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Primary Purpose

Secondary Purpose

Survey Sponsor

Topic 1. Purpose and Sponsor

The primary purpose of the National Crime Victimization
Survey (NCVS) isto obtain, from respondents who are

12 years of age and older, an accurate and up-to-date
measure of the amount and kinds of crime committed
during a specific six-month reference period. The NCVS
also collects detailed information about specific incidents
of criminal victimization that the respondent reports for the
six-month reference period.

NCV S also serves as a vehicle for obtaining supplemental
data on crime and the criminal justice system, including:

« Attitudestoward crime and police officers,
e Crimeincidentsin our schools, and
» Nonfatal workplace violence.

This supplemental information is collected periodically,
along with the standard NCV S data.

NCVSis sponsored by the Bureau of Justice Statistics
(BJS), which is part of the U.S. Department of Justice. At
thistime, it isthe largest ongoing statistical survey
sponsored by BJS.

BJSisresponsible for collecting, analyzing, publishing, and
disseminating statistical information on crime, its
perpetrators and victims, and the operation of justice
systems at al levels of government. BJSis also responsible
for providing timely and accurate data about crime and the
administration of justice to the President, Congress, other
government officials, and the general public.

An Overview of the National Crime Victimization Survey
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NCVSvs. Police Reports

BJS also supports and manages two clearinghouses which
people can call toll-free to obtain information and
publications. They are:

» The Bureau of Justice Statistics Clearinghouse at
1-800-732-3277 and

» The Drugs and Crime Data Center and Clearinghouse at
1-800-666-3332.

BJS also has statistics available on the Internet. Their web
site address is www.oj p.usdoj.gov/bj /.

To succeed in providing timely and reliable statistics on
crime and its impact on society, BJS contracts with the
Bureau of the Census to conduct the NCV'S, which isthe
main source of information for measuring crime and
assessing its impact.

Most estimates on the amount and nature of crime are
derived from police reports. However, evidence has proven
that a significant number of crimes are never reported to the
police. Victims have cited some of the following reasons
for failing to inform the police about crimes:

« Victim felt that nothing could be done.

« Victim thought that the crime incident was not
important enough to report to the police.

» Victim decided that the incident was too private or
personal.

« Victim felt that the police would not want to be
bothered with the incident.

An Overview of the National Crime Victimization Survey

A1-3



Part A, Chapter 1 NCV S-550 (2/2003)

Police departments often lack the personnel or technical
resources necessary to record and publish the kind of
detailed data from crime victims that are required for
comprehensive criminal justice planning, evaluation, or
analysis. The Bureau of the Census has both the personnel
and the technical resources to conduct and supply reliable
and detailed statistics on victims of crime. Y our work as an
NCV Sfield representative will allow usto succeed in
providing BJS with the type of crime victimization data that
police reports cannot.

An Overview of the National Crime Victimization Survey
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How the NCV S Began

I mproving Accuracy and
Usefulness

Topic 2. Historical Overview

Between January 1971 and July 1972, the Census Bureau
conducted the first nationwide victimization survey as a
supplement to the already established Quarterly Household
Survey (QHS). During that period, only minor changes
were made to the survey questions in an effort to improve
data quality.

In July 1972, the National Crime Survey (NCS) became a
separate national sample survey as a pioneering effort. The
first sponsor of the NCS was the Law Enforcement
Assistance Administration (LEAA). Thissurvey began
when the LEAA received a mandate set forth by

Section 515b of Public Law 93-83 to collect, evaluate,
publish, and disseminate information on the progress of law
enforcement within the United States.

The NCS was intended to complement the crime
information that the FBI reports annually to law
enforcement agencies in the Uniform Crime Reports. The
NCSisdesigned to provide a detailed picture of crime
incidents, regardless of whether they were reported to the
police. Thissurvey also provides a picture of crime victims
and crime trends as seen from the victim's perspective.

In December 1979, NCS was transferred to the Bureau of
Justice Statistics, U.S. Department of Justice. During that
same year, the first mgjor attempt was made to improve the
quality and utility of the NCS data.

In the mid-1970s, the National Academy of Sciences
evaluated the accuracy and usefulness of the NCS.
Although the NCS was effective in measuring crime, they
did pinpoint certain aspects of the survey that could be
improved. During 1979 to 1985, a group of expertsin

An Overview of the National Crime Victimization Survey
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criminology, survey design, and statistics conducted a
detailed study and testing of the NCS.

Their findings resulted in a survey redesign that would:
» Increase reporting of crime victimization, and
e Provide additional details on individual crimeincidents.

The recommended changes were phased in as part of atwo-
stage process--near-term and long-term. The "near-term”
changes were not substantial enough to affect the
comparability of the crime rates for previous years, and
these changes were implemented in July 1986. On the
other hand, the long-term changes have had a substantial
impact on the NCS crimerates. These long-term changes
were phased in gradually starting in 1989, and were fully
implemented by July 1993.

To achieve the redesign objectives, the following
improvements were made between 1986 and 1993:

» Better "short cue" screening questions were added to
stimulate respondent recall of incidents.

» More thorough descriptions of crime incidents were
added as an effort to help al respondentsinterpret NCS
concepts correctly.

» Computer-assisted telephone interviewing was
introduced to improve data collection for selected
sample segments.

»  Specific questions about rape and sexual assaults were
added to improve measures of these crimes.

An Overview of the National Crime Victimization Survey
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Overview of Changes
Between 1999 and 2003

» Screening questions were reworded and added to get a
better measure of domestic violence.

As part of al the redesign changes, BJS decided in late
1991 to rename the NCS to its current name, the National
Crime Victimization Survey.

In January 1999, a series of hate crime questions were
added to the NCV S-1, Basic Screen Questionnaire, and the
NCVS-2, Crime Incident Report. Inthe NCVS-1, we are
trying to determine if there is any reason to suspect that an
act of vandalism was a hate crime or a crime of prejudice of
bigotry, while in the NCV S-2, we want to determine if
there is any reason to suspect the reported incident was a
hate crime or a crime of prejudice or bigotry.

In July 1999, a question asking whether the household’s
living quartersislocated on an American Indian
Reservation or on American Indian Lands was added to the
household’s Control Card, NCVS-500. A similar question
was added to the Crime Incident Report, NCV S-2, asking if
the incident took place on an American Indian Reservation
or on American Indian Lands.

In July 2000, the lifestyle and home protection questionsin
the NCV S-1 were deleted and the hate crime guestions on
the NCVS-1 and NCVS -2 wererevised. A new series of
disability questions were asked of persons who reported an
incident in the seventh enumeration period.

In January 2001, the new disability questions were asked in
the NCV S-2 of all persons reporting an incident.

In July 2001, a new series of computer crime guestions
were added to the NCVS-1. Another change involved the
expansion of answer categories for the following NCVS-2

An Overview of the National Crime Victimization Survey
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items: 10, 70, 84, and 158, along with the addition of
revised employment questions for the NCV S-2.

In January 2003, changes were made to the Control Card

items which ask about educational attainment, ethnicity,
and race.

An Overview of the National Crime Victimization Survey
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Topic 3. Sample Design

NCV'S Sample Population Any noninstitutionalized person who is 12 years of age or

and Size older and livesin the United Statesis eligible for the
NCVS. Every 6 months, approximately 54,000 housing
units and other living quarters, such as college dormitories
and religious group dwellings, are designated for sample.

Persons who are not included in the scope of this survey
include:

e Crew members of merchant vesseals,

« Armed Forces personnel living in military barracks,
and

» Institutionalized persons, such as correctional facility
inmates.

Primary Sampling Units The households to be interviewed for the NCVS are
selected by scientific sampling methods from specific
sampling areas across the United States. We refer to these
sampling areas as Primary Sampling Units (PSUSs).

All counties, minor civil divisions (MCDs), and

census county divisions (CCDs) are classified and grouped
together based on similar characteristics. These
characteristics include geographic region, population
density, rate of growth, population, principal industry, and
type of agriculture.

There are two main types of Primary Sampling Units
(PSUs)--stratification PSUs and field assignment PSUs.

In most states, stratification PSUs consist of one or more
adjoining counties and independent cities. In New England
and Hawaii, they could consist of one or more MCDs or

An Overview of the National Crime Victimization Survey
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Sample Unit Selection

Interviewing Pattern

CCDs. MCDs and CCDs are portions of astate similar to a
county, but smaller in size.

In order for each FR to have a more manageable
assignment area, stratification PSUs are divided into
smaller field assignment PSUs. In most states, these field
assignment PSUs consist of one county.

Each stratification PSU is made up of four different
sampling frames--Unit, Permit, Group Quarters (GQ), and
Area. The NCV S selects sample units from each of these
sampling frames.

For the Unit and GQ frames, sample addresses come from
the 1990 censusfiles. For the Permit frame, sample
addresses come from building permit data supplied to us
from building permit offices. For the Areaframe, FRs
canvass sample blocks from the 1990 census files and
create address lists for these blocks. Then, the address lists
are used to select sample households to be interviewed for
the NCVS.

All sample housing units selected for the NCV S are divided
into six equal rotation groups. Each rotation group is
further divided into six panels. Each month, one panel
from each rotation group or one sixth of each rotation
group is selected for interviewing. Asaresult, adifferent
panel gets interviewed each month.

An Overview of the National Crime Victimization Survey
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Here'san example: In December 2002, we used Samples J20 and J21 to select casesfor
NCVSinterviewing. From Sample J20, cases will be assigned for interview from Panel 6 of
rotation groups4, 5, and 6. From Sample J21, cases will be assigned for interview from
Panel 6 of rotation groups 1 through 4.

Sample=>

J20 J21

December 2002=>

64 65 66 61 62 63 64

In thisexample, the" 64" standsfor " Panel 6, Rotation 4, " 65" standsfor " Panel 6,

Rotation 5," and so forth.

CATI Eligible PSUs

Over a 3-year period, sample housing units from each
rotation group are interviewed once every 6 months. Over
a 6-month period, adifferent panel of households gets
interviewed each month. Every 6 months, a new rotation
group enters the NCV' S sampl e to replace an outgoing
rotation group whose 3-year interview cycle is complete.

