "S" store;
"Apt." apartments; and "A" garage. The numbers inside
indicate the number of floors in the structure and the
numbers along the margin are street numbers,)
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(2) Block or
Street
maps

Y

(3) Other
kinds
of
segment
maps

Notice that in the segment outlined, the eastern
boundary extends from the middle of Cushing
Drive to the boundary between 403 and 401

Piper Ave, The southern boundary extends from
Piper Ave, along the back property lines of
2103-2111 Fourth Street, the property line
between 2101 and 2103 Fourth Street, and then
along Fourth Street to N. Norton Ave, The other
boundaries are the middle of N, Norton Ave,

and Cushing Drive,

Some segments will be outlined on Block or
Street maps which show only the location of
blocks or streets and no structure detail,
The figure below illustrates a Block Map,

BLOCK MAP

P ¢ST.

77— v

1009

WOOD _ ST.
WALNUT ST.
SHEFFIELD ST.

Segments in rural areas will be outlined on
county highway maps or (infrequently) on
reproductions of large-scale hand-drawn maps
prepared by other interviewers.
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F. Procedure
within the
segment

1, Procedure for

checking
listing in
TA Segments

a, Determine
precise
boundaries
of segment

- from Seg-~
ment Map

b, Specifiec
procedure
in rural
TA segments

1 &

In TA Segments you are to check the listing as
you proceed around the segment, interviewing the
sample units ss5 you come to them. Add to the
Segment List (Special Dwelling Listing Sheet for
units in special dwelling places) any units not
previously listed and cross off units which no
longer exist (except for mergers).

After completing the listing check and making any
necessary additions or deletions, enter your
initials and the month and year (e.g. 7-64) in the
spaces provided on the inside of the Segment
Folder, to show that the listing of the TA seg-
ment has been brought up to date at the time of
interview,

A1l units should be listed, whether occupied,
vacant or under construction, Fill a guestion-
naire for each unit added to the lists unless the
segment is "large" and is subsampled., (See para-
graph J below,)

In checking the listing of TA Segments, start at
the point on the segment boundary where the
original listing started. Determine the precise
boundaries of the segment from the Segment Map
which is attached to the inside of the Segment
Folder, Identify the boundaries of the segment
on the ground from the boundaries given on the
Segment Map.

Always use the boundaries exactly as shown on the
map even though changes may have been made on the
ground since the map was drawn, Thus, if a seg-
ment boundary is shown on the map as a road, and

the road has been relocated since the map was made,

the old location of the road is to be considered
as the segment boundary,

For TA segments in rural areas, follow the route
of the original listing. However, cover all roads
within the boundaries shown on the map, even if
the original 1isting shows no units to be located
on a given road, If a road itself is a boundary,
the center of the road is considered the boundary
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¢, Specific
procedure
in urban
segments

d., Structures
which cross
segment
boundaries

2. Procediure in
NTA segmentis

and 211 units on the side of tie rioo whizh iz
witkia the segment are to he Interviewsd, TIf a

ure). road is not a boundary, canve & noth eides
of wre road at the sanme tine,

Follow each path or lane that ndgh' lead 1o nis.ozs
whers«. people live, Also, look f'or side rcads,
breaks in the trees and telephone :-reo, «tc.,
wihich may indicate the presence o: iliving guav .=re,

For 'TA segments in urban areas, fo low the r1ou.e
o the original listing., However, :lways wiitec:
foar units that mey have been miss: | and for sny
r=w units, There may be living q. ~ters in ci,cvs‘

courts or other passageways, Be »..ve to cove:
t“ese and also lcok for basement, aide end rea
entrances as they may lead to sepciate units,
Determine whether there are living guarters bz-
hind structures that face the sireet, such as
units over garages, over or behind stores, ir
back yards, ete.

If a structure crosses a segment ooundary, con-

sider it to be inside the segment if its main

entrance is within the boundary ouilines. "Main b
entrance" means the entrance for +which the ad-

dress of the building is given, s the buildi.

has no address, consider ithe maia stmirance i U~

the one most frecuently used by vi:itors zsvpd

persons other than tradesmen, servon :

In NTA segments you are not to check
of the entire segment unless you ntve spe
instructions from your Superviszcr ¢ ao so,
When tr.e entire NTA segment is not to be thecki o
simply proceed tc the addresses indicated i
Item 2 of the questionnaire in the order in which
these units were listed,

H

In locating the sample units assiii=ed to you fo:
interviewing, check to see that they are inside
the segment boundaries, If not in:ide the seg-
rent boundaries, return the questirnnaire for ihe
it as a noninterview: Type C—-"In samp.2 ©Yy
vistake" and footnote that it is cuuside %ao
sugment, describing the situation fully,
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G.

Procedurse {or
handiin;® ezira,
merged or

converted units

1. Ideniidvication
of housing
uni

i, Usually only
one housing
unit

. Mor: than

onz housing
unit

c. Mergers

The [ollowing procedures apply (1) when you find
naytra’ units in a TA segment or at a sample unit
in =n NTA segment; or (2) when you find that two
listed units have been merged and are now occupied
as a single unit; or (3) when you find a single
unit hag been converted into 2 or more units.

You ar: to fill out a questionnaire for each
housing unit and unit in a special dwelling place

thet vou find in a TA segment (except in subsampled

TA segrents) and for each sample unit and each
"eytra” unit that you find in an NTA segment, You
are tc {111 oniy the front of the guestionnaire
for any merged, demolished, or nonexistent unit
assignsd to you for interviewing, At each sample
unit, you will need to apply the definition of a
housing unit to identify each household to be
interviewed separately, (For the definition of

a "housing unit" see Part A, Chapter 3,)

Moot of the sample units will be single-family
houses, one part of a duplex (two-family house),
or en apartment in a regular apartment house.

In some cases, however, ycu may find that there
are ore > more unlisted separate housing units
at the address or on the property of a sample
unit, The most common case of this kind is a
structure that appears to be a single-family home
but actually is divided into two or more apart-
ments, You may also find that a part of a struc-
ture represents more than one housing unit; for
example, an upstairs apartment may be subdivided
into two apartments, Sometimes you will find a
house in the rear on the same property as the
sample unit.

Vhen you find more than one housing unit at the
address or on the property of a sample unit,
consider one unit to be the one originally listed
and the others to be "extra" (see paragraphs
G-2-a and G-2-b below),

You may discover that because of conversions of

two or more housing units into one housing unit

since the listing, or because of an errcr in the
listing, the unit selected for the sample should
be 2ombined with another.
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"Extra®
units

If unit
is in a

TA segment

For example, two avaruments Lave been conver.

a one-family house after the ssgment was 17:¢.d,
Or, a house which the lister recorded 25 he7ii
two apartments actually was always a single-fam.
house., These are examples oi what ars caliau
"mergers",

In TA segments, an "extra" unit is any unit
("housing unit'" or "other unit") not previcuziy
listed which is within the segment boundaries
and is discovered while interviewing a sauple
unit or in bringing lists up to date,

In NTA segments, an "evtra'" unit is a unii
("housing unit" or "other uniit} which is ol.
covered while interviewing a swample wnit apd
on the same property <z in the same =i mciuprs .
the sample unit AND has not been listed previousiy
although it is within the segmeant boundariec,

NOTE: A merged unit should be considered az
though it "has not previously been liisted,"
Therefore, a unit previously merged with & sample
unit which later becomes unmerged should be coun-
sidered as an "extra" unit.

The procedures for handling “extra' units it
differ depending upon whethier tihs uniil is
TA or NTA Segmenft.,

If the "extra" unit is in a TA secment, proci..
as follows:

(1) List the "extra" unit on the next wiicer
of the Segment List, In Colum 7, or be
line on which you have 11i: ted the exii. ..
write "Extra," the reasou you have add.d i
and the date (month and wear). A wvoiea:
entry might be: “Extra, new o nslr e
9-64," If the “extra" unit iz dis
in asklng quesilonnaire Items 12, 13 o~ i,
enter in Colum 7 "Extra" and the item ol
which lad to its discovery, I'cr ervamplie,
"Extra, Item 14,

1
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b, If unit is
in an NTA
segment

e

(2)

(3)

Interview the household in the "extra" unit.
See Part D, Chapter 1 for instructions on
filling identification items on the ques-
tionnaire,

If the "extra" unit is occupiled, enter the
last name of the household head in Item 8
of the questionnaire for the "extra" unit,

" If the "extra" unit 1s vacant, enter "Vacant"

in Item 8, Be sure to enter the complete
mailing address (including the post office
and State) in Item 2a for vacant, as well
as occupied, units.

If the "extra" unit is in an NTA segment examine
the Segment List to see whether it has already
been listed, If it has not been listed (or if
it has been listed but was previously merged),
proceed as follows:

(1)
(2)

(3)

(4)

Make no entries on the Segment IList.

Interview the household in the "extra'" unit
only if it is on the same property as the
original unit, This '"property" is defined

as the land (with its buildings) on which is
located the address or description in Item

2 a of the questionnaire for the original
unit at which the extra unit was found, This
"property" could range from a single-family
house and lot to a 200-acre farm,

If the "extra" unit is occupied, enter the
last name of the household head in Item 8 of
the questionnaire for the "extra" unit. If
the "extra" unit is vacant, enter "Vacant"
in Item 8, Be sure to enter the complete
mailing address (including the post office
and State) in Item 2a for vacant, as well

as occupied, units.

Enter in Item E on the front of the ques-
tionnaire for the "extra' sample unit the
serial number of the original sample unit,
and the Segment List sheet and line number
of the first unit listed on the same prop-
erty as _the original sample unit, if it is in
an NTA segment, Also enter the questionnaire
item number (Item 12, 13, or 14) by which the
"extra" unit was discovered,
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¢, When struc-

tures |

identified

in Column 4

become

"extra"

(1) Farm
buildings

(2) Does not
include
struc-
tures
intended
as living
quarters

Sometimes you will find that an "X" has been entered
in one of the check boxes to the right of_Column 4
the Segment ist—-D Farm Buildings, D Store,
Garage, or Other, This means that, at the
time of listing, the structures checked contained
no living quarters but were found on the same pro-
perty as the sample unit, For purposes of inter-
viewing, these checked structures are to be con-
sidered as part of the original sample unit.
However, if you learn that any of these checked
structures are now being occupied (or are now in-
tended for use) as_separate living quarters, you
should pick them up as "extra" units and treat
them as described above. On the other hand, if
some people are now occupying these structures on
the property of the sample unit, but their quarters
do not constitute separate living quarters, these
persons should be considered as part of the house-
hold occupying the main sample unit. See Part A,

Chapter 3 for definition of separate living juarters.

If an "X" has been entered in the check box labeled
"farm buildings," this entry refers only to such
structures as barns, chicken coops, silos, and

tool sheds which contained no living quarters at
the time of listing and are not ordinarily in-
tended for human occupancy, However, if you

happen to learn that one or more of these struc-
tures is being occupied as_separate living quarters,
you would treat them as "extra" units as mentioned
above,

An "X" in the "farm building" check box would not
include such other structures on the farm property
as tenant houses, cabins, shacks or bunkhouses
which, at the time of listing, were occupied or
intended for occupancy as living quarters, Units
of this type should have been listed separately.
However, if they have not been listed separately
and you pick them up as "extra" units, treat them
as described above depending upon whether they

are in TA or NTA segments,
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3. Merged units

a. Interviewing
merged units

b. When unit built
after April 1,
1960 is in-
volved in merger
in Permit Area

4, Converted
units

5. Units no longer
in existence or
listed in error

Where two or more units on the Segment List have
been merged so that only one housing unit now
exists, do not cross off any of the merged units
listed, Instead on the line for each except the
first of the merged units listed, enter in Column
7 "Merged," the Segment List line number of the
first of the merged units listed and the date the
merger was discovered, Correct the description in
Column 4, if necessary, for the first of the
merged units listed,

First unit involved in merger--a sample unit: If
the first of the listed units which are involved
in the merger is a sample unit for which you have
a questionnaire, interview the merged unit on that
questionnaire, If the merger involves any other
units for which you have questionnaires, turn in
these guestionnaires as Type C noninterview—
"Other-merger "

First unit involved in merger—not a sample unit:
If the first of the listed wunits involved in the
merger 1s not a sample unit but the merger in-
volves one or more other units for which you do
have questionnaires, turn in all the questionnaires
as Type C noninterview—"Other-merger,"

If in a TA or NTA Segment in a Permit Area (PA),
a current sample unit merges with a unit which
was built after April 1, 1960, report the current
sample unit as Type C noninterview—"Other-merged
with unit built after April 1, 1960."

Where a sample unit has been converted by struc-
tural changes or by use into two or more units,
interview all units and treat all but the first
as "extra."

For sample units which have been listed in error,
found to be outside the segment boundaries, de-
molished or converted permanently to commercial
use, cross the unit off the Segment List and enter
in column (7) the reason and date deleted, e.g.
"Demolished 7/64."
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H.

Special
Dwelling
Places

lo

3.

Special
Dwelling
Listing
Sheet

Sample units
selected from
a complete
listing

Sample units
selected from
a register

New or
missed
special
dwelling
place

Part of your assignment may consist of inter-
viewing at special dwelling places, such as
transient hotels, trailer camps, dormitories,
institutions and the like, where some or all of
the living quarters do not meet the housing unit
definition, A list of the different types of
special dwelling places is given in Part A,
Appendix A,

Special dwelling places which you are to visit in
a given segment are entered on a Special Dwelling
Listing Sheet, This form contains information on
the name and type of the special dwelling place,
where it is located, the living quarters or persons
in the special dwelling place that you are to
cover, etc,

For special dwelling places in which the sample
units (that is, rooms, suites of rooms, beds,
etc,) were selected from a complete listing, the
office will have given you questionnaires for the
sample units with the front partially filled, just
as it does for regular units,

You will also receive from the office a Special
Dwelling Listing Sheet for the special dwelling
place,

For a special dwelling place where a register of
units 1s available (as for example, a list of

rooms in a dormitory), you will usually be directed
by your office to sample the units directly from
the register, Instructions for carrying out this
sampling are given in Part A, Appendix BE.

If in checking the listing of a TA segment you
find a special dwelling place for which no Special
Dwelling Listing Sheet has been filled, prepare
one for it and 1list all units (staff or unclassi-
fied) in the place on it, Fill a questionnaire
for each unit listed, unless the segment is
nlarge" and is subsampled (see paragraph J below).
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5. Verify
address,
name and
type of
special
dwelling
place

6. Housing unit
changed to
entire special
dwelling place

7. More than one
unit on Segment
List found to
te in special
dwelling place

For each special dwelling place in your assign-
ment in TA, NTA, and B segments, at the time of
interviewing you are to check to see if the
address, name and type are correct, If the
address is incorrect, if the name has changed,

or if both the name and type have changed, correct
both the Special Dwelling Listing Sheet or Work-
sheet and the questionnaires, Report the changes
on an INTERCOMM, (Refer to Appendix A to Part A
for type and type code,)

An example of a change in type of special dwelling
place would be a tourist home, code 76 that had
been converted to a nursing, convalescent or rest
home, code 40,

If you find at the time of interbiewing in TA and
NTA segments that a housing unit on the Segment
List. is an entire special dwelling place, prepare
a Special Dwelling Listing Sheet for the place,
listing all staff or unclassified units. Prepare
new questionnaires for and interview all units
listed. Enter in column 7 of the Segment List
"entire speclal dwelling place." If in a TA Seg-
ment, cross the housing unit off the list; if in
an NTA Segment, do not cross it off the list,
Return the original questionnaire as Type C non-
interview, Report the change on an INTERCOMM.

An example of such changes would be: a large
single-family house has been converted to a
sorority house,

If you find at the time of interview in a TA or NTA
Segment, that units listed on separate lines of the
Segment List are units in a special dwelling place,
do not relist the units on a Special Dwelling Work-
sheet or Special Dwelling Listing Sheet but report
the situation on an INTERCOMM showing:

a. The name, address and type of place,

b, The number of all units in the place, for
example, '"rooms 1-14 non-staff," "room 15
staff.
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8. Special dwelling
place discovered
in answer to
questionnaire
Items 12-1k4

9, Further
instructions
on special
dwelling places

Office assistance
in difficult cases

How to treat TA
segments where

number of units
exceeds 20

Interview any staff or unclassified units designated
for the current sample on the Segment List, Report
current sample units found to be nonstaff units as
Type C noninterview,

For example, units in a nontransient hotel may have
been listed on separate lines of the Segment List
and the hotel may change to a transient type by the
time of interview, Retain the place on the Segment
List in this case and interview the current sample
units and report the situation on an INTERCOMM,

If a special dwelling place is discovered in answer
to questiomnaire Items 12-14 and no units in the
place have previously been listed or sampled, pre-
pare a Special Dwelling Listing Sheet for the place,
List and interview all units (staff or unclassified)
in the place, '

Detailed instructions on how to proceed in special
dwelling places are to be found in Part A, Chapter
3 and Appendix A and B,

If you cannot clearly determine how to proceed in a
special dwelling place call your office for assist-
ance, Before calling, however, assemble all the in-
formation that you think would be useful to your
offfice in advising you on how to proceed, (Inter-
viewers not yet trained in 1listing should call their
office for assistance in any case involving listing
in a special dwelling place,)

In TA segments which have not been subsampled in

the office and in which it is obvious that the
number of units eligible for interview exceeds 20,
subsample the units as instructed below in para-
graph J-1, If it is not obvious that the total
number of units exceeds 20, interview all the units
even though you later discover the number exceeds 20,

In TA segments which have been previously subsampled,
and in which extra units are found at the time of
interview, continue the subsampling pattern used in
the office, and interview all the units corresponding
to the current sample designation.

Do ‘not re-subsample a segment which has been sub-
sampled by your office even though the size of the .
segment has increased so much that the segment is
in the next highest interval in colum 1 of the
following table,
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1.

2'

3.

How to
subsample

Example of
subsampling

Which units to
interview after

. Subsampling

If the .

total number Apply th? follow;ng
. sampling instructions

of listed to the listed it
units is o) e listed units

Start with and take

and take the eve
21-40 1st unit 2nd
41-60 2nd unit 3rd
61 and over 3rd unit 4th

In applying the subsample pattern in segments con-
taining a special dwelling place, treat the two
lists, the regular listing sheet and the Special
Dwelling Listing Sheet as if they were a single list,
carrying the subsampling pattern over from the seg-
ment list to the Special Dwelling Listing Sheet,

On the listing sheets, cross out the current sample
designation and serial numbers of any of the units
which are not selected as a result of applying the
subsampling instructions given in the above table,
Enter the current sample designation in Colum 5 (or
Colum 3 for specials) for each of the listed units
selected as a result of applying the subsampling
pattern and for which there is no sample designation
already entered.

For example, suppose in a TA segment (with no
special dwelling place) 15 units were listed but
when you arrive to start your interviewing the num-
ber has increased to 36 units, By referring to the
subsampling table, you can see that you should start
with and take the first, third, fifth, etc., units
and right through to the last listed unit,

You will cross out the sample designations and serial
numbers for the 2nd, 4th, and 6th units up through
the 1l4th unit and will enter sample designations in
Column 5 (since none has previously been entered) for
the 17th, 19th, 21st up through the 35th lines,

After you have subsampled the units listed in seg-
ments containing more than 20 units, interview

only those units for which there is still a sample
designation in the appropriate column of the Segment
List,
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Report sub-
sampled
segments on
Segment Folder

Questionnaires for units eliminated in sub-
sampling are to be returned as Type C noninter-
views; "Eliminated in sub-sample."

Record the subsampling rate on the Segment

Folder in Section IV-B for each segment that you
subsample, Report this as follows: "“Subsampled
by taking every "
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CHAPTER 3,

THE HOUSING UNIT AND WHOM TO INCLUDE IN THE SURVEY

A, The Housing Unit This. chapter tells you how to identify a house-
hold, how to decide which persons at one address
should be recorded on the gquestionnaire, and
whether more than one questionnaire should be
used for residents at the address,

Each household in the survey will be interviewed
on a separate questionnaire, It is necessary,
therefore, that you learn what constitutes a
household, At the beginning of each interview
you must determine how many households there are
at the address you are visiting., To do this,
you must know what kind of living quarters are
at the address,

1. Many kinds of People live in all kinds of places-—houses,
living quarters apartment houses, trailers, rooming and boarding

houses, dormitories, etc, Some houses are
arranged for just one family, some for two or
more families, and other places (apartment
houses), have living arrangements for dozens of
families. Hotels, rooming and boarding houses,
institutions and the like have living arrange-
ments for many persons, .