FRsand CATI interviewers conduct a majority of their
NCVSinterviews during the first 2 weeks of each month.
Theinitial interview with a sample household is aways
conducted by personal visit and is used primarily to
establish atimeframe to avoid duplication of crimes during
subsequent interviews. Whenever possible, subsequent
NCVS interviews are conducted by telephone.

NCV S utilizes Computer-Assisted Telephone Interviewing
(CATI) for about 30 percent of the sample households.
Segments of PSUs are identified to determineif they
qualify for CATI interviewing. Our main goal isto have an
optimal workload for our field representatives.

An Overview of the National Crime Victimization Survey
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Typesof NCVS Data
Products

Topic4. Data Productsand Their Uses

All datathat we collect for NCVS are tabulated in the form
of statistical summaries. No individuals who participate in
this survey can ever beidentified from the statistical totals
that are released to the public.

Once we turn over these statistical summaries to the Bureau
of Justice Statistics, they have a specia analysis group who
analyze the data and produce several types of publications
on an annual basis.

Some of the publications released from this survey include:
w  Criminal Victimization in the United States

= Changesin Criminal Victimization

ww  Female Victims of Violent Crime

BJS routinely distributes copies of their publications to:

State and regional planning agencies,
Colleges and universities,
Commercial and industrial groups,
Citizen groups,

Professional associations,

Federal, state, city, and local police,
Courts and correctional agencies, and
Legidative bodies.

diidiliil

BJS also makes selected crime victimization data available
through the Internet.

In addition to BJS, the Census Bureau makes available full
sets of data tabulations to a variety of data users. These

An Overview of the National Crime Victimization Survey
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Who UsesNCVS Data and
Why

tabul ations include many tables that never make it into the
printed publications.

After the survey results have been modified to protect the
confidentiality of our respondents, both the Census Bureau
and the University of Michigan disseminate NCV S data
tapefiles. The University of Michigan uses a grant
awarded by BJS to release NCV S datain aformat that
makes them more accessible to the general public, criminal
justice practitioners, and academic researchers.

Users of NCV S data cover a wide audience of groups and
persons who are all concerned about crime and crime
prevention. These usersinclude:

. Researchers at academic, government, private, and
nonprofit research institutions;

. Community groups and government agencies;

. Law enforcement agencies; and

. Print and broadcast media.

Resear chers use NCV S data to prepare reports, policy
recommendations, scholarly publications, testimony before
Congress, and documentation for use in courts.

NCV S data are used by researchers to explore the public
policy implications of victimization data. From a
policymaker's point of view, it isimportant to know the
effect, if any, police behavior, and the legal and
correctional systems have on crime levels.

Researchers also use the NCV S information to investigate:

. Why certain persons are victimized more than others,

An Overview of the National Crime Victimization Survey
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. The characteristics of attempted versus actual
victimizations,

. The reasons why persons do not report crime
incidents to the police, and

. Victimization among juveniles, domestic violence,
gun-related crimes, multiple victimizations, and so
forth.

Community groups and gover nment agencies use the
data to develop neighborhood watch and victim assistance
and compensation programs.

The NCV S produces several factsthat are relevant to
projecting the costs of victim compensation programs.
After reviewing specific NCV Sfacts, it was reveaed that
some of the eligibility restrictions for existing
compensation programs are not entirely relevant to the
types of people most likely to be victimized. Thiswas
determined by examining data on age, employment status,
and family income of victims of personal crimes, together
with findings about victim/offender relationships in these
crimes.

L aw enforcement agencies use the NCV Sfindings for
training purposes, and the findings can be seenin crime
prevention public service announcements and in crime
documentaries.

Law enforcement agenciesin various cities also use NCVS
datato increase:

. Citizen cooperation with officials in deterring and
detecting crime,

An Overview of the National Crime Victimization Survey
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Specia police strike forces to combat those crimes
which the survey indicates as being most prevalent,
and

Street and park lighting programs in those areas with
the highest reported crime rates.

Print and broadcast media regularly cite NCV S findings
when reporting on a host of crime-related topics.

Here are some examples of crime victimization highlights
that could be of interest to the print and broadcast media:

The violent crime rate fell 10% between 2000 and
2001 due primarily to a significant decrease in the rate
of simple assaullt.

The overall property crime rate fell 6% between 2000
and 2001 because of decreases in theft and household
burglary rates.

Violent crimes were less likely to involve firearmsin
2001 than in the period between 1993 and 1996.

Some other reasons why data users want the crime
victimization information produced from the NCVS
include:

Planning for public education programs, police patrol
strategies, and new communities and housing
projects. Thistype of planning requires a knowledge
of the characteristics of victimized persons and
households, as well as when and where victimizations
occur.

Conducting feasibility studies and planning programs
for the restitution and compensation to victims of

An Overview of the National Crime Victimization Survey
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crime. These studies and programs require
information on the nature and extent of injury and
loss that results from criminal victimization.

Assessing the need for property identification
programs. These programs require information on the
level of property recovery after burglaries and thefts.

Understanding more about the nature and extent of
biases in police data on known offenses. These
studies require a knowledge of the levels of
nonreporting to the police, together with information
on the kinds of victimization that are
disproportionately not reported to the police.

An Overview of the National Crime Victimization Survey
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Topic 1. Introducing the Survey and Its Authorization

Introducing Y our self and
the Survey

Suggested I ntroductions

After making contact with a respondent, you must introduce
yourself, verify that you contacted the correct address, and
introduce the survey. Y our introduction needs to include the
following information:

« Who you are (your full name),
* Who you represent (the U.S. Census Bureau),

» Proof of your identification for personal visit interviews
(your official ID card), and

» The purpose of your visit/telephone call (conducting a
survey to determine how often people are victims of
crime).

Also, ask whether the household received our introductory
letter for personal visit interviews or provide the information
required by the Privacy Act (shown on page 2 of the
Information Card Booklet, NCVS-554).

For apersonal visit interview, you can say something
similar to the following introduction:

"1'm (your name) from the United States Census Bureau.
Hereismy identification. (Show ID card and verify
address.) The CensusBureau isconducting a survey
here and throughout the Nation to deter mine how often
people arevictims of crimes. Did you receive our
letter ?"

When you are not sure if the person who greets you at the
door is at least 18 years of age, ask:

"1 need to talk to someonewho isat least 18 years of age
and knowledgeable about this household? Would that
beyou?"

Conducting the National Crime Victimization Survey Interview
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Why We Use Introductory
Letters

Here's an example of an introduction you can use when
conducting atelephone interview:

"1'm (your name) from the United States Census Bureau.
(verify address) The Census Bureau isconducting a
survey here and throughout the Nation to deter mine how
often people are victims of crimes. We contacted your
household for this survey several monthsago. | would
liketo talk to someonein the household who is at least

18 year s of age and knowledgeable about this
household? Would that be you?"

Keep in mind that the first contact with a sample household
must be a personal visit.

The NCV S uses two different introductory letters to comply
with the provisions of the Privacy Act of 1974. This Privacy
Act requiresthat all Federal agencies provide specific facts
to anyone from whom they plan to collect personal
information. These factsinclude:

= Thelegal authority for collecting the information;
i  The principal purposesfor collecting the information;
w  Thevarious usesfor the data after it is collected; and

= The mandatory or voluntary nature of the survey and
penalties, if any, for not providing information.

One introductory letter, NCVS-572(L), isusually mailed to a
household just before it comesinto sample for the first
enumeration period. The other introductory letter,
NCVS-573(L), isusually mailed before each subsequent
enumeration period.

In addition to complying with the Privacy Act of 1974, both
|etters prepare the household for your visit/telephone call
and provide the household with your regional office address
and telephone number.

Conducting the National Crime Victimization Survey Interview
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How To Use Introductory
Letters

Y our regional officeis responsible for mailing out
introductory letters and indicating on the NCV'S Control
Card (NCVS-500) whether or not they mailed aletter. Your
assignment materials will also include copies of both
introductory lettersin case you need to hand them out during
personal visit interviews.

For each enumeration period, your regional office will mark
Item 5 on the NCV S Control Card to let you know whether
or not they mailed an introductory letter to the sample
household. Always check Item 5 before starting an
interview. Then, take the following actions:

If"No" ismarked in Item 5 or Item 5 isleft blank--

Personal Visit - Before you start introducing yourself to the
respondent, hand the respondent a copy of the appropriate
letter for the enumeration period. Asyou hand the letter to
the respondent, say something similar to: "I would like you
to have this letter which introduces this survey and the
purpose of my visit." Allow the respondent time to read the
letter before the interview.

Telephone - When conducting an NCV Sinterview by
telephone, it is not necessary to mention the introductory
letter. However, you may find the following Privacy Act
statement useful, even when the respondent has received our
letter and still has questions about the survey's purpose, any
penalties for not participating in the survey, or the
importance of each sample household's participation:

" The Census Bureau is conducting the National Crime
Victimization Survey for the Bureau of Justice Statistics of
the United States Department of Justice. The survey's
purpose is to provide information on the kinds and amount
of crime committed against households and individuals
throughout the country. All survey information will be
used for dtatistical purposesonly. Thissurveyis
authorized by Title 42, Section 3732 of the United States
Code.

Conducting the National Crime Victimization Survey Interview
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NCVS Authorization

Participation in this survey isvoluntary and there are no
penalties for refusing to answer any questions. However,
your cooperation is extremely important to help insure the
completeness and accuracy of this much needed
information.”

If"Yes' ismarked in Item 5 (for first enumeration

period):

Since al first enumeration households are personal visit
interviews, ask the respondent, at the end of your
introduction, whether or not he/she received the NCVS
introductory letter. If the respondent states that he/she did
not receive it or doesn't recall seeing it, hand the respondent
acopy of the NCVS-572(L) and allow time for reading it.