We need some kind of common denominator, or unit,
to determine how many living arrangements there
are in all of the types of places where people
live, Therefore, all 1living quarters have been
divided into two categories: '"housing units"

and "other units,"

2. Examples of Ordinarily a housing unit is a single family
housing units house, an apartment, or a flat, It may also be a
and "other trailer, boat, or tent, A housing unit may be
units" located in a structure devoted primarily to busi-

ness or other non-residential use, such as
quarters in a warehouse where the watchman lives,
or a barber's living quarters in back of his
shop.
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Household
defined

Definition of
a housing
unit

Direct access
defined

Examples of other units are: a room in a board-
ing house, a cot in a bunkhouse for migratory
workers, a room in a nurses' home, and an
unoccupied trailer site,

A household is the entire group of persons who
live in one housing unit or one "other unit."

It may be several persons living together or
one person living alone. It includes the house-
hold head and all his relatives occupying the
housing unit or "other unit." The household
may also include roomers, servants, or other
persons not related to the head, who live there.
Regardless of whether the household occupies a
housing unit or an "other unit," it is to be
interviewed on a separate questionnaire,

A group of rooms or a single room is regarded as
a housing unit when it is occupied as geparate
living quarters; that is:

a., When the occupants do not live and eat with
any other persons in the structure

AND
b. When there is either:

(1) Direct access from the outside or
through a common hall (as defined below)

OR

(2) A kitchen or cooking equipment for the
exclusive use of the occupants.

VLiving quarters have direct access if there is

either:

" a. An entrance to the living quarters directly

from the outside of the structure
OR
b. An entrance to the living quarters from a

hall, lobby, or vestibule used by the
occupants of more than one unit,
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6. .Kitchen or
cooking equip-
ment defined

a, Kitchen

b, Cooking
equipment

7. "Other unit"
defined

This means that the hall, lobby, or vesti-
bule is not part of any unit but must be
clearly separate from all units in the
structure, Any room that serves the same
purpose as a hotel lobby is considered a
common hall provided it is not part of any
unit,

iiving quarters do not have direct access if the
only entrance to the unit is through a room or a
hall of another unit,

The terms "kitchen" and "cooking equipment" are
defined as follows:

A kitchen is a room used primarily for cooking
and preparation of meals,

A unit has cooking equipment when it has either:

(1) A range or stove whether or not it is used
regularly,

OR

(2) Other equipment, such as a hotplate or other
electrical appliances, if the equipment is
used for the regular preparation of meals—
usually one or more each day,

"Other units" are quarters where the living
arrangements are not sufficiently separate to
meet the housing unit definition, These units
are located in places, such as hotels, insti-
tutions, dormitories, etc., where the residents
have their own rooms, groups of rooms or beds
but also have some common living arrangements
such as a common dining hall, lobby or living
room or common recreational facilities,

Some of the rooms, groups of rooms, etc.,, in
these places are always classified as "other
units" even though they have direct access or
cooking equipment (e,g. living quarters in
nurses' homes). Other rooms, groups of rooms,
ete., are classified as "other units'" only if
they do not meet the housing unit definition,
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B. Rules for Handling Although most of the time you will be interview-
Unusual Situations ing in the more common types of living quarters,
such as single-family houses, apartments, flats,
etc., you may from time to time be assigned
sample households in the less usual kinds of
living places,

1, Trailers, Trailers, tents, boats, and railroad cars that
boats, tents are occupied, or vacant and intended for occu-
and railroad pancy as separate living quarters on the site
cars where located, are to be considered as housing

units., Unoccupied trailer or tent sites, how-
ever, are "other units."

2. Guests and Occasionally quarters for guests or servants are
servants located in a structure separate from the main
quarters : house. Such quarters are to be handled &ccording

to the special rules given below,

a. Guest Living quarters reserved for use by ruestis in a
quarters structure separate from the main house are con-

sidered as part of the main house. The guest
house is not "separate living quarters occupied
by a group of persons living and eating together"
because the guests are considered as part of the
group of people with whom they are staying. The
main house together with the guests! quarters
constitutes one housing unit.

In some cases, however, quarters referred to as
"guest quarters" or a "guest house" may be occu-
pied by persons who are not '"guests," For ex-
ample, a house which the people of the main house
refer to as the "guest house'" may be rented;
quarters in a school referred to as '"guest quar-
ters" may be occupied by the janitor and his
family. In such cases, the quarters are to be
considered as separate living quarters,

b, Servants' Living quarters which are located in a struc-
quarters ture separate from the main house and occupied

or intended for occupancy by servants are con-
sidered a separate housing unit only if they have
separate cooking equipment which the servants
use for preparation of meals, Otherwise, such
quarters are considered as part of the employer's
quarters and the combination is one housing unit,
(This rule also applies to servants' quarters
located within the same structure as the main
house, )
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3.

4‘.

>.

Boarding
house

Rooming
house

Combination
rooming and
boarding
house

A boarding house is an establishment with 5 or
more rooms for rent to boarders and which serves
regular meals to the residents who pay a combined
rate for their room and meals on a weekly or
monthly basis, None of the living space in a
boarding house constitutes a housing unit;
classify each living arrangement, including the
quarters for the proprietor or resident manager,
as an "Other unit,"

If there are four or fewer rooms for rent to
boarders, combine these rooms with the landlord's
quarters (or with each other if the landlord does
not live in the structure), In this situation,
interview all of the occupants on one question-
naire (or one set of questionnaires), Consider
the entire living space as one housing unit,

A rooming house is an establishment with 5 or
more rooms, or suites of rooms, for rent to
roomers who usually pay for their rooms on a
weekly or monthly basis. No regular meals are
served, but linens and maid service may be pro-
vided, In establishments such as these, consider
each separate living arrangement which meets the
housing unit definition as a housing unit.

Living arrangements which do not meet the housing
unit definition are to be classified as "Other
units."

If the sample unit at which you are interviewing
contains four or fewer rooms for rent to roomers,
consider each room or suite of rooms, which meets
the housing unit definition as a separate housing
unit, The rooms which do not meet the housing
unit definition should be combined with the land-
lord's quarters, if the landlord lives in the
structure, If the landlord does not live in the
structure consider each room, which does not meet
the housing unit definition, as part of the hous-

ing unit through which access to the room is gained.

A combination rooming and boarding house is an
establishment with 5 or more rooms for rent that
serves meals to some resident persons but only
rents rooms to others, '
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‘6. Hotels

Non—trénsient
hotel

Transient
hotel

Quarters occupied by boarders are always "other
units," The quarters occupied by roomers, the
proprietor, manager or other resident employees
may be housing units or "other units" depending
on whether the quarters meet the housing unit
definition,

If there are four or fewer rooms for rent, com-
bine rooms occupied by boarders with the land-
lord's quarters (or with each other if the land-
lord does not live in the structure), Rooms

that are occupied by roomers and meet the housing
unit definition should be considered housing
units., Rooms that do not meet the housing unit
definition should be considered as part of the
housing unit through which access to the room

is gained,.

A hotel is an establishment that rents rooms or
suites of rooms to transient or non-transient
guests and provides regular hotel service, such
as linens, maid, and desk service.

A non-transient hotel is one in which 75 percent
or more of the rooms or suites are occupied or
intended for occupancy by permanent guests,
Permanent guests usually stay a month or more at
reduced monthly or weekly rates, All rooms or
suites of rooms in a non-transient hotel are
classified as housing units,

A transient hotel is one in which more than 25
percent of the rooms or suites are occupied or
intended for occupancy by transient guests.
Transient guests usually stay less than a month
and pay daily rates. In a transient hotel, only
the rooms occupied or intended for occupancy by
non-transient (permanent) guests (if any) or by
resident employees are ordinarily listed or
sampled; these are classified as housing units,
if they meet the housing unit definition, At
the time of listing it may have been necessary
to list or sample all the rooms because the
manager could not distinguish between "transient"
and "permanent" quarters, In a situation such as
this, rooms or units which are occupied by "tran-

sients" at the time of interview should be classi-

fied as "other units."
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7. YMCA's
and
YWCA's

8. Motels,
tourist

camps or
courts, ete.

9, Vacation
cabins

a, Five or
more cabins
" under a
single
management

b. Cabin not
in group of
five under
single
management

C. Bules for
classifying
1iving gquarters

in special
dwe aces

YMCA's and YWCA's are establishments which offer,
at moderate cost, lodging for both transient and
non-transient guests, The rules given above for
hotels apply to the living quarters in these
places, except that all units in the place are
listed or sampled, whether the place is transient
or non-transient,

Motels, tourist camps or courts, etc,, are essen-
tially the same as hotels, except that guests can
drive to or close to their quarters, The rules
given above for hotels apply to motels, tourist
camps or courts, etc, except that all units in
the place are listed or sampled whether the place
is transient or non-transient,

For vacation cabins in resort areas, apply the
following rules: '

A group of five or more vacation cabins operated
under a single management is to be treated like

a motel, tourist camp or court, ete., A vacation
cabin is "one of a group of five or more cabins
under a single management" if the cabins are
located next to each other and belong to the same
owner but are rented or intended for rental to
others, and the group is identified by a sign on
the property on which they are located.

A vacation cabin not in a group of five as de-
fined above 1s classified as a housing unit,
However, a vacation cabin used as overflow sleep-
ing quarters for the maln house is considered as
part of the main house,

In special dwelling places the rules for deter-
mining whether the living quarters constitute
"housing units" or "other units" depend upon the
type of special dwelling place and for whom the
living quarters are intended, The rules for
classifying living quarters in transient hotels,
YMCA's and YWCA's, motels, tourist camps or courts,
and vacation cabins were discussed in- paragraph B
above, The following are the rules for classifying
living quarters in the remaining types of special
dwelling places,
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Armed Forces
installations
(excluding
Armed Forces
hospitals)

Convents,
Monasteries,
and Sisters’,
Brothers!
or Priests!
residences

a, Five or
more rooms
for Sisters,
Brothers
or Priests

b, Four or
fewer
rooms for
Sisters,
Brothers,
or Priests

Facilities for
housing students-
quarters in
schools for resi-
dent students,
dormitories,
sorority or
fraternity houses

Facilities for
housing workers-
bunkhouses, labor
or logging camps,
migratory workers
camps, etc.

In Armed Forces installations (excluding Armed
Forces hospitals) classify as an "Other unit" each
unit for eivilians (including families of military
personnel), if: (1) the unit is in transient
quarters such as a guest house, (2) it is in a
barracks or bachelor-officers quarters, or (3)

it is in quarters other than those described above
and does not meet the housing unit definition.

The procedure for classifying the living quarters,
in convents, monasteries, and Sisters', Brothers'
or Priests' residences depends upon the number

of units in the place,

If there are five or more rooms for Sisters,
Brothers or Priests, classify as "other unit"
each unit for Sisters, Brothers or Priests, and
each unit for resident lay employees which does
not meet the housing unit definition,

If there are four or fewer rooms for Sisters,
Brothers or Priests and the residence is part of
a school for resident students, hospital,
orphanage, or similar establishment, classify the
units according to the rules for that particular
place, If the convent, monastery, etc,, is not
part of an establishment, treat the entire place
as one housing unit,

In all facilities for housing students, classify
as an "other unit," each unit for students and
each unit for resident employees, such as janitors,
housemothers, and resident faculty or administra-
tive personnel, which does not meet the housing
unit definition.

The procedure for classifying the living quarters
in facilities for housing workers depends upon
the type of structure, )
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a, Bunkhouses
and other
barracks-
type
structures

(1) Quarters
for five
or more
workers

(2) Quarters
for four
or fewer
workers

. b, Living

quarters
other than
those in
bunkhouses
and barracks-
type struc-
tures

Flophouses and
missions

General hospitals
including VA and
Armed Forces
hospitals, chil-
dren's hospitals
and maternity
hogpitals

Nurses' homes
or quarters

The classification of living quarters in a bunk-
house or other barracks-type structure depends
upon the number of workers the structure is in-
tended to house, Note that living quarters
occupied by a migrant family are considered as
quarters for one worker regardless of the number
of workers in the family.

If there are quarters for five or more workers,
consider as an "other unit" each unit within the
structure, A unit is the living space occupied by
one person (or one family if migrant families are
housed in the structure) such as bed, bunk, or
room,

If the structure contains quarters for four or
fewer workers, classify the entire structure as
an "other unit."

If the living quarters are not in a bunkhouse or
other barracks-type structure, classify as an
"other unit" each unit which does not meet the
housing unit definition,

In flophouses and missions (e.g., Salvation Army
shelters), classify as an "other unit" each unit
for persons except resident managerial staff and
their families and each unit for the resident
managerial staff which does not meet the housing
unit definition,

In general hospitals including VA and Armed Forces
hospitals, children's hospitals, and maternity
hospitals, classify as an "other unit" each unit
for resident employees, if the unit does not meet
the housing unit definition, (Note that nurses'
quarters are always "other units.") Also classi-
fy as "other unit" each unit for guests of
patients,

In nurses' homes or nurses'! quarters in hospitals,
institutions, and similar places, each unit (room
or suite of rooms) should be classified as an
"other unit,"
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. 8. Recreational
and religious
camps

a. Adults!' (or
family)
recreational
and religious

camps

b, Children's
recreational
and religious
camps

9, Private
residential
clubs and
tourist homes

10, Nursing,
convalescent
and rest homes

The classification of units in recreational and
religious camps depends upon whether the camp
is operated for adults or for children,

In adults! (or family) recreational and religious
camps, classify as "other unit" each unit for
permanent guests or resident employees which does
not meet the housing unit definition and each unit
for transient guests (if such quarters were in-
cluded because the management could not distinguish
between quarters for transient and permanent
guests).

In recreational and religious camps run for chil-
dren, consider as an "other unit" each unit which
is for resident employees and which does not meet
the housing unit definition, Quarters for chil-
dren in children's camps are excluded from the
survey, |

A private residential club or tourist home is to
be classified as a special dwelling place only if
it contains 5 or more rooms or groups of rooms to
be rented out, If there are fewer than 5 rooms
or groups of rooms for rent, combine these rooms
or groups of rooms with the landlord's quarters
(or with each other if the landlord does not live
in the structure).

In private residentlal clubs and tourist homes
that meet the special dwelling place definition,
classifyy as "other unit" each unit for transient
guests and each unit which is for permanent guests
or resident employees and which does not meet the
housing unit definition,

In determining whether a place which offers nurs-
ing, convalescent or rest care is a special dwell-
ing place, apply this rule: If the place is pro-
viding, or has accommodations to provide nursing
care or domiciliary and personal care (as required)
for 3 or more patients or paying guests, classify
it as a special dwelling place, i.e., a nursing,
convalescent or rest home, Examples of care pro-
vided in these places are nursing care, help in
feeding, aid in getting around, tray service, ete,

In special dwelling places of these types, only the
"staff" quarters are included in the Health Inter-
view Survey, that is, quarters for the operator of
the home and for resident employees and their
families,
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D.

11.

12,

Specified
institutions
listed in
Appendix A to
Part A

Special Note

a, "Stafrf"
units

b. "Non-staff"

units

How to apply the

housing unit

definition at the

time of interview

1.

Typical family
group

Additional
household
members - ask
about separate
quarters

In the specified institutions listed in Appendix
A to Part A, classify as "other unit" each unit
for resident employees that does not meet the
housing unit definition, (Note that nurses’
quarters are always "other units.") Also classify
as an "other unit" each unit reserved for guests
of patients, visitors to inmates, etc.

For the purposes of this survey, living quarters
in certain types of special dwelling places are
divided into two kinds of units: "staff" and
"nonstafrf,"

Staff units are defined as the houses, apartments,
rooms, suites of rooms, or beds.in rooms having
sleeping accommodations for 5 or more persons
occupied by resident employees and their families,
if any, Note that quarters in nurses' homes are
always considered "staff" units, Staff units are
to be ineluded in the Health Interview Survey.

Non-staff units are the living quarters occupied
by the persons for whom the special dwelling place
is operated, Non-staff units are not included in
this survey and should not be listed, sampled, or
interviewed,

At the beginning of the interview, you are to
enter in questions 1 and 2 of the questionnaire
the names of all persons living in the sample
unit and their relationship to the head of the
household,

If the persons entered on the questionnaire repre-
sent a "typical family group," such as husband,
wife and unmarried children, or a parent and child,
two or more sisters, or some similar clear-cut ar-
rangement, consider all the members as a single
household.

If in addition to the head and his family the list-
ing of persons in questions 1 and 2 contains a
roomer, a roomer and his family, a married son and
his family, or relatives such as mother, uncle,
cousin, etc,, ask if they all live and eat to-
gether as one family,

If they do all live and eat together, treat them
as a single household and interview the entire
group on one questionnaire,
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E.

3., Five or more
boarders or
TOoOmMEers

4, Vacant
living
quarters

Office assistance
in difficult cases

If any of the persons recorded in questions 1 and
2 say they live separately from the others, ask
about the access to the quarters they occupy and
their cooking arrangements. If they have either
direct access or separate cooking equipment,
consider them as separate living quarters, If
these separate living quarters have not already
been listed, apply the rules for "extra" units,
according to the instructions in Part A, Chapter 2.

If you have recorded five or more boarders or
roomers in questions 1 and 2 of the questionnaire,
the sample address may be a boarding house or
rooming house and you should apply the rules for
these kinds of places., (See paragraphs B-3
through B-5).

Living quarters are vacant if no persons are
living in them at the time of your first visit,
If the occupants are only temporarily absent,
consider the unit as occupied. (See instructions
in Part D, Chapter 1 on "Noninterviews,") Vacant
living quarters constitute a housing unit if they
have either:

a, Direct access
OR

b, A kitchen or cooking equipment for the
exclusive use of the intended occupants.

Even though there may be no kitchen or cooking
equipment in the space at the time of your visit,
consider it as having cooking equipment if the
last occupants had cooking equipment,

Vacant quarters which do not have direct access

or a kitchen or cooking equipment should be con-
sidered as part of the housing unit through which
access to the space is gained. Note, however, that
in some kinds of living places, such as boarding
houses, flophouses and missions, institutions,
etc., (which were discussed in Sections B and C),
certain types of units are specifically designated

as "other units." These should always be con-

sidered as separate units regardless of whether
occupied or vacant,

If you cannot clearly determine from these in-
structions how to proceed in special dwelling
places or other problem cases, call your office
for assistance,
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F. Wwhom to include
in the survey

1, General
rules

2. Usual place
of residence-—
defined

Before calling your office, however, assemble all
the information that you think would be useful to
your office in advising you on how to proceed,.

Two categories of persons in a household are to.
be considered as members of the household.

a, Persons, whether present or temporarily
absent, whose usual place of residence
at the time of the interview is this
household,

b, Persons staying in the household who have
no usual place of residence elsewhere,

A household was defined in the beginning of this
chapter as the entire group of persons who live in
one "housing unit" or "other unit."

In most cases, usual place of residence means the
place the person would name in reply to the ques-
tion, "Where do you live?" More specifically, it
is the place where the person usually sleeps, A
usual place of residence must be specific living
quarters held for the person to which he is free
to return at any time, A mail address alone does
not constitute a usual place of residence,

Living quarters which a person rents to or lends
to  someone else cannot be considered his usual
place of residence during the time they are occu-
pied by someone else, Likewise, vacant living
quarters (sometimes furnished) which a person
offers for rent or sale during his absence should
not be considered his usual place of residence
while he is away, (If the living quarters are
furnished, be sure the household is not just
temporarily absent—see below,)

Persons with no usual place of residence elsewhere
include recent migrants, persons trying to find
permanent living quarters, and other persons who
are staying temporarily in the unit and do not
have a home of their own,
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Persons to
be counted
as household
members

Count as members of the household the following:

a.

b,

A-40

Members of the household living at home
at the time of the interview.