If"Yes' ismarked in Item 5 (second through seventh
enumer ation period):

In most cases, you will conduct these interviews over the
telephone and will not need to ask about the introductory
letter for the second through the seventh enumeration period.
There are afew instances when you would need to ask about
the introductory letter or provide the Privacy Act
information for second through seventh enumeration period
households. These exceptions include households that were
Type A noninterviews during the first enumeration period,
and cases where you discover areplacement household.

Currently, BJS is authorized to collect statistics on
victimizations through Title 42, United States Code,
Section 3732 of the Justice Systems Improvement Act of
1979. Although thislaw authorizes BJS to collect
victimization information, it does not make respondent
participation mandatory.

Title 42 aso requires that all information collected from
respondents be kept strictly confidential, so that individual
respondents or households cannot be identified from the
survey results. (See Topic 2 of this chapter for more details
about confidentiality.)

Conducting the National Crime Victimization Survey Interview
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How We Define
Confidentiality

Confidentiality and Y our
Job

No One Home

Topic 2. Confidentiality

By law, Titles 13 and 42 of the United States Code, the
Census Bureau is required to guarantee that we will not
release any information from which respondents can be
identified. Only sworn Census Bureau employees are
allowed to see names, addresses, and other personal
information that we collect.

While working as an FR, you must avoid mentioning or
providing anyone, other than sworn Census employees, with
any survey materials that would link a specific household or
person with a specific survey. When discussing your job,
always be careful never to reveal any information collected
during an interview to an unauthorized person or alow
unauthorized persons to view completed questionnaires.

Always be careful to store completed questionnaires out of
sight, so that unauthorized persons won't be tempted to look
at them. Never leave completed questionnaires on table or
dresser tops at home, in motel rooms, at restaurants, or any
other public place. When traveling in your vehicle, always
keep completed forms locked out of sight, especially when
you leave your vehicle.

When you find that no one is home at a sample address, you
need to be very careful how you inquire about the best time
to reach someone at the sample address. If you ask a
neighbor, apartment manager, or someone else living
nearby, do not mention the survey name or attempt to
describe the survey.

Here's an example of what you may want to say:

"Heéello, | am (your name) from the United States Census
Bureau. Hereismy identification (show ID). | need to
interview the household at (sample address), but no oneis
at home now. Do you know when | might find someone
at home?"

Conducting the National Crime Victimization Survey Interview
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Nonhousehold Member
Proxy Respondent

Using an Interpreter

Telephone I nterviews

Personal Visit
I nterviews

In the few cases where it is acceptable for you to alow a
nonhousehold member as a proxy respondent, you cannot
provide the proxy respondent with any information that was
provided by household membersin earlier interviews/
enumeration periods. Thisincludesinformation on
household composition, marital status, education, income,
and any other responses provided on the Basic Screen
Questionnaire (NCVS-1) and Crime Incident Reports
(NCVS-2s).

To fully comply with our confidentiality rules, reask Control
Card Items 13a and 14 of the nonhousehold respondent, and
then only ask the NCV S-1 questions for the persons named
by the nonhousehold respondent (those already listed and
newly added).

There may be instances when you need the assistance of an
interpreter. Perhaps the respondent speaks a language that
you can't understand or he/sheis unable to speak at all.
Only use an interpreter that the respondent iswilling to
accept. If the respondent objectsto a particular interpreter
or you can't locate an interpreter, call your supervisor for
help in finding an acceptabl e interpreter.

When conducting an interview over the telephone, do not
permit unauthorized persons, such as your family members
or neighbors, to listen to an interview.

If nonhousehold members are present, either in a sample
housing unit or a group quarters, ask the respondent if he/she
wishesto be interviewed in private. If so, make the
necessary arrangements to either interview the person
elsewhere or at adifferent time. Some respondents may
prefer not to be interviewed while other household members
are present. Always respect the respondent’s need for a
private interview.

Conducting the National Crime Victimization Survey Interview
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Reassuring Respondents

Here are afew examples:

Y ou visit asample housing unit and discover that there are
relatives visiting from out of town.

Or

Y ou visit a college dormitory to interview a student and find
students from other dormitory rooms studying in the sample
student's room.

Even though al NCV S data that we collect are tabulated in
the form of statistical summaries, some respondents may
still feel uneasy about providing the requested information.
Here are some facts that you can relay to respondents who
may be concerned about confidentiality:

-» Beforeany NCVSdata are released, al personal
information is removed and only summary information
or totals are released to data users.

-» The Census Bureau takes its confidentiality promise to
respondents very seriously. A Census Bureau
employee can be fined up to $250,000 and/or
imprisoned for up to 5 years if the employee is found
guilty of an unauthorized disclosure of individual
information provided to the Census Bureau. Our
agency has an unchallenged record when you examine
how we protect a respondent’s confidentiality.
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Topic 3. Eligible Respondents

Types of NCVS Respondents

Interpreters and Signers

There are three types of respondents for the NCVS:
v Household respondents,

v Individual respondents, and

v Proxy respondents.

Certain NCV S forms and sets of questions require different
respondents. There are specific questions on the Control
Card (NCVS-500) and the Basic Screen Questionnaire
(NCVS-1) which relate to the household and are asked only
once during each enumeration period. Werefer to the
respondent for these questions as the " household
respondent.”

All other questions for the NCV S are considered " self-
response’ guestions. In other words, each household
member who is 12 years of age or older is expected to
answer for himself/herself. We refer to these respondents as
"individual respondents.”

Asalast resort and only under specific conditions, we will
allow another person to answer questions for a household
member. We refer to this person asa” proxy respondent.”
In most cases, a proxy respondent will be another household
member. Strict rules arein place for when to accept a proxy
interview, since a proxy respondent is more likely not to
report acrimeincident and less likely to know the full
details concerning reported incidents.

"Interpreters' are acceptable for respondents who cannot
read or speak English, and " Signers' are acceptable for
respondents who are deaf. However, interpreters and signers
are not considered "proxy respondents,” because they are

not responding for the household member.

Conducting the National Crime Victimization Survey Interview

A2-9



Part A, Chapter 2

NCV S-550 (2/2003)

Rules for Household
Respondents

First Person to I nterview

Interpreters are translating the NCV S questions into the
respondent’s language and then tranglating the respondent's
answers into English for you. Signersare using sign
language to relay the NCV S questions to the respondent, the
respondent uses sign language to answer the questions, and
then the signer tells you the respondent’'s answers.

Whenever you have the assistance of an interpreter or a
signer, note that fact in any summary reports that you
complete for the respondent.

Y our goal for selecting a household respondent isto find the
most knowledgeable household member who is at least

18 years of age. By most knowledgeable, we mean the
household member who is most likely to give accurate
answers to the household questions. Most often the
household respondent will be the reference person (one of
the persons who owns or rents the home). (See Part C,
Chapter 1, for more details about reference persons and
household respondents.)

You must select and interview the household respondent
befor e interviewing any other household members,
regardless of whether you interview by personal visit or
telephone.

For afirst enumeration period household, ask to speak
with one of the persons who owns or rents the home, as soon
as you have introduced yourself and verified that you are at
the correct address.

For asecond through seventh enumeration period
household, ask to speak with the person who was the
household respondent during the previous enumeration
period, as soon as you have introduced yourself and verified
that you contacted the correct address. If that person is not
available, you can ask to speak to the reference person,
another household member who owns/rents the home, or a
household member who is at |east 18 years of age and
knowledgeable about the household.

Conducting the National Crime Victimization Survey Interview
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Exceptionsto the Age
Requirement

Switching Household
Respondents

There are only two instances when a household respondent
can be under 18 years of age.

= \When the household's reference person (one of the
person's who owns or rents the home) or the spouse of
the reference person is 17 years of age, you can select
either person as the household respondent. Because
they are MARRIED, either person qualifiesasa
household respondent, even though one personis
17 years of age.

= \When you have a household in which ALL household
members are 17 years of age, select the most
knowledgeable household member as the household
respondent. However, if the household has at |east one
17-year-old household member and the remaining
members are under 17 years of age, select the 17-year-
old household member as the household respondent.

NOTE: If you encounter a household in which ALL
household members are under 17 year s of age,
contact your supervisor who will discuss this
situation with Headquarters staff and then let you
know how to handle the case.

If it becomes obvious that you are interviewing a household
member who is unable to answer the household questions,
you must:

« Find amore knowledgeabl e household respondent, or

» Arrange to return to the household when amore
knowledgeable respondent is available.

However, you must interview the household respondent
BEFORE interviewing any individual respondents. If you
have to change household respondents, start the interview
over again from the beginning.
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Rulesfor Individual After you are done interviewing the household respondent,

Respondents then you can interview each of the remaining household
members who are 12 years of age and older. We want self-
responses from each of these household members. This may
reguire you to make callbacks, so that you can talk directly
to each household member.

Rulesfor Proxy To be dligible as a proxy respondent, a household member
Respondents must be:

v Atleast 18 years of age,

v Knowledgeable about the household member for
whom he/she is responding, and

v A completed NCV S interview himself/herself before
providing a proxy interview.

The only time a proxy respondent can be under 18 years of
age is when the reference person or the spouse of the
reference person is under 18 or all household members are
under 18 years of age.

Proxy Respondents Who Before you can accept a nonhousehold member as a proxy
Are Not Household respondent, all of the following conditions must apply:
Members

. All household members cannot be interviewed due to
health problems or mental incompetence.

. During the entire reference period, all household
members have been unable to leave home unless they
were accompanied by a caretaker who is nonhousehold
member.

. Proxy interviews are provided by the nonhousehold
member caretaker for ALL eligible household
members, including the household respondent’s
interview.

Conducting the National Crime Victimization Survey Interview
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When Not to Use a
Nonhousehold Member

. The nonhousehold member caretaker must be at | east
18 years of age.

. During the entire reference period, the nonhousehold
member caretaker had responsibility for the care of
each eligible household member.

The only time you are alowed to take a proxy interview for
a household respondent is when all of the conditionsfor a
nonhousehold member proxy respondent have been met and
the nonhousehold member is the proxy respondent for the
household respondent and all remaining eligible household
members. Otherwise, one of the eligible household
members must be the household respondent.

If any of the household members, who require proxy
interviews, have not been under the care of the
nonhousehold member for more than a few days during the
reference period, do not accept a proxy interview from the
nonhousehold member.

Here are afew examples of when not to accept a
nonhousehold member caretaker as a proxy respondent:

v/ A nonhousehold member goes on a 2-week vacation and
is not with the household member during those 2 weeks.

v/ The household member isin ahospital or anursing
home or visiting with relatives for one or more months.
During that time, the nonhousehold member caretaker is
not staying with the household member.

If you have a case where you are not sure whether to accept
a nonhousehold member caretaker as a proxy respondent,
always check with your supervisor before conducting the
proxy interview.
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Protecting the Rights of
Household Members

Entrieson the Basic
Screen Questionnaire
(NCVS-]) for
Nonhousehold Member
Proxy I nterviews

Make sure that a nonhousehold member caretaker is an
acceptable proxy respondent before conducting a proxy
interview. If you alow an unacceptable nonhousehold

member to be a proxy respondent, you run the risk of:

» Violating the sample household's right to confidentiality,

« Violating the sample household's right to choose
whether or not to participate in the survey, and

» Interviewing a proxy respondent who is not
knowledgeable enough to provide complete and accurate
information.

When accepting a nonhousehold member caretaker as a
proxy respondent, remember not to provide him/her with
any information that the household member(s) provided
during previousinterviews. Thisincludesinformation on
household composition, marital status, education, income,
and so forth, as well as any other information previously
given by household member(s).

When updating the Control Card (NCVS-500), reask

Items 13a and 14, and then only ask the screen questions for
those household members named by the nonhousehold
member proxy respondent. For other items that require
updating for the enumeration period, reask these items
without mentioning the previously recorded information.

Item 13 on the front page of the Basic Screen Questionnaire
(NCVS-1) isintended for entering information about proxy
interviews. When the proxy respondent is a nonhousehold
member, you need to complete Item 13 as follows:

=» Inltem 133, enter the line number from Item 19 on the
Basic Screen Questionnaire (NCVS-1) for the
household member who required a proxy interview.

Conducting the National Crime Victimization Survey Interview
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Completing an INTER-
COMM for
Nonhousehold Member
Proxy I nterviews

When to Accept a Proxy
I nterview

In Item 13b, print the name of the nonhousehold
member proxy respondent in the "Name" column and
print "Non HH" in the "Line No." column. NEVER
enter aline number for a nonhousehold member on
either the Basic Screen Questionnaire (NCVS-1) or the
Crime Incident Report (NCVS-2), even if the
nonhousehold member islisted in the household roster
of the Control Card (NCVS-500) as a "usual residence
elsewhere” (URE).

In Item 13c, aways enter Code 2 (Physically/mentally
unable to answer), since that is the only acceptable
reason for allowing a nonhousehold member to be a
proxy respondent.

Whenever you accept a proxy interview from a
nonhousehold member proxy respondent, you must
complete an INTER-COMM (Form 11-36) explaining the
situation. Y our explanation needs to include who the
nonhousehold member is (nurse, daughter, neighbor, etc.)
and how much time the nonhousehold member caretaker
spends with the household member(s).

One of the following circumstances must exist before you
can accept a proxy interview:

) 4

A parent does not want you to interview his/her 12- or
13-year-old child. In this case, any knowledgeable
household member who is at |east 18 years of age can
be the proxy respondent for the child.

A household member who is 12 years of age or older is
temporarily absent and will not be back to the address
until after the interview closeout date. In this case,
make sure that the person is still a household member.
Check page 4 of your Information Card Booklet
(NCVS-554) if you need help determining household
membership. If the absent personisstill considered a
household member, then you can accept a proxy
interview.
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If a household member who is at least 12 years of age
is considered physically and/or mentally incapacitated,
then you can accept a proxy interview. To qualify as
physically and/or mentally incapacitated, the
household member must have health and/or mental
illness problems that are continuous throughout the
entire interview period and these problems make it
impossible for the person to be interviewed.

The following problems do not qualify as health or
mental illness problems:

. Colds or theflu,

. Drunkenness or drugs, or

. Emotional problems that might be aggravated
due to some NCV S questions, such as those
dealing with sexual assaults.

When Not to Accept a Proxy Under the following circumstances, do NOT accept a proxy
I nterview interview:

-)

Y ou are unable to reach a household member at the
sample address, despite repeated attempts throughout
the interview period. For example, a high school
student who goes to school, works part time, and is
involved in several sports activities.

In a two-person household, one of the memberstells
you that she can’t take the time to answer your
guestions. Instead, she wants her husband to answer
all the NCV S questions for both of them.

A household member refusesto let you interview
someone in the household who is over 13 years of age,
such as a 14-year-old son or daughter or a 90-year-old
parent.

A respondent does not understand English and you are
unable to find an acceptable interpreter, including
another household member.
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Proceduresfor Conducting
Proxy Interviews

If you encounter any of these situations, you must classify
the individual respondent as a Type Z Noninterview.
Remember that you can never classify a household
respondent asa Type Z Noninterview. If none of the
household members qualify as a household respondent, then
you must classify the entire household asa Type A
noninterview. (See Part A, Chapter 6, for more details
about noninterviews.)

There are specific items on both the Basic Screen
Questionnaire (NCVS-1) and the Crime Incident Report
(NCVS-2) that require specia procedures when conducting a
proxy interview.

Whenever you conduct a proxy interview, follow these
procedures:

. On the Basic Screen Questionnaire (NCVS-1):
Complete Item 13 before leaving the househol d.

Make sure to mark either box 3or 4inltem 18 to
indicate that the household member’ sinterview was
taken by proxy either in person or by telephone.

. On the CrimeIncident Report (NCVS-2):

Item 20b - The word "respondent™ in the answer
categories refers to the person for whom the proxy
interview is taken, NOT to the proxy respondent.

Items 21 - 115 - Replace the word "you" in each of
these questions with the name of the person for whom
the proxy interview is being taken.

Items 116 - 134 - For these questions, we want the
proxy respondent to answer for himself/herself, not for
the person for whom the proxy interview is being
taken.
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Justifying a Proxy Interview

Rulesfor Interpretersand
Signers

Items 135 - 176 - Replace the word "you" in each of
these questions with the name of the person for whom
the proxy interview is being taken.

When you take a proxy interview because the household
member is physically and/or mentally unable to answer or
the household member is temporarily absent and will not
return before closeout, you must explain the situation in an
INTER-COMM and attach it to the Basic Screen
Questionnaire (NCVS-1).

Y ou do not need to complete an INTER-COMM if you take
aproxy interview for a 12- or 13-year-old child whose
parent refused to let you interview the child.

Remember to only accept a proxy interview as alast resort.
Also, only accept a proxy respondent who is able to answer
guestions about the household member accurately and
completely.

Before using an interpreter or a signer, make sure that the
person is acceptable to the respondent. The interpreter or
signer can be a family member, a neighbor of the
respondent, an official interpreter or signer, or even you, if
you speak the person's language or can sign well enough.

If you have difficulty finding a suitable interpreter or signer,
contact your supervisor. NEVER accept a proxy respondent
when you can't locate a suitable interpreter. However, you
can use a proxy respondent for a deaf respondent, when a
suitable signer is not available.

If you complete any NCV S-2s for a respondent who required
the assistance of an interpreter or signer, notein the
summary report that an interpreter or signer was used. Do
not use Item 13 on the Basic Screen Questionnaire (NCVS-1)
to note the use of an interpreter or signer. Item 13is
intended ONLY for noting proxy information.
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Whenever you use an interpreter who is not a household
member, you must complete a Form 1415, Contract for
Interpreter Services. Details for completing thisform are
contained in the Administrative Handbook, Form 11-55.
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Topic 4. Maintaining Respondent Rapport

Starting Off on the Right
Foot

Keysto a Successful
Introduction

Creating a Good Impression

Y ou do not always get a second chance to make afirst
impression. As soon as the respondent answers the door or
the telephone, you need to start building a harmonious
relationship with him/her. Maintaining this rapport
throughout the interview will ensure that you collect full and
valid information.

Asyou introduce yourself and the survey, create a
comfortable atmosphere by showing sincere understanding
and interest in the respondent. If the respondent feels
comfortable, he/she will be more willing to provide honest
and full responses.

The following key points will help you deliver a successful
introduction:

= For personal visit interviews, always have the NCVS
introductory letter handy to give any respondent who
did not receiveit in the mail.

= Beenthusiastic and friendly. Remember that asmile
helps you open alot of doors.

= Be prepared for any type of responses or questions
from respondents. By knowing the survey, you will be
able to handle any questions.

Knowing the NCVS well isamajor key to creating a good
impression with respondents. Pay attention and play an
active role during your training sessions and make sure that
you complete all self-studies. Also, make sure to read this
manual, NCV S-550, and refer to it whenever you have
guestions about the NCV S procedures.

Before you start interviewing for the NCV S, make sure that
you understand:

. The purpose of the survey;
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Being Professional,
Friendly, and Sincere

Staying Neutral and
Objective

. How the survey results are used;
. The types of questions asked in the interview; and
. How to answer respondent questions.

One of your greatest assetsin creating a good impression is
to conduct interviewsin a professional, friendly, and sincere
manner. Always keep in mind that you are a representative
of the United States Government. Thisrole requires you to
take a professional approach towards your work.

Interviewing in a professional manner, does not mean that
you can not smile or be friendly. However, showing too
much friendliness or concern about a respondent's personal
matters can cause a respondent to hold back information or
provide biased information.

Listening carefully and showing a sincere interest in what
each respondent tells you, will make your interviewing
easier and more enjoyable.

During an interview, it isimportant to develop an objective,
non-threatening, non-judgmental atmosphere. Don't let the
respondent see any signs of approval or disapproval after
he/she gives you information.

Be careful not to give your personal opinion either by your
words, facial expressions, or the tone of your voice. Since
some of your respondents will be victims of crime and will
be telling you personal or sensitive information about the
crimeincident, you must be careful not to show any surprise,
disapproval, or sympathy. Any of these expressions could
cause the respondent to give untrue answers or withhold
information.