Members of the household temporarily ab-
sent at the time of the interview, on va-
cation, visiting, or on business., This
includes bus drivers, railroadmen,
traveling salesmen, etc,, who usually do
not stay long in one place, but who re-
turn home at intervals,

Members of the household who are in a
general hospital where most patients re-
main for a short period of time only—
regardless of how long these particular

. persons have been in the hospital.

New-born babies who have not yet left the
hospital,

Students of any age (including student
nurses) who live in the sample unit while
attending school, If they are at home on
summer vacation at the time of the inter-
view, count them at their own home,

Domestic or other employees who live with
the household and sleep in the same house-
ing unit,

Boarders or roomers who regularly sleep
in the housing unit,

Crew members of all canal or river ves-
sels that travel on inland waterways, and
crew members of vessels in coastwise,
intercoastal or foreign trade (including
the Great Lakes) that make trips of less
than 24 hours duration, are considered
household members at their homes,

Civilians who usually live in the unit
but who are temporarily abroad on a
vacation or in connection with their work,
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4. Persons not
to be counted
as household
members

b
g

Jo

Persons temporarily visiting with the
household but who have no usual place of
residence elsewhere,

Do not count as members of the household the
following persons:

a,

Ce.

Persons temporarily visiting with the
household who have a usual place of
residence elsewhere,

Persons of any age who are living else-
where attending school at the time of
the interview., (If they are away from
the school on summer vacation, do not
count them at their school home,)

Persons who take their meals with the
household but usually lodge or sleep
elsewhere,

Domestic employees or other persons
employed by the household who do not
sleep in the same housing unit. (If,
however, they occupy quarters on the
same property as the main house and
have no cooking equipment in those
quarters, count them as part of the
main house,)

Persons who were formerly members of the
household but who, at the time of inter-
view, are inmates of correctional or
penal institutions, mental institutions,
homes for the aged or needy, rest homes
or convalescent homes, homes or hospitals
for the chronically ill or handicapped,
nurses' homes, convents or monasteries,
or other places in which residents may
remain for long periods of time, regard-
less of how long they are expected to
remain there,

Crew members of vessels in coastwise,
intercoastal or foreign trade (includ-
ing the Great Lakes) are considered to
reside on the vessel rather than at their
homes, if the ship normally makes trips
of more than 24 hours duration,
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Rules for
counting special

classes of
persons

g. Persons working abroad if their regular
place of duty is abroad.

h., Members of the Armed Forces. We are not
covering military personnel in this sur-
vey. (For definition of Armed Forces,
see Part D, Chapter 2,)

Persons with two or more homes: Some persons

(or families) have two or more homes and they
may spend part of the time in each, For such
cases, you must first determine which unit should
be considered the person's usual place of resi-
dence, This is the home that the person occupies
most of the time., Note that this is not neces-
sarily the person's legal or voting residence,

If you are unable to determine the person's usual
place of residence because he spends an equal
amount of time at each home, consider him to be a
resident of the sample unit if he is 1living there
at the time of interview,

Persons who work away from home: Some persons
sleep most of the week in one place to be near
their work but may spend week-ends or other non-
work periods in another place, Count such persons
as members of the household in which they sleep
most of the week,

Domestic employees in separate house or cabin:
If domestic employees sleep in a separate house

or cabin, count them as a separate household if
they have separate cooking equipment, If they do
not have separate cooking equipment, count them as
part of the main household.

Persons who have just moved intc the housing unit:
You are to interview the householid member living

in the housing unit on the day of jour contact re-
gardless of when they moved into the unit. For
example, suppose you make your {irst call to inter-
view a household on Tuesday, and find no one at
home, For some reason you are unavoidably pre-
vented from calling back until Saturday, when you
find that the family you would have interviewed

on Tuesday has moved out and another family moved
in on Thursday. You will interview the household
occupying the unit at the time of your contact
(i.e., Saturday).
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Citizens of foreign countries: Citizens of
foreign countries and other persons who are
living on the premises of an Embassy, Ministry,
Legation, Chancellory, or Consulate are never
to be interviewed, Consider any such place
not to be included in any segment.

Citizens of foreign countries, who are not
living on the premises of an Embassy, etec,,

and have no usual place of residence else-
where in the United States are to be considered
residents of the sample unit and interviewed
only under the following circumstances:

1. They are permanently living in the
United States.

OR

2. They are temporarily living in the
United States and are going to school
here, or are employed here, or are
members of the family of a person
going to school or employed here,

Persons not included in paragraphs 1 and 2 above
should be considered as having usual residence
elsevhere,

Doubtful cases: If there is any instance in
which you are not sure whether to ‘include per-
sons as members of the household, consider them
as members of the household, and describe the
circumstances in a footnote, Report the case
to your office on an INTERCOMM.
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APPENDIX A (PART A)

CODES FOR TYPES OF SPECIAL DWELLING PLACES

I. Specified Institutions

CODES : Correctional Institutions

11.....State and Federal penitentiaries, prisons, and reformatories

11.....State and Federal prison farms and camps

11.....County and city jails, workhouses, penitentiaries

11.....County and city prison farms and camps

11.....Federal detention headquarters

12.....5tate and Federal training or industrial schools

12.....County and municipal training or industrial schools

12.....Private schools for delinquents, such as "House of the Good Shepherd,"
"Boys Town," etc,

°

Mental Institutions

21.....Homes and training schools for mental defectives

21,....Homes, training schools, colonies, and villages for epileptics
21,....State, Federal, county and city hospitals for mental diseases
23.....Veterans Administration mental hospitals

2l.....Private hospitals and sanitariums for mental disease
22.....Hospitals for the treatment of alcoholics and drug addicts

Homes for the Aged, Infirm and Needy

31.....0rphan asylums

31l.....Children's homes

32.....00unty homes, almshouses, poor farms, etec.

38.....501diers! and sailors' homes

39....:Veterans Administration homes (domiciliary care)

33.....Fraternal or religious homes for the aged

34.....Commercial boarding house for the aged

- 35,....Homes and schools for the blind N

36.....Homes and schools for the deaf

37.....Hospital or resident schools, orthopedic hospitals and homes for
the crippled

40.....Nursing, Convalescent, and Rest Homes
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CODES Other Hospitals and Homes Providing Specialized Care

5l.....Tuberculosis sanitariums

52.....Veterans Administration tuberculosis hospitals
53.....Homes for incurables .

54,....Chronic and cancer hospitals .
55.....Maternity homes for unmarried mothers
56.....Detention and receiving homes

CODES IT, Other Special Dwelling Places

6l.....Veterans Administration General Medical, and Surgical Hospitals

62.....Facilities for the Treéfment of the Physically 111

This type of facility treats physical disorders and is one in
which the patient stays for a relatively short period of time, Ex-
amples of this type of special dwelling place are:

1. General or emergency hospitals; children's hospital; maternity
hospital

2. Infirmary

71.....Hotels, Transient-type

72.....YMCA, Transient-type

73.....YWCA, Transient-type

74.... . YMHA, Transient-type

75.....Private residential clubs Those that meet the special
76.....Tourlst homes dwelling place definition

77.....Motel, Transient-type

78.....Tourist camp or court, Transient-type

78.....Groups of 5 or more vacation cabins under single management,
Transient-type

79.....Combination tourist-trailer court, Transient-type

Facilities for Housing Students

8l.....School dormitory

82.....Fraternity

83.....50r0Tity

84.....5chools with resident students (other than for the needy or infirm and
other than resident schools with separate codes 93 and 94 - see below)

93.....5chools with resident students and with predominantly non-salaried
faculty such as nuns or priests

9%, ....5chools with resident students and operated primarily for religious
training (other than those with predominantly non-salaried faculty) :
such as Bible Institutes
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CODES . II, Other Special Dwelling Places—Con,

Facilities for Housing Workers

85.....Dormitory for workers

86.....Bunkhouse (provided that it has or is expected to have quarters for 5
or more farm or ranch hands)

87.....Labor camp

88.....Logging camp

89.....Migratory workers' camp

Additional Other Places

91.....Convents
92.....Monasteries
gz°"' See Facilities for Housing Students

00.....Nurses' Homes

Ol.....Flophouses

02.....Missions

03.....Recreational and Religious Camps (Adults or Family)

04.....Recreational and Religious Camps (Children's)

05.....Trailer Camps

06.....Tent Camps

07¢....Armed Forces Installations

08.....Armed Forces Hospitals

O9.....Non—tr§nsient Hotel (when instructed to treat as a special dwelling
place
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l, Purpose of
Appendix B

2. When the
Special Dwelling
Worksheet is used

[

3. Staff and non-
staff units

APPENDIX B (PART A)

. SAMPLING SAMPLE UNITS FROM A REGISTER IN
A SPECIAL DWELLING PLACE

This appendix gives instructions on how to select
sample units from.a register in a special dwell-
ing place., You may need this information on your
very first assignment, or you may have no occasion
to use it for several months after you begin work.
Therefore, you need not learn this material until
you are required to interview in a special dwell-
ing place,

If you camnot clearly determine how to proceed in
a special dwelling place, from these instructions
and from instructions in Part A, Chapter 2, call
your office for assistance,

If there is a usable register of units in a
special dwelling place, this was noted in the
heading of the one or two Special Dwelling List-
ing Sheets prepared for the special dwelling place
at the time of listing, along with the name, the
type of place, and the number and kind of units to
be sampled, Your office will have prepared Special
Dwelling Worksheets for use in places where a
usable register is available, Use the Worksheets
to select the sample units from the register, The
Worksheet will indicate whether rooms or persons
are to be sampled,

CAUTION: Be sure to use that Section (I or
II) of the Special Dwelling Worksheet which
applies to the current sample., For example,
if B26 is entered in the heading of Section
I of the Worksheet and B30 in the heading
of Section II, and you are interviewing for
B30 you would use Section II to select the
B30 units.

Special dwelling place units are divided into

"ponstaff units" and "staff units" in the follow-
ing types of special dwelling places:
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a.

Nonstaff units
defined

Staff units
defined

Special case:
Units in Nurses!
Homes-

Special dwelling
places containing
only one kind
of unit—"Un-
classified units"

a. Specified institutions (those listed in
Part I of Appendix A to Part A)
b. General hospitals
¢, Armed Forces hospitals
d. Veterans' hospitals (general, medical,
and surgical)
{
For each of these places, a Special Dwelling
Listing Sheet has been prepared for "Staff units"
only. "Non-staff" are not included in the survey.
Where you are to sample from a register a cor-
responding Special Dwelling Worksheet has been
prepared,

"Nonstaff units" are defined as (1) the persons
for whom the special dwelling place is being
operated (patients, prisoners, etc.) or (2) the
units in which these persons live, such as rooms,
suites of rooms, or beds in rooms having sleep-
ing accommodations for 5 or more persons. As

- mentioned above, these units will not be listed,

sampled or interviewed,

"Staff units" are defined as the housing units,
rooms, suites of rooms, or beds in rooms having
sleeping accommodations for 5 or more persons,
occupied by resident employees and their families,
if any.

Special case, Nurses! homes are to be treated as

a special case, According to the above definitions,
units in nurses' homes would be "nonstaff units,™
that is, the nurses are the persons for whom the
home is being operated. On the other hand, nurses
living in hospitals are employees and, therefore,
would be listed and sampled as "staff units." To
avold this inconsistency we are specifying that in
nurses' homes all units in the place, whether occu-
pied by nurses or by other persons living in the
homes, are to be regarded as "staff units,"

In all other types of special dwelling places,

it is not necessary to make a distinction and all
units are referred to as "Unclassified units."
These are the housing units, rooms, beds, etc.,
occupied or intended for occupancy by all persons
in the special dwelling place,
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7 e. How to sample
i staff units

4, Identification of
units to be
selected

If there are separate registers for staff and
nonstaff units, use only the staff register in
sampling on the Special Dwelling Worksheet., If
there is only one register for the place, find
out which units are staff and which are nonstaff
and count and sample staff only.

For example, units numbered 1, 2, 4, 7, and 10

on a register might be the only staff units in a
place, If your instructions for sampling staff
units were to start with the first and take every
second, you would take the units numbered 1, 4,
and 10,

The units to be selected will be identified by an
entry of encircled sample numbers in colummn 2 of
the worksheet in the section of the worksheet for
the current sample. You must select the special
dwelling place units corresponding to these
encircled numbers and identify them by room
number, ete,

In the figure below there is shown an illustra-
tion of a worksheet (Column 3 will not be filled
when you receive it). The encircled numbers in
columm 2 mean that you are to select from the
register the second, fourth, sixth, eighth, tenth,
etc,, unit of the appropriate type until you have
completely gone through the register,

Excerpt From Special Dwelling Worksheet

Line | Sample Serial
no, numbers| Number or location unit| numbers
(1) (2) (3) (4)

1 (2) Room B 51
2 (4) Room D 52
3 (6) Room F 53
4 Room H 54
5 | (10) ]

6 (12)
7 (14)
8 (T6)
9 (18)
10
11
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Points to be
noted in sampling
from a register

a. Be sure register
is current and
identify units
selected

b, What to do if
only one building
of a special
dwelling place
is to be sampled

c. When to count
a bed as a
separate unit

d., How to sample
when a floor
plan or .
diagram is.used

e, Use of a register
of persons

In sampling from a register, note the following
points:

Be sure that the register (whether a list, card
index, floor diagram, etc.) is current. Also if
you are sampling from a register, identify in
some way the units selected so that you may
quickly locate these units again in the register,
if necessary., For example, if you are sampling
from a card file, you might identify the selected
units by turning cards up, inserting blank slips
of paper, etc.

If the special dwelling place units in only one
building of a special dwelling place are to be
sampled, use either a register for the specific
building or a register which indicates the partic-
ular building in which each unit is located. In
the latter case, count only the units in the par-
ticular building in selecting the sample.

Find out whether any of the rooms in the register
contain sleeping accommodations for 5 or more
persons, If so, count each bed in such rooms

as a separate unit in selecting your sample,

If the register being used is a floor plan or
similar diagram, begin your count at some def-
inite starting point (usually the lowest numbered
room or bed) and follow through the diagram in
some systematic fashion,

A register of persons is used only when there is
no register of rooms, ete.,, and it would be
extremely difficult or time-consuming to make

a complete listing of these rooms on a Special
Dwelling Listing Sheet.

If the Worksheet indicates that a register of
persons is to be used, family groups who are
living in the special dwelling place should be
sampled rather than individuals within the
family, For example, assume that in a summer
hotel, there are no permanent guests and that
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6.

Identify adequately
in col. 3 of the
Special Dwelling
Worksheet each unit
to be interviewed
in current sample

~ Actual number of

sample units may
be either larger
or smaller than
entry in item e
in heading of the
Special Dwelling
Worksheet

it would be very difficult to make a complete
listing of the rooms occupied by employees,
but that there is a list of employees' names
from which you are to sample as follows:

(Henry Jones, headwaiter
(Mrs, Henry Jones, housekeeper

John Brown, baker

(Al Smith, gardener
(Mrs. Al Smith, maid

Josephine de Ritz, hostess
Guy Orlando, orchestra leader

You would regard the above as five separate units
in sampling, since the Joneses and the Smiths are |
two separate family groups and should be sampled
as such,

As you finally determine the units which are to
be interviewed for the current sample, enter in I
colum 3 of the section of the Worksheet desig- !
nated for the current sample, the number, loca- ;
tion, or other identification of each unit finally
designated for interview so that later you will

be able to locate it.

The encircled sample numbers above the red line
in column 2 of the appropriate section of the
Worksheet represent the units that would be
selected for interview if the total number of
units entered in item e were correct, When
you visit the special dwelling place, you may
find that the number of special dwelling place
units is actually different from the number
entered for the current sample in item e, Note
that more than one sample may be designated in
the heading of the Worksheet; for example, the
first colum in the heading may be for B26 and
the second column for B30, Be sure to refer to
the column for the proper sample,
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a.

b.

If actual number

is larger

Example:

If actual
number is

. smaller

If the actual number is larger than the number
entered in item e for the current sample, you

may find that, in order to go through the listing
or register completely, you may have to select
some units corresponding to sample numbers entered
in colum 2 below the red line, Enter the number
or location of these units in column 3 in the

same manner as for units above the red line.

Suppose in the following example the number
entered in item e of the Special Dwelling Work-
sheet is 9, but that your visit to the special
dwelling place discloses that there are actually
11 special dwelling place units, The unit cor-
responding to sample number 10 would, therefore,
be selected.

Excerpt From Special Dwelling Worksheet -

Line | Sample Serial
no, numbers} Number or location of unit] numbers
(1) (2) (3) (4)
1 @) Room 102 51
2 (4) Room 104 52
3 (6) Room 106 53
4 (B) Room 108 54
5 | (30) Room 110

6 (I2)
7 | (02)
8 (I6)
9 | (I8)
10
11

It may happen that the actual number of units is
smaller than the number entered in item e, In
such a case, some of the encircled sample numbers
above the red line in column 2 may not have units
corresponding to them in the register or listing,
If so, enter "None" in column 3 of the Worksheet
opposite those encircled sample numbers above the
red line for which there are no corresponding
special dwelling place units, For example, if
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¢. Enter in
Item e
the actual
number of
units found

[TePwe—

d, Units added
below red
line on
Worksheet

[RN—")

f 8. Use of partially
-] £i11 question-
naires

there were four sample numbers—2, 4, 6, and 8—
above the red line on the Worksheet and you find
that there are only 7 units in the special dwell-
ing place, your entry in column 3 of the Worksheet
on line 4 opposite sample number 8 would be "None,"

If you have found that the actual number of list-
ed units differs from the original estimate
entered in Item e for the current sample by your
office, cross out (do not erase) the number pre-
viously entered in Item e and enter the correct
number beside it,

A1l units added below the red line on the Work-
sheet are to be included in the sample,

Do not assign serial numbers to such units., On
the questionnaires for these units, follow the
same instructions as for "extra" units—that
is, enter in Item 8 the last name of the house-
hold head if the unit is occupied, or "Vacant"
if it is _unoccupied,

The Regional Office will assign and enter serial
numbers on both the questionnaire and the Work-
sheet,

For units in special dwelling places to be sampled
from a register, you will receive questionnaires
partly filled out, as for regular sample units.
However, there will be no designation in Item

2 a on the questionnaire for the particular unit
to be interviewed, After you have selected the
unit from the register, describe it in Item 2 a
on the questionnaire,

Prepare questionnaires for any units below the
red line on the Worksheet,

Use a separate questionnaire or set of question-
naires for each sample unit selected,

Return partially filled questionnaires for which
no corresponding unit was found as Type C non-
interviews "In sample by mistake," Explain the
circumstances in a footnote, e.g., "Converted to
non-staff unit," or "No corresponding unit on
register,"
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CHAPTER 1. LISTING -~ ITS ROLE IN THE SURVEY

A. Listing to be
done in Area
Segments

B, M"MArea Segments"
defined

C. M"Listing"
defined

D. TImportance
of accuracy
in listing
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Listing is one of the most important steps in the operation of the
survey. It must be done in each Area Segment before any addresses

can be selected for interviewing in these segments.

An "Area Segment" is usually a small area of land with well-defined
boundaries such as streets or roads, rivers, railroad tracks, etc.
Some Area Segmentcs are called "TA Segmentis"; others are called "NTA
Segments”. The difference between these types will be explained in .
Chapter 9 of this part of your manual.

By "listing" we mean writing down on forms the addresses or other
description of all places where people live or might live within the

Area Segments selected for the survey.

In listing you must stay within the segment boundaries exactly as
desiénated on the maps and you must be sure vo list all living
quarters within the Area Segment. In sample surveys, each unit (that
is, living quarters) interviewed as a result of your listing
represents many other units. If fewer units, or more units or the

wrong units are interviewed as the result of an error in listing, the

error is magnified many times in tabulating the results of the survey.

It is important, therefore, that the listing be complete and that it
be done carefully and accurately in accordance with the rules in this

manual.