Staying neutral and creating an objective atmosphere during
an interview isnot easy. It comeswith experience. Practice
using neutral expressions and gestures, such as "uh-huh,”
"I've got that,” "Yes, | see," or smply anod of your head.
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Believing in Yourself and
the NCVS

Guidelinesfor Gaining
Cooperation From
Respondents

These signswill tell the respondent that you are listening,
without leading, influencing, or biasing the information that
you receive during an interview.

Here are some reasons for not showing your reactions to
what arespondent says.

v Your actions, aswell as your words, can help or hinder
an interview.

v/ If you frown or shake your head, the respondent will
sense your disapproval just as clearly asif you put it
into words.

v If arespondent thinks that you favor one answer more
than another, this could influence how the person
answers the question.

Before you make contact with arespondent, believe that:

. Y ou "have what it takes" to get agood NCV S
interview.

. The data you collect for the NCV S isimportant.
. Each respondent is going to participate in the NCV S.

Be Positive - Approach each household expecting to obtain
an interview.

I ntroduce Yourself Properly - Always include the following
points in your introduction:

. Y our full name,

. Point out that you are representing the United States
Census Bureau,

. Show your identification card,
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. Explain the nature of the survey, and

. Ask whether the household received our introductory
letter.

How Long Will This Take? - Give the respondent an honest
answer asto the length of the NCVSinterview. The NCVS
interview takes about 25 minutes to complete for each
household member, but this can vary depending on the
person's experiences during the reference period. If the
respondent is reluctant, offer to start the interview and, if
he/she does not have timeto finish, you can return later to
complete the interview.

Know Your Survey - The better you know the survey on
which you are working, the more successful you will be.
Know the purposes of the survey and be prepared to answer
any questions about its importance. Thiswill be your best
defense against respondent objections.

Appearance - Dressin aprofessional manner. Theinitia
impression you make can be the deciding point between
whether or not the respondent participates. Dressfor the
neighborhood in which you are working. Do not overdress.
A businesslike appearanceis essential.

Use Survey Aids - Be ready to show respondents the
appropriate survey "fact sheet," brochures, or local
newspaper/magazine articles that make use of NCV Sfacts.
Thiswill help the respondent understand the importance of
his/her participation.

Be Flexible - Be available to complete the interview at the
respondent’s convenience. Offer to return at a different time
if the respondent can not do the interview when you contact
him/her. Try to get atelephone number and name, in case
you need to change the appointment time. Also leave your
name and telephone number, when you find that no oneis
home. Be persistent, but do not be pushy.
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It's Voluntary - A few respondents may choose not to
participate because the survey is voluntary and there are no
penalties for not participating. If this happens, explain that
the overal quality of our data could be affected when
sample persons refuse to participate. Persuade the
respondent into letting you start the interview, and explain
that any objectionable questions can be refused.

Leave the Door Open - Always maintain a pleasant and
businesslike manner. No matter how hostile the respondent
behaves towards you, always |eave the respondent with a
positive impression of the Census Bureau. Thiswill
facilitate any future contacts with the household.
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Topic 5. Answering Respondents Questions

I mportance of Answering
Respondent Questions

Types of Respondent
Questions

Item Specific Questions

Y ou need to keep a good, positive attitude about the NCV'S,
and be prepared to answer almost any type of respondent
guestion with conviction and accuracy. The Census Bureau
pridesitself on having aqualified staff of FRs who
consistently continue to receive high marks for gaining
respondent cooperation. Thisis pretty impressive
considering that in recent years the general public has
become frustrated with all forms of government. We
attribute this success to the good attitude and preparedness
of our FRs.

Even though we provide sample households with basic
information about the NCV Sin the introductory letter, some
respondents may still have questionsto ask either before the
start of the interview or at different points during the
interview.

The questions that respondents may ask can be divided into
two main categories:

v Item specific questions and
v Genera survey questions.

After you ask a question from any of the NCV S interviewing
forms, a respondent may ask you:

. Why a particular question is needed,

. What a particular word or phrase from a question
means, or

. Who needs the information from a specific question.

This manual has the information you need to answer any
item specific questions that respondents may ask.
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General Survey Questions

We do not expect you to memorize all of the information
provided in this manual, but you do need to know where to
look within the manual for specific types of information.

Use Part C, Survey Concepts, when you need to find the
meanings of specific words or phrases as used in the NCV'S
guestions. Chapters 1 through 5 of Part B, How to
Complete and Edit NCV S Forms, will help you answer
respondents’ questions about why we ask certain questions
and who uses the information from specific questions.

Most of the time, respondents will ask general survey
guestions at the very start of the interview. Although we can
not predict every question that a respondent may ask, we
have compiled alist of commonly asked general survey
guestions with some suggested responses to help you.

A condensed list of the four most commonly asked questions
are shown:

. On the back side of both NCV S introductory |etters,
and

. On page 2 of your Information Card Booklet,
NCVS-554.

In addition to being listed below, a shorter list of general
survey questions and suggested answers is shown on the
reverse side of your NCV S Job Aid, NCVS-550.1.

General Survey Questions and Answers

What isthissurvey all
about?

The National Crime Victimization Survey is conducted
monthly to collect information on the kinds and amount of
crimein the United States.

From a sample of households throughout the United States,
we interview all household memberswho are at least 12
years of age.
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What information do you
get from thissurvey?

Why can't you get this
information from police
recor ds?

What kind of resultsare
released from this survey?

Do you have any statistics
from thissurvey that | can
see?

This survey collects information on the types and amount of
crimes committed, the characteristics of victims, and the
characteristics of offenders who have committed violent
crimes. The following types of information are also
collected for reported crimes:

= \When and where crimes occur,
>  Economic loss to the victim,
w  Extent of injuries suffered by the victim,

i Whether the victim knew the offender or whether they
were strangers,

= Whether the offender used a weapon, and
= Whether the police were notified.

Based on information received in previous survey years, we
have found that over half of al crimes go unreported to the
police. Since this survey includes crimes that are both
reported and unreported, data users can get a more complete
picture of crimein the United States from this survey.

Our sponsor, the Bureau of Justice Statistics, rel eases results
periodically from the National Crime Victimization Survey,
together with reports on specific topics. They only publish
statistical summaries for the Nation as a whole and never
release any information about you as an individual.

For personal visit interviews--

Yes. You can have this Fact Sheet which contains statistical
graphs, charts, and figures from the National Crime
Victimization Survey. (Hand the respondent a copy of
Form NCVS-110.)

For telephone interviews--
Yes. | can mail you a copy of arecent Fact Sheet showing
statistical graphs, charts, and figures from the National
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Why Was| Selected for This
Survey?

['m pretty busy. How long
will thisinterview really
take?

| thought that your agency
just takesa Census every
10 years. What else does
your agency do?

How many timeswill | be
interviewed?

Isthissurvey authorized by
law?

Crime Victimization Survey. (Mail respondent a copy of
Form NCVS-110.)

Actually, we selected your address, not you personally.
Using statistical methods, we selected approximately 54,000
addresses across the country to represent the entire
population. If your household should move away while your
addressis till in the survey, we would interview the new
family that moves into the home.

We expect the interview to take about 25 minutes. Y our
interview may be somewhat shorter or longer depending on
your circumstances. If you have any comments on this
survey or any recommendations for reducing its length, | can
give you an address to use.

(When asked, hereisthe address:)

Chief, Victimization and Statistics Branch
Bureau of Justice Statistics
Washington, DC 20531

In addition to the decennial census conducted every

10 years, the U.S. Census Bureau collects many different
kinds of statistics. By law, we are required to conduct a
variety of economic censuses on aregular basis, such asthe
census of business, manufactures, and state and local
governments. We also collect monthly data on such
activities as labor force participation, retail and wholesale
trade, manufacturing activities, and trade statistics, along
with yearly data on business, manufacturing, governments,
family income, and education.

Over the 3-year period that your household isin sample for
this survey, we will ask you to participate once every
6 months for atotal of seven interviews.

Yes. We are conducting this survey under the authority of
Title 13 of the United States Code, Section 8. Section 9 of
this law requires us to keep all information about you and
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Do | haveto participate?

Why can't you just mail me
aquestionnaire?

How can | know for sure
that you are who you say
you are?

How can thissurvey help to
fight crime?

Why do you need to
interview mewhen | don't
have any crimesto report?

Why waste my tax dollarson
asilly survey?

your household strictly confidential. We may use this
information only for statistical purposes. Also, Title 42,
Section 3732, of the United States Code authorizes the
Bureau of Justice Statistics of the U.S. Department of
Justice to collect information using this survey. Title 42,
Sections 3789g and 3735 of the United States Code also
require us to keep all information about you and your
household strictly confidential.

Participation is voluntary and there are no penalties for not
answering questions. However, it is very important that we
have your cooperation in this survey to ensure the validity
and accuracy of the survey results.

The survey design and the nature of the questions require a
trained person to record the information. This method of
interview isthe least expensive way to obtain this
information.

Besides my identification badge, | can give you atelephone
number to call so you can verify with my supervisor that |
work for the U.S. Census Bureau.

The results of this survey show avariety of information
about crime victims, offenders, types of crimes being
committed, and types of places where these crimes occur.
All of thisinformation is put to good use by law
enforcement agencies, community groups, and government
agencies throughout the country to lower the incidence of
crime.

We are interested in getting information from both victims
and nonvictims. By examining the differences between
victims and nonvictims, we can try to determine why certain
individuals become victims, while others do not.

We are always concerned about survey costs; however, the
National Crime Victimization Survey isthe ONLY source of
information on crimes not reported to police. Legislators
and planners use this data to make informed decisions on
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numerous crime-related programs. This datais also used to
estimate the cost of victim compensation programs; to
determine the types of programs needed for elderly crime
victims, and to measure the effects that police behavior and
the criminal justice system have on crime levels.
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Topic 6. General Interviewing Techniques
Applying General In addition to creating a good impression and answering

Interviewing Techniques

Pacing the Interview

respondent questions, we want all FRs to use the same
interviewing techniques. By following uniform techniques,
we can ensure that the final survey results are more complete
and accurate.