CHAPTER 2. USE OF MAPS TO LOCATE AND IDENTIFY AREA SEGMENTS

A. Type of maps

1. Grid Map
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In listing Area Segments you will be using two types of maps -- a GRID
MAP and a SEGMENT MAP.

The Grid Map is used to find the general location of the Area Segment and
msey be a county map or a city street or block map. Letters are entered at
spaced intervals on the sides of the Grid Map and numbers at spaced
intervals at the top and bottom of the map. The map is split up into
areas called grid zones; each grid zone is identified by a grid ’
reference. On county maps and on some block and street maps the grid
zones are set off by grid symbols —4*}- . The area within a particu-
lar grid zone is identified by the letter opposite it on the sides of
the map and by the number aBove and below it st the top and bottom of
the map. In Fig. 1 below, the grid zone shown between the four grid
symbols would be identified as B2. For the grid zone shown in the

upper left corner of the map only one grid symbol is shovmn. It can be
seon that, if shown, the other grid symbols would be located at points
halfway between the letters A and B and halfway between the numbers 1
and 2 as well as in the northwest corner of the zone., This zone would
be identified as A1. The identification of the grid zone will be

called the grid reference hereafter.

1 2 3
T T ! T T 1

R 4
e &

L

Fig. 1 EXAMPLE OF GRID ZONES IDENTIFIED BY GRID SYMBOLS
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A, Type of
maps--Con.

1.--Con,.

2. Segment

B. How to use
maps

1. Grid Map

2, Segment
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On maps which do not have grid symbols but do have spaced intervals
marked off en the sides by letters and on the top and botton by numbers,
the general location of Area Segments should be determined by the grid

reference in the same manner as described above.

The Segment Map shows the exact boundaries of the Area Segment and may show

the exact or the general location of some structures within the segment
depending on the kind of map available, In some cases no structures

will be shown on the map at all. The different kinds of maps used are
discussed in Section C on page C-7. The examct Area Segment boundaries are

outlined in red on the Segment Map.

In a few cases the map attached to the Segment Folder will identify the

location of the Area Segment but will not show exact boundaries. For thece

segments, a footnote on the map states the composition of the Area Segment.

Use the Grid Map to determineAthe general location of the segment and
the shortest route of travel to it. The general location of the segment
can be determined by using the grid map number and grid reference given
in the space for "Grid Ref." on the tab of the Segment Folder for the
segment..

There may be a number of Grid Maps for the PSU in which you are working.
Each map will have a number the first three digits of which are the PSU
code. The remaining digits identify the maps within the PSU and will be
the only part of the map number shown on the tab of the Segment Folder.

For example, suppose the entry for "Grid Ref." in the tab of the Segment

Folder were as follows:

GRID
REF. 3
B2

You would use Grid Map 3 and find the grid zone identified by grid
reference B2 (see Fig. 1). You would know that the segment was located
in that particular grid zone.

Use the Segment Map to determine the exact location and boundaries of
the Area Segment. After reaching what appears to be a segment boundary,
refer to the Segmént Map and check the boundaries shown on it against

the actual features on the ground to be sure you have properly identified
the segment, I
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Example
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For example, a segment might appear &s shown on the map below. Notice
that the southern boundary is an unnemed street. If there are several
unnamed streets on the ground, find the exact southern boundary of the
segment by determining the exact distance and position of the unnamed

street shown on the map in relation to named streets such as Hillcrest
Ave., Use the map scale and pace off the distance from the named street

as instructed on page C-12,

(

SCALE
So /00 fee€

JUNIPER __ AVE.
+
)
x
<
o

WE——{R“—G
ST.
| ~——
1 |

HILLCRES T SEEEEEEEEERENENNE AVE.

UNNAMED - WChN

TTH.

MT. ALTO ROAD

Fig. 2 ILLUSTRATION OF SEGMENT MAP

The position of the boundaries should be used exactly as shown on the
mep even though the corresponding features on the ground are now in a
different locetion. For example, a roed may ha\/re been rebuilt and its

route changed; yet the boundary on the map coincides with the old
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List all™
existing liv-
ing quarters
within
boundaries

C. Kinds of
Segment
Maps

1. Sanborn
detail
maps
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*location of the road. You must consider the old location as the

boundary to be used in this case.

If your Segment Map shows structures, changes may have taken place since
the map was prepared — new structures may have been built, old ones

converted or demolished, etc.

You must iist all existing living quarters within the segment boundaries

" even though not shown on the map. Do not list living gquarters which no

longer exist even though symbols of such quarters are shown on the map.

EXCEPTION: If a note on the map specifies that the Area Segment
consists of only certain addresses within the area outlined in

red on the Segment Map, list only the indicated addresses.

There are four kinds of maps on which the boundaries of segments may be

outlined. These are described below.

Wherever possible, segments are outlined on maps which show the location
and addresses of individual structures. (See Fig. 3.) These are called
Sanborn detail maps because they are made by the Sanborn Map Company.
Such maps may not show construction or demolition which has taken place
during the past few years. Be sure to list living quarters in all
structures within the segment boundaries as the structures exist on the
ground regardless of whether they are shown on the map. Use the
boundaries exactly as outlined on the map even though streets or other

landmarks have changed since the map was made.




C. Xinds of
Segment
Maps--Con.

1,--Con.

2i02

CUS HI\NG DR.

2104
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III} D

AVE,

PI1P ER

2103

2105 2107
FOURTH

| Fig. 3 SANBORN DETAIL MAP

1T

(The letter D" indicates dwelling; "F" flat; "S" store; "Apts." apartments; and "A" garage.
The mimbers inside the structure outline indicate the number of floors in the structure and the

numbers along the margin are street numbers.)

2. Block or
Street
Maps
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Notice that in the segment in Fig. 3 the eastern boundery extends from the

middle of Cushing Drive to the property line between 403 and 401 Piper Ave,
The southern boundary extends from Piper Ave. along the back property
lines of 2103-2111 Fourth Street, the property line between 2101 and

2103 Fourth Street, and then along Fourth Street to N. Norton Ave. The
other boundaries are the middle of N. Norton Ave, and Cushing Drive.

Some segments are outlined on Block or Street maps which show only the

location of blocks or streets and no structure detail. (See Fig. 4.)

(e
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Fig. 4 BLOCK MAP
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C. Kinds of Segmenl
Maps—Con.

3. Reproductions
of large-scale
hand-drawn
maps

Other segments will be outlined on reproductions of large-scale hand-drawn
maps which were prepared in the field by Census personnel. Usually the-
words "Final Copy" appear on these maps and there is little or no detail
shown outside the segment boundaries. Only thé boundaries outlined in

red are to be followed in determining the extent of the segment. While
these hand-drawn maps show the general location of houses and other
dwelling places, they may not show the exact location of these structures.
An example of a reproduction of a large-scale hand-drawn map is given

in Fig. 5.

2

Fig. 5. REPRODUCTION OF LARGE-SCALE HAND-DRAWN MAP

The following symbols are used on reproductions of Large-Scale Hand-Drawn Maps:

1
[:] = one housing unit v
Y

= special dwelling place

[»>

trailer or tent

L]
_'

[:] two housing units

£
f

= four housing units

!/ See Part B for definitions of "housing unit" and "special dwelling place".

CPS-250
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C. Xinds of
Segment
Maps—-Con.

3.-—Con.

Discrepancies
in boundary
locations

Map shows:

Segment

Boundary
here

o

Note that a square with a number (other than the house number) over it
indicates that there is more than one housing unit in the structure.
(See the structure located at 1051 Beech Tree Lane in Fig. 5.) The
figure indicales the number of housing units the structure contained at

the time the mep was prepared.

Other symbols used on reproduced hand-drawn maps are the same as

those on county highway maps. (See paragraph 4.)

It may happen that housing unit symbols were placed in the wrong location
on the map when it was prepasred in the field and:as a result the location
of a segment boundary on the map may differ from the location of the

boundary as it exists on the ground. For example,

N Physical layout on ground shows:

Boundary
would be
here

‘CPS-250
NHS~HIS-100
ML5-~300
SORAR-725

since map was
hand-drawn

In this particular case you should use the boundary as you find it on
the ground; that is, you should use as the boundary the side property

line of 10 Trenton Road as it is located on the ground.

CAUTION: Note that this rule (which is an exception to the general rule)
is to.be followed ONLY when the segment is outlined on a reproduced
hand-drawn map: and when the boundary in question is a property line
beside a numbered housing unit. In all other cases, you are to use the

location of the boundary as shown on the map.
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C. Kinds of
Segment
Meps--Con.

4. County
‘highway
maps

D. How to locate
boundaries
difficult to
find on the
ground
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Some segments will be outlined on a reproduction of a portion of a

county highway map of the kind illustrated in Fig. 6.

Fig. 6 TILLUSTRATION OF SEGMENT OUTLINED ON COUNTY HIGHWAY MAP

Symbols on a county highway map are explained in the Key on the map and
will help you locate and identify the bounderies of the segment. The
highway markers will identify the roads; for example, U.S., highway
numbers are indicated by a shield (::jzuw State highway numbers by a

triangle , rectanglei 7 ’or similar symbol, Symbols for schools
, churches , ete., will help identify the segment
boundearies. .

If a boundary is unnamed or is difficult to locate on the ground, use
the scale at the bottom of the map to determine the extent of the
boundary and its location in relation to well-defined and easily

locatable boundaries or landmarks,

To find the distance between two pcints,.vhere one is easily determined
on the map and on the ground, and the other is questionable or cannot be
located on the ground, place a piece of paper on the map so that the
edge of the paper touches one point. Place a pencil mark on the paper

opposite the other point as shown on the next page.
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D. How to locate
boundaries
difficult to
find on the
ground--Con,

Determining
length of
paece
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MAKE PENCIL MARK

DISTANCE €

Then place the paper next to the scale and read the distance as follows:

READ O/ISTANCE BETWEEN TWO ARROWS

| (a¥s, = /50FT )

b

600 0 600 -1200FT,
| e Eam ]

“— PENCIL MARK]
PIECE CF PAPER

After determining the distance according to the scale, pace off this

distance in the proper direction on the ground to find the location of

the undetermined point on the ground.

To determine the length of your pace, proceed as follows:

1.

Using the map scale, measure the distance between two identifiable

points on the map.