Remember the following key point about pacing the NCVS
interview--"do not rush” to complete an interview under any
circumstances. Maintain a calm, unhurried manner and ask
the questions in an objective and deliberate way. Thiswill
not only relax the respondent, but also help to keep the
respondent’s attention.

When respondents sense that you are rushing through an
interview, they may withhold information thinking that it
would take too long to explain the crime incident. On the
other hand, do not let respondents waste too much time
talking about unrelated information. Try to tactfully steer
respondents back to the interview without making them feel
asif you are hurrying to finish.

An average NCV Sinterview will take about 25 minutesto
complete. However, the actual time required to interview all
eligible members of a sample household will vary depending
on the household's composition and crime experiences
during the reference period.

Always assume that each respondent has time to be
interviewed when you contact him/her. If the respondent
tries to rush you through the interview or triesto cut you off,
arrange to continue the interview at a more convenient time
for the respondent. Whenever possible, make every attempt
to complete at least the household respondent's interview
during your first contact for the interview period. Thiswill
make any callbacks for remaining household member’s
easer.
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Asking Questions as
Worded

Wordsin Bold Type

Wordsin Regular Type

Phrasesin Parentheses

When conducting interviews, always speak as clearly and
distinctly as possible. Avoid talking too fast or too slow.
Talking too fast may give the impression that you think the
guestions are either unimportant or sensitive in nature. By
speaking in a confident voice and at a moderate pace,
respondents are more likely to stay relaxed and responsive.

When asking NCV S gquestions, you must avoid changing the
words or omitting parts of questions. Even if the change
seems insignificant to you, it could change the way the
respondent interprets the question. We want each
respondent to interpret the NCV S questions the same way,
so the answers that we receive will be comparable
throughout the entire sample.

Hereis an example:
|tem 34 from the NCVS-1--

Does anyonein this household operate a business from
thisaddress?

|tem 34 after an FR omits words--
Does anyonein this household operate a business?

By rewording this question, the FR may get a different
response than an FR who reads the question asiit is printed
on the questionnaire. By leaving out "from this address,"
respondents could misinterpret the true intent of this
guestion.

When looking at item questions and answers on the NCV S
guestionnaires, any words shown in bold type are meant for
you to read to the respondent.

Words shown in regular type on the NCV S questionnaires
are intended either asinstructions for you to read to yourself
or answer categories that you do not read to the respondent.

Some of the NCV S-1 questions contain a phrasein
parentheses, such as the questionsin Items 44a and 46d.
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Reading the Entire Question

|tem 44a on the NCVS-1--

During thelast 6 months, (other than any incidents
already mentioned,) did you call the policeto report
something that happened to Y OU which you thought
was a crime?

| tem 46d on the NCVS-1--

What wasthetotal dollar amount of the damage caused
by this'these act(s) of vandalism during the last

6 months? (Userepair costsif the property was
repaired.)

(Exclude any damage donein incidents alr eady
mentioned.)

When you see a phrase in parentheses, you need to decide
whether the text has to be read to the respondent because
he/she had aready reported a crime incident in an earlier
screen question (as shown in Item 44a) or as areminder (as
shown in Item 46d).

Part (a) of most screen questions has at |east three
subcategories and could have as many as eight
subcategories. This may prompt some respondents to give
you an answer before you finish reading each subcategory.
We would prefer that you finish reading each subcategory
before the respondent gives an answer. Even if you get
interrupted, you must read each and every subcategory in its
entirety.

The following technique may help you get through all the
subcategories of a screen question before getting a
respondent’s answer:

1 After reading each subcategory in part (a), only pause
long enough to let the respondent know that you are
about to start reading a new subcategory. If you pause
too long, the respondent may feel that you are waiting
for an answer.
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2 After reading all subcategoriesin part (a), pause long

enough to allow the respondent to reply. If the
respondent doesn't give you an answer, then read the
guestion in part (b), "Did any incidents of thistype
happen to you?"

If you get a"Yes' responsein part (b), mark the answer
box and ask the respondent "What happened?' Based on
the answer you receive, enter a brief description of the
crimeincident in the space provided to the right of

part (8). Then, ask the question in part (c), "How many
times?"

If you get a"No" response in part (b), mark the answer
box and continue with the next appropriate item number.

If this technique doesn't work and a respondent either
interrupts you in the middle of reading a subcategory or
before you finish reading all the subcategoriesfor a
guestion, follow these steps:

Respondent answersin the middle of reading a
subcategory--

1 Stop and thank the respondent, but explain that thereis

more to the question which he/she needs to hear before
giving an answer.

Reread the unfinished subcategory again from the
beginning.

If the respondent gives you a"No" answer after you
finish reading the entire subcategory, tell the respondent
that you need to finish reading all the subcategories for
the question.

If the respondent givesyou a"Yes' answer before you
have read all subcategories, then follow the instructions
below.
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Respondent answers" Yes' before you have read all
subcategories--

1

Mark the "Yes' answer box in part (b) and ask "What
happened?’

Enter a brief description of the crime incident in the
space to the right of part (a).

Then, ask the question in part (c), "How many times?"
and fill the "Number of times" space.

Next, start by saying, "Other than any incidents already
reported...”" and finish reading the remaining
subcategoriesin part (a) for the item number.

If the respondent mentions any additional crime
incidents, briefly describe them in the space next to
part (&) AND correct the "Number of times® entry in

part ().

By using these techniques, thereis less chance of missing
any crime incidents which occurred during the reference
period.

Marking All Answers That There are several questionsin the Crime Incident Report
Apply (NCVS-2) that are designed to get multiple answers. Here's
an example:

[tem 51 - How did they make the situation wor se?

Thisitem has six answer categories:

Led to injury or greater injury to respondent

Caused greater loss of property or damage to property
Other people got hurt (worse)

Offender got away

Made offender angrier, more aggressive, etc.

Other - Specify
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Inserting Namesin
Questions

Asking Questionsin the
Right Order

To ensure that we get all answers that apply to this question,
you must continue asking, "Any other way?" until the
respondent answers, "No."

Severa questions on the Control Card are designed so that
you get prompted to insert the appropriate household
member's name. These prompts are indicated by a series of
three dots.

Hereis an example:

Control Card Item 24:

“Please choose one or moreracesthat ... considers
him/her salf to be.”

Wherever you see this prompt (...) in a Control Card
guestion, substitute the name of the household member
about whom you are asking.

When you conduct a proxy interview, there are several
guestions on the crime incident report where you need to
substitute the name of the person for whom the proxy
interview is being taken, instead of reading the word "you."
This substitution appliesto Items 21 through 115 and
Items 135 through 176, but only when you are talking to a
proxy respondent.

After completing or updating the appropriate Control Card
items, always interview the household respondent fir st.
Once you have completed the household respondent's
interview, then interview the remaining household members
oneat atime. In most households, each individual
respondent will answer the questions for himself/herself.
Do not attempt to interview more than one household
member at the same time.

Once you start to interview a household member, ask the
guestions as instructed on each questionnaire. A great deal
of planning and forethought has gone into designing the
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NCV S Control Card and questionnaires, so that you can get
the best results from each interview. Because of this, keep
the following points in mind:

Never ask questionsin a different sequence from the
order in which they are shown on the questionnaire.

Carefully follow al FR and skip instructions on the
guestionnaires.

Ask questions as they are worded without adding or
deleting words or phrases.

Do not skip a question when arespondent has already
given you the answer. In most cases, you will still ask
the question as worded without adding or deleting words
or phrases.

Verifying arespondent's previously given answer
without reading the question is only permissible for
items that have an "Ask or Verify" instruction. If you do
not see an "Ask or Verify" instruction, always ask the
guestion as worded on the questionnaire.

Do not assume that you know the answer without asking
or verifying a question.

Hereis an example:

In Item 10 of the NCV S-2, you ask the respondent where
the incident happened. The respondent answers: "It
happened on the street in front of my school.” After
marking Box (21) in Item 10, you skip to Item 18.

[tem18 instructs you to either "Ask or Verify" -- " Did it
happen outdoors, indoors, or both?" In this situation,
you can just verify that the incident happened outdoors
by saying: "So thisincident happened outdoors?’
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Listening to the Respondent

Asan FR, your listening skills are of utmost importance.
Listen carefully to what each respondent has to say and
continue listening until the respondent is done giving his’her
answer. By improving your listening skills, you can increase
your chances for recording complete and accurate
information.

Here are some listening "Do's and Don'ts":

Do's:

v Repeat the question as worded in a clear and distinct
voice when the respondent appears to have
misunderstood the question.

v Repeat the respondent’s answer when it's necessary to
check your understanding of what the respondent said.
Then pause in hopes that the respondent will expand and
clarify his’/her answer.

v Whenever arespondent mentions a crime incident,
complete the screen item on the NCV S-1 and compl ete
an NCVS-2, Crime Incident Report, even if the
respondent makes light of the situation or says that it
was not "serious.”

Don'ts:

X Do not tune out what a respondent says when you start
recording an answer. You may need the information to
either clarify the answer or change the way you interpret
the answer.

X Do not interrupt respondents before they are finished,
even if they hesitate while giving their answer. Be
patient and allow respondents sufficient time to recall
the facts.

Also, remember that some respondents may say, "l don't
know," when they really mean, "Let me think about it."
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Using Appropriate Gestures

Probing When Necessary

When you experience this situation, allow the
respondent time to finish his’her statement before
repeating the question or probing in some other way.

X Stay neutral and avoid showing shock or disapproval
while arespondent is answering questions.

Y our gestures, both verba and non-verbal, need to convey
to respondents that you are conscientious, concerned, and
courteous. Poor use of gestures can portray alack of
interest, an indifferent attitude, or even disdain.

Asyou speak, be mindful of the inflection of your voice, its
tone, and its volume. Also, be aware of what your eye
contact, use of hands and arms, and facial expressions might
be saying to a respondent.

Probing is a technique whereby you casually get the
respondent to provide an answer that meets the question's
objective. Probing isanecessary interviewing technique
because some respondents:

<>  May not hear the question correctly because of poor
hearing or background noise;

<>  May not understand the meaning of aword or phrase
used in the question;

<> May give you an answer that istoo general; or

= May say, "l don't know," because they are trying to:
-- Avoid the subject of the question,
-- Buy some time before giving an answer, or

-- Avoid saying that they did not understand the
question.
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Understanding the I ntent
of NCVS Questions

Probing Techniques

Before you can decide whether or not to probe, you need to

understand the intent of each question. By understanding a
guestion's purpose, you can better decide when to probe and
which probing technique to use.

Hereis an example of what can happen when you do not
understand a question's objective:

Item 10 on the NCVS-2:
Wheredid thisincident happen?

Respondent Answers:
In the parking garage of a shopping mall.

Bad Praobe:
Would that be a commercial or noncommercial parking
garage?

Good Probe:
Wereyou charged afeeto park in the garage?

If you do not ask the right probing question, you will not get
an accurate answer. By using a bad probe, the FR is either:

* Assuming that the respondent knows what we mean by
the terms "commercia or noncommercial™ or

» Failing to understand that we want to differentiate
between parking lots/garages charging afee and those
allowing free parking.

Don't assume that a respondent's answer is always correct.
When you get an answer that does not make sense to you,
you need to immediately decide which probing technique
will work best in the situation.

Choosing the best probing technique will help you to
casually persuade the respondent to expand and/or clarify an
answer.
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Here are some standard probing techniques:

-» Brief Assenting Comments - Use acomment like, "Yes,
| see,”" when you want to stimulate the respondent to talk
further. Thiswill also show that you are giving attention
to the respondent’s answer.

Here's an example:

| tem 45a on the NCVS-1:

During thelast 6 months, (other than any incidents
already mentioned,) did anything which you thought
was a crime happen to YOU, but you did NOT report
to the police?

Respondent Answers:
Yes, | saw aprowler.

Brief Assenting Comment:
Yes, | see. Can you tell me more?

-» An Expectant Pause - During a personal visit interview,
use an expectant pause together with an inquiring look to
convey to the respondent that you expect him/her to give
you more information.

-» Repeating the Question - Repeat the question when the
respondent does not understand or misinterprets the
guestion, seems unable to make up his/her mind, or
strays from the subject.

Hereis an example:

|tem 87 on the NCVS-2:

Wasthisthe only time any of these offenders
committed a crime against you or your household or
made threats against you or your household?

Respondent Answers:
No, one of the offenderswas arrested 2 years ago for
a bank robbery.
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Repeating the Question:

Wasthisthe only time any of these offenders
committed a crime against you or your household or
made threats against you or your household?

Repeating the Respondent’'s Reply - Repeat the
respondent’s reply exactly as the respondent givesit to
you, when you need to clarify the answer and prompt the
respondent to expand hig’her answer. Never interject
your own ideas when repeating the respondent’s reply.

Hereis an example:
|tem 82 on the NCVS-2:

How well did you know the offender (s) - by sight
only, casual acquaintance or well known?

Respondent Answers:
She'sjust one of the girls on the block.

Repeating Respondent’'s Answer '

She'sjust one of the girlson the block? So did you
know the offender by sight only, casual acquaintance
or well known?

Respondent Answers:
| don't even know her name. | just see her around,
so | guesssight only.

Neutral Questions and a Neutral Tone of Voice - Use
neutral questions when you need to get afuller, clearer
response. Always use aneutral tone of voice so you
don't sound demanding and upset the respondent.

Hereis an example:
|tem 98 of the NCVS-2:

Had permission to usethe (car/motor vehicle) ever
been given to the offender (s)?
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Staying Neutral

Respondent Answers:
Well, | said maybe he could use it when it wasn't so
new.

Neutral Probe:
Did the offender have permission to usethe
car/motor vehicle?

Sometimes a respondent may still misunderstand a
guestion's meaning or give you an unintended response. |If
this happens, you can read a question’'s answer categories to
the respondent as a"last resort."

If you use this technique, do not bias the respondent's
answer by only reading afew of the answer categories. By
reading all answer categories for a question, you will help
the respondent to better understand the type of answers the
particular question is attempting to get.

Whichever technique you choose, be careful not to ask
leading questions and not to make the respondent feel
insulted. A "leading" question is one that could influence a
respondent’s answer or unnecessarily prolong the interview.

Hereis an example of probing with aleading question:

| tem 46e on the NCVS-1:
Was the damage under $100 or $100 or more?

Respondent answers.
I'm not really sure.

Leading Question Probe:
Do you think that it was probably less than $1007?

A More Appropriate Probe:

If you include the total amount of damage for all
incidents of vandalism during the last 6 months, would
you say the damage was under $100 or $100 or more?
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General Screening
Guidelines

Asking Applicable
Questions

Handling Difficult
Respondents

Do not assume that you know what the answer should be,
and then lead the respondent to that answer. Keep your
probing questions as neutral as possible, so the respondent
can think objectively about the question and give an accurate
answer.

The screening portion of the NCV S interview isvery
important. The NCVS-1, Basic Screen Questionnaire, is
designed to give each respondent every opportunity to
remember any crime incidents that occurred during the
6-month reference period. The BJS and the U.S. Census
Bureau have specific reasons for the wording of each
guestion and the sequencing of each group of questions.

While conducting the screen interview, do not jeopardize
their efforts by eliminating questions or asking questionsin
adifferent sequence. Also, NEVER €eliminate the screen
interview by just asking whether any crimes occurred during
the 6-month reference period or since the household's last
interview.

During each enumeration period, ask the household
respondent and all remaining household members AL L
applicable screen questions. Since respondents can easily
forget many crime incidents, it is essential to ask all
applicable questions each time the sample household is
assigned for interview. Thisisthe only way we can ensure
that we collect complete and accurate information.

Some respondents may not want to go through the interview
on the NCV S-1 for various reasons, and may say:

<> Let'ssavesometime. | cantell you up front that |
haven't been avictim of crime since the last time | talked
to you.

Or

Conducting the National Crime Victimization Survey Interview

A2-44



NCV S-550 (2/2003)

Part A, Chapter 2

<> You don't need to read all those examples of stolen
items, because nothing was stolen from me or anyone
elsein this household.

When you need to convince a respondent to complete the
entire screen interview, try the following techniques:

. "Some crime incidents are easily forgotten. By asking
these screen questions, you may remember something
that you've put out of your mind. To guarantee that |
don't miss any crime incidents, I'm required to ask each
guestion and allow you time to make sure that you
haven't forgotten anything."

. "Even if you haven't been avictim of crime during the
last 6 months, we are also interested in any other
changesin your life, such as marital status, household
income, and job changes. These characteristics also
play apart in examining criminal victimizationsin the
United States. I'm required to ask these questions each
time your household is assigned for interview.
Otherwise, we can't get a complete and up-to-date
picture of both crime victims and nonvictims for
comparative purposes.”

. (Only use thistechnique when a supplement is
attached to the NCVS interview.)
"For thisinterview, our sponsor has added a few new
questions for a specific study they are authorized to
undertake. The information we collect from these new
questions, along with the original questions, is
essential to our sponsor and the completion of this

study.”

Never tell the respondent that you do not remember what
you were told during the last interview or that all the
information he/she provided during the last interview has
gone to Washington.
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General Guidelinesfor
Recording Answers

Correcting Answers

After listening carefully to a respondent's answer, take great
care to record the answer accurately and legibly. By
recording answers accurately and legibly, you can help
guarantee that the information you collect is understood
clearly by editors and keyers who need to process your
completed work.

For questions that require you to mark an (X) to record the
answer, make sure that your (X) is easy to read and fills up
the answer box without going outside the box. Making your
(X) either too large, too small, or too light could cause
confusion and/or mistakes during keying.

For questions that require you to write in an answer, make
sure that you print the answer neatly so someone else can
easily read your entry later.

If you need to change an answer, line through the old entry
and mark (X) the correct answer box or print your new entry
abovethe old entry. Do not erase an entry unless you are
specifically instructed to do so in this manual.

Here are two examples of correcting answers by lining
through old entries--

Example #1

o None - SKIP to 40a
101

202

303

404 0r more

Example #2

__ Months (1-11) - SKI1P to 33b
OR
__ Years (Round to nearest whole year) -
Fill Check Item A
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Here's an example of when you are allowed to erase an old
entry--

Item 25b on the Control Card is used to enter the date of
interview. After completing the NCVS-1, Basic Screen
Questionnaire, and any NCV S-2s, Crime Incident Reports,
for a second through seventh enumeration period household,
you need to erase the interview date from the previous
enumeration period and enter the new interview date for the
current enumeration period.
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Topic 7. Closingthelnterview and " Thank You" Letters

Leaving on Good Terms

Using " Thank You" Letters

First Through Sixth
Enumeration Period

Since you or someone else from the Census Bureau may
need to contact a sample household again, aways leave the
household with a good feeling towards you and the Census
Bureau. By ending every interview with afriendly and
polite "Thank Y ou," you will be paving the way for future
contacts.

L et respondents know that we appreciate the time that they
gave for the interview, and tell them that they may be
contacted again for this survey. Always remain sensitive,
concerned, and courteous throughout the entire interview.

By closing the interview properly, you are nurturing a
positive image of our agency, and improving the chances for
successful followup contacts during editing, reinterview, or
other surveys.

We have prepared two different "Thank Y ou" letters for you
to use--the NCV S-593(L) and the NCVS-594(L). Each
letter has a specific purpose, and we do not intend for you to
hand or mail a"Thank You" letter after every NCVS
interview. Both of these "Thank You" |etters are printed in
English and Spanish.

These letters not only thank the household for their
cooperation, but also relay to them again how important this
survey really is. Depending on the circumstances, you can
either hand or mail the letter to the household. If you mail
the "Thank You" letter, make sure that you use the " mailing
address' from either Item 6aor 6¢ on the Control Card.

Regardless of whether or not you give the household a
"Thank You" letter, dways remember to thank them
your self at the end of the interview.