Walk between these two points on the ground, counting each step that
you take between the two points., ‘

Divide the number of steps into the number of feet measured by the
scale. The result is your pace which should be used in determining

distences from eazily locatable boundaries or landmarks to boundaries
which are difficult to find on the ground.

Example: In Fig. 2 the distance from the power line to Oak Street
is 1/4 inch which equals 25 feet according to the scale for Fig. 2.
Suppose you walked 12% steps from the power line to Oak Street.

You would know that in pacing off other distances, you would count

one step (that is one pace) as two feet.

c-12
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D. How to locate
boundaries .
difficult to
find on the
ground-—Con.

Example

Use of mileage
indicator
(epeedometer)

‘E. Special problems

in identifying

segment boundaries

1. Boundaries
consisting of
streets which
do not exist

2. Street name
on map
different
from actual
street name

CPS-250
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As pointed out on page C-6, the southern boundary of the segment shown
in Fig. 2 is an unnamed street. To determine the exact location of the
segment boundary which isAshown on the map as an unnamed street use the
map scale and measure on the map the distance from Hillcrest Ave. to the
unnamed boundary street. Then pace this distance off on the ground.

If the distance is 150 feet and your pace is 2 feet you would walk 75
paces. The street should be located at this point; if not, check your
measurements and if correct inquire as to whether the street was ever
cut through. Once you are sure you have determined the exact location
of the southern boundary as shown on the map, use that location as the

boundary on the ground.

Whenever the distance can be traversed by car and can be measured
accurately on the mileage indicator (speedometer) of your car use thic
method of measurement. You will find the mileage indicator (together
with information from local sources if necessary) useful in locating
boundaries which are township, county or other minor civil division
lines that are not indicated by a road, marker or other visible evidence

on the ground. If the distance is too short to be measured accurately

on the mileage indicator it should be paced off as instructed on page C-12.

Occasionally, you may find that one of the streets or other landmarks
which forms part of the segment boundary does nol exist. 1In such a case,
estimate where the street (or other landmark) was or would have been
located, carry out the listing using the estimated boundary, and report
the situation on an INTER—COMM:

If the street name on the map is different from the actual street name
consult available local maps or local officials to determine whether
the name of the street has been changed from that shown on the Segment
Map. If you find that the street has been renamed, change the street
name on the map and in the heading of the Segment List; then explain
the situation oﬁ an INTER-COMM. If the name of a boundary street has
chaﬂged, BE SURE that you follow the location of the boundary exactly

as indicated on the map.
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3. Other
boundary
problems

F. Bringing
reproduced
large-scale
hand-drawn maps
up to date at
time of original
listing
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If you encounter other boundary problems which yon are unable to resoclve,

report them on an INTER~-COMM.

Reproduced large-scale hand-drawn maps are prepared from sketches on
which housing units and potential boundaries are entered by field
personnel prior to listing. New construction, conversions and
demolitions may have taken place since these maps were prepared. Be
sure tc list every residential unit (house, apartment, flat, etc.) and
£ill a P-2255 for every special dwelling place in the segment even
though these are not shown on the map. Do not list units and special
dwelling places which no longer exist even though shown on the map.

Show the location of new units and special dwelling places by entering
the appropriate symbol.(see page C-9) on the map. Draw 2 large X on the
map through structures which no longer exist. For multi-unit structures
which change in size, correct the figure on the map showing the number

of units the structure contains.
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CHAPTER 3. WHAT TO LIST AND GENERAL PROCEDURE FOR LISTING

A. What to list Within each Area Segment, you are to list separately (1) each housing
unit and (2) in specified types of places each living arrangement which

does not meet the housing unit definition such as a room in a bsarding

house.
1. Units which Most of the units you are to list are housing units such as houses,
zzzt:ousing apartments, or flats. List these in accordance with the basic rules
given in Chapter C-5.
2., Units which Units consisting of living arrangements which do not meet the housing
iﬁié%%é unit definition are located in places such as boarding and rooming
units houses and special dwelling places. List units in these places accord-
ing to the special rules given in Chapter C-11, Rules for Handling
Unusual Situations and Chapter C-14, How to List Special Dwelling Places.
3. Structures In addition to listing housing units (and each living arrangement in -
zgiigvgzztain places such as boarding and rooming houses and special dwelling places)
quarters you are also to list "structures which contain no living quarters" as
instructed in Chapter C-8. The purpose of listing such structures is to
make sure that every place in which people live or might live is covered
and thus that all living quarters in the segment are listed.
B. General In general you are to list by observation. This means that you will
gi:iiﬁgre for list separately each house uhich'appears to contain only one housing
unit and each apartment, flat, trailer, etc., If a structure or part
of a structure appears to contain more than one housing unit but there
is 1little indication from the outside as to the number of units to be
listed, you are to inquire to determine the number of units the place
contains as instructed in Chapter C-4.
In places such as boarding or rooming houses, nontransient hotels and
special dueliing places, you must always inquire to determine the number
of units the place contains. In apartment houses and in structures
containing numbered flats, you will, of course, list by observation each
apartment or flat.
If an Area Segment is in a permit area, you may need to inquire to
determine "year built" at the time of listing and will always be inquiring
about "year builth for structures added in updating. See Chapter 16 of
Part C for instructions about "year built" at the time of listing and
updating; see Chapter 12 of Part C for "year built" instructions in
segments which appear to contain more than 100 units.
CPS-250 C-15. (Revised December 1964) N
NHS~HIS-100
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CHAPTER 4. WHEN AND HOW TO MAKE INQUIRY

A, When to
inquire

B. How to inquire
in residential
structures other
than large multi-
unit structures

1., Approach to
use

2. Questions
to ask
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You will only need to make inquiries in the situations described in Sec-
tion B on page C-15. Always talk to a responsible person in making
inquiries. In inquiring about "year built" follow the instructions in
Chapter 16 of Part C (and in Chapter 12 if the segment to be listed

appears to contain more than 100 units).

When necessary to inquire to determine the number of units in residential
structures other than apartment houses, rooming and boarding houses,
nontransient hotels and special dwelling places, use an approach similar

to the following:

"] am with the U.S. Bureau of the Census. (Show your
identification card.) The Bureau is conducting a sample survey and in
connection with this survey we are making a listing of the separate
living quarters of all persons in this area, Are there living quarters--
either occupied or vacant -- for more than one family or for boarders

or roomers in this house?"

If there are rooms for boerders or roomers, follow the instructions in

section 1 on page (C-53.

If the respondent indicates that more than oné family lives in the
house, ask additional questions to determine whether the living quarters

of each family is a housing unit.

For example, if the respondent says another family occupies the second
floor of her two-story house, ask whether both families live and eat
together as onme group. If the answer is yes, list the house occupied

by the two families on one line of the listing sheet.

If the respondent‘indibates that the families live separately, ask
whether the upstairs family has an entrance directly from the outside
of the structure or from a hall which is not a part of the downstairs
living qﬁarters. If no direct access, ask whethar the upstairs family
has a kitchen or cooking equipment for their exclusive use. If the
upstairs family has either direct access or cooking equipment for
exclusive use, list the two apartments on separate lines of the listing
sheet. If the upstairs family has peither direct access nor cooking
equipment for exclusive use, list the structure on one line of the

listing sheet.

C-16 (Revised December 1964)
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B. How t¢ inquire in

residential structures

other than large

multi-unit structures

—=Con.

2. —-Con.

3. How to close
inguiry

4. How to show you
have inquired

C. How to inquire in
apartment houses

Questions
to ask

D. How to inquire in
boarding and
rooming houses,
nontransient hotels
and cpecial
dwelling places

E. How to inquire in
nonresidential
structures
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Aléo ask whether there are an& living quar{ers, including those which

may be vacant, in other structures on the property. If there are such
quarters, deterﬁine whether they are located inside the segment boundaries
and if so whether they meet the housing unit definition; then list
accordingly. Do not list other structures on the property which are

located outside segment boundaries.

After you have completed your inguiry thank your respondent and tell her
"A sample of households is tc be selected for the survey. If yours is

selected we will be back for more information.

Enter a check mark in the left margin of the listing sheet opposite the

description of each residential unit at which you have inguired.

If not satisfied by observation when listing an apartment house, identify
yourself, explain the survey and ask the following questions of a

responsible employee, or tenant if no employee is available.

"How many apartments are ih this building?"

"What are their numbers?"

"Are there any other quarters in the basement or attic used by the
janitor or any other employee?"

"Are there any vacant or occupied living quarters in any other building
on this propert&?"

In boarding and rooming houses, nontransient hotels, and special
dwelling places, you must always inquire to determine the number of

units to be listed or sampled, using the procedures given in Chapters
C-11 and C-14.

To determine whether there are any living quarters in nonresidential
structures, ack of a responeible person connected with the building any

questions you may think necessary, such as:

"Does the president or general manager of the company have a penthouse

¢uite, or perhaps living quarters adjoining his office?"
"Are there any janitors who live in the building?"

"Are there any maintenance personnel who are on call at all hours of

t+he day or night who therefore have living quarters in the building?"

C-17




CHAPTER 5. BASIC RULES FOR LISTING

A. Summary of
basic rules

B. Discussion of
basic rules

1, List on Segment
List every housing
unit and in
certain types of
places every liv-
ing arrangement

Exception
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There are five basic rules which must be followed in listing.

1. Every housing unit and in certain types of places every living
arrangement must be listed if occupied or intended for occupancy.

2. Every special dwelling place must be recorded on a Special Dwelling
Listing Sheet.

3. Every structure with no living Quarters mst be listed.

4. Every part of the segment must be covered.

5. The "main entrance™ rule must be applied to structures which cross

segment boundaries,

The basic rules are discussed in detail below.

List on a form called the Segment List (see Chapter C-6) all housing
units (except those in special dwelling places) within the segment
boundaries., In addition, list on this form all living arrangements in
boarding and rooming houses regardless of whether they are housing units.
List all of these living quarters whether occupied or vacant or under
construction. Watch for basement, side and rear entrances, as they may
lead to separate living quarters. Look for-two or more doorbells, mail-
boxes, electric meters, etc.,, which usually show that the structure
contains several living quarters. Some structures have more than one
address which generally indicates there is more than one residenti