For first through sixth enumeration period households, use
the NCVS-593(L) "Thank You" letter whenever you feel
that the household shows any signs that they may refuse to
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Seventh Enumeration
Period

Noting the Control Card

be interviewed again. For example, a household member
may become annoyed at the length of the interview or at the
number of times you have contacted the household. In these
situations, a"Thank You" letter does not guarantee
cooperation, but it may help to leave a positive impression,
and make it easier to gain their cooperation for future
interviews.

At the end of the seventh enumeration period interview,
always make sure to either hand or mail the respondent a
NCVS-594(L), "Thank You" letter.

Whenever you hand or mail a"Thank You" letter to a
household, briefly note that fact, along with the date, in the
"Notes" space below Item 30g on the Control Card.
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Topic 1. Basic Survey Procedures

Length of Timein Sample

Enumeration Periods

Each address that is selected as a sample unit for the NCV'S
isusually interviewed seven times. Theseinterviews are
conducted once every 6 months over a 3-year period. This
allows us to compile a continuous record of the sample
household's experiences at a reasonable cost and with the
least amount of inconvenience to the household.

We refer to each time a sample household's addressis
assigned for interview as an "enumeration period.” Since we
interview or attempt to interview each sample household
seven times, then there are seven "enumeration periods’ for
each sample address.

When a sample address is assigned to you for interview, you
need to check the enumeration period indicated by the
regional office on the case's Control Card. Look at Item 5,
Letter Sent, to see which enumeration period isthe last one
marked by the regional office. Some of the procedures you
need to follow will vary depending on the enumeration
period for the current interview.

Here are some examples:
Since the household roster on the Control Card is blank for a

first enumeration period, you would ask the question for
Item 13a on the Control Card.

HOUSEHOLD ROSTER
What are the names of all personsliving or staying here?
Start with the name of the person or one of the per sonswho

List all personswho usually live here and all persons who are
temporarily absent. Be sureto INCLUDE infants under 1 year of age,

Last namefirst

(owng/rents) thishome.

13a
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For the second through seventh enumer ation periods, you
would ask the question in Item 14 on the Control Card,
instead of asking the question in Item 13a.

HOUSEHOLD ROSTER COVERAGE
14

Ask each time household is interviewed.

(If "Yes," enter namein item 13a above.)

I havelisted (Read namesin item 13a
and verify 13c as appropriate).

Have | missed anyone else living or
staying here such as any babies, any
lodgers, or anyone who isaway at
present traveling or in the hospital ?

Control Card Item 14, together with other selected items, are
printed with shading. After the first enumeration period,
each of these shaded Control Card items needsto be
updated:

» During each subsequent enumeration period,
OR

* Whenindicated, only during the 3rd, 5th, and 7th
enumeration periods.

Identifying the current enumeration period accurately will
enable you to ask the appropriate Control Card questions
and update the appropriate Control Card items during each
enumeration period.

Reference Periods For the NCVS, the reference period covers the 6-month time
period prior to theinterview date. When conducting
interviews, we are interested only in crime incidents that
occurred during a household member's specific 6-month
reference period.

General National Crime Victimization Survey Procedures
A3-3




Part A, Chapter 3

NCV S-550 (2/2003)

For thefirst enumeration period, each household member's
reference period will start on the first day of the month

6 months prior to the interview date, and end on the day
prior to the interview date.

Hereis an example:

If a household respondent's first enumeration period
interview is conducted on January 3, 2003, then the current
reference period for the household respondent would be
July 1, 2002 through January 2, 2003.

If the remaining household members were interviewed for
the first enumeration period on January 4, 2003, then the
current reference period for each of these household
members would be July 1, 2002 through January 3, 2003.

For afirst enumeration period household, all household
members will have the same start date, but each household
member's end date may vary based on the member's current
interview date.

After the first enumeration period, reference periods for all
remaining enumeration periodswill start on the date of
the household member's last interview and end on the day
prior to the member's current interview date. Unlike the first
enumeration period, each household member could have a
different reference period start date for the second through
seventh enumeration period based on the member's last
interview date.

The following two terms are often used to describe this type
of reference period:

» Period-to-period recounting or

» FHoating reference period.
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By using this type of areference period, we can compile a
continuous record of the household's experiences for the
3 yearsthat they arein sample.

For second through seventh enumeration periods, you would
normally use the date entered in Item 25b on the Control
Card asthe household member's start date for the reference
period. However, if the following exceptions exist, do not
use the date in Control Card Item 25b as the start date for the
household member's reference period:

. When no dateisentered in Item 25b (person was a
noninterview last enumeration period) - The start date
for the reference period would be the first day of the
month 6 months prior to the current interview date.

. When date entered in Item 25b ismore than
6 months prior to the interview date - The start date
for the reference period would be the first day of the
month 6 months prior to the interview date.

. Household respondent isa different person than
thelast household respondent - The reference period
start date for the current household respondent would
be the date entered in Item 25b for the household
respondent from the previous enumeration period.

. Cannot deter mine which household member was
thelast household respondent - The reference period
start date for the current household respondent would
be the first day of the month 6 months prior to the
interview date.

Your NCVS Field Representative's Information Card
Booklet, NCV S-554, has a checklist on page 10 for
determining reference periods for interviewing and examples
of reference periods on page 11. Two-year calendars are
also provided on pages 12 and 13 to help the respondent
remember the reference period for the current interview and
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I ncidents Outside of
Reference Period

I ncidents Occurring on
the Day of the I nterview

I nterview Scheme

also enable him/her to determine the exact month that an
incident occurred.

Once you have determined the start date for the household
member's reference period, enter this start date where
indicated in the following questions on the Basic Screen
Questionnaire, NCVS-1: Items 36a, 40a, and 46a for the
household respondent and Items 36a and 40afor the
remaining household members.

While interviewing, it isimportant to keep reminding the
respondent of the starting and ending dates for the reference
period. If arespondent seemsto be having difficulty
keeping track of the reference period dates, try adding the
actual dates after reading "in the last 6 months.” Thiswill
help the respondent to stay focused on the correct time frame
for the interview.

Remember to only complete an incident report for incidents
that occurred during the reference period for the current
interview. If at any point during an interview, you discover
that the incident is outside of the reference period, you need
to discontinue taking information for the incident and follow
the proper procedures for marking the incident "out-of -
scope.” (See Part C, Chapter 1, for out-of-scope incidents.)

Also, if arespondent reports an incident that occurred on the
same day that you are interviewing him/her, you would not
complete an NCV S-2 for thisincident until the household's
next enumeration period. In this situation, make a note on
the Control Card reminding you to complete an NCVS-2 for
the incident during the next enumeration period.

All householdsin the NCV S sample are divided into six
groups, which are referred to as "rotation™ groups. During
the course of a 6-month period, one-sixth of the full sample
or a"panel” from each rotation group is assigned for
interview each month. Thisinterviewing scheme enables us
to spread out the interviewing work fairly evenly throughout
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Interview Period

the year, so we can maintain aregular staff of FRs with
routine monthly NCV S assignments.

Here are some examples:

Sample households in panel 1 of rotation groups 1 through 6
are assigned for interview in the months of January and
July.

Sample households in panel 2 of rotation groups 1 through 6
are assigned for interview in the months of February and
August.

By the time we get to panédl 6 of rotation groups 1 through 6,
which are assigned for interview in the months of June and
December, we will have assigned for interview all sample
households from panels 1 through 6 of rotation groups 1
through 6.

An interview period isthe time that you are alowed to
complete al of the NCV Sinterviews assigned to you for an
interview month. Typically, your interview period will
begin on the first day of the month. Ideally, we would like
your assignment to be completed as quickly as possible once
the interview period begins. Y our supervisor will give you
the interview closeout date for each interview month. This
will be the "drop dead" date by which all NCV' S cases
assigned to you for the month must be compl eted.

The mgjority of the NCV'S cases in each assignment will
require telephone interviews. Alwaystry to complete all of
your telephone interviews:

» Before conducting your personal visit interviews and

« Within thefirst few days of the interview period.
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This procedure allows you to detect any replacement
households or other situations from your telephone
interviews that could require personal visit interviews before
you plan your personal visit work schedule.

Some assignment areas (PSUs) have been selected for
Computer-Assisted Telephone Interviewing (CATI). If you
are assigned work in a CATI PSU, you will also receive
Control Cards for the sample addresses scheduled for CATI
interviewing. Do not attempt to interview any "CATI Hold"
sample addresses, unless your supervisor tells you to do so.
Y ou will only need to interview a"CATI Hold" sample
address when the CATI facility is unable to conduct the
interview.
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Topic 2. Monthly Tasks

Monthly Instructions About one week prior to the start of the interview month,
your regional office will send you a memorandum with
specific instructions for the upcoming interview month.
When you receive your monthly memorandum, read the
entire memorandum very carefully and contact your
supervisor if you have any questions about the information
provided.

Preparingto Interview When you receive the monthly memorandum for an
interview month, you will also receive:

v Your interviewing assignment for the month,
v Any listing work for the month, and
v Any supplies you may need.

Checking New As soon as you receive your monthly package of interview
Assignments materials, check the items listed on the Transmittal
Form 11-35 that accompanies these materials. If anything
listed on the transmittal is missing from your package, call
your supervisor immediately.

Sorting Your Assignment After checking your assignment, the next step isto make
sure that your assigned cases are sorted as described below:

First Sort: Separate your cases into three stacks--

. Telephone interviews

. Personal visit interviews

. CATI hold cases - Only interview CATI hold cases
when instructed to do so by your supervisor. This
will happen when the CATI facility is unable to
complete the interview and the case is recycled to the
field staff for completion.

General National Crime Victimization Survey Procedures
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Organizing Your Work
Schedule

Completing Your
Assignment

Second Sort: Separate your persona visit interviews so
that cases in segments that are geographically close to one
another are stacked together.

As you organize your assignment for the interview month,
take into consideration the geographic distribution of your
cases and the number of new segments in your assignment.
Then, follow the steps listed below:

Step

1

2

Always conduct your telephone interviews FIRST.

Try to conduct your personal visit interviewsin
segments with first enumeration period households
next. Thiswill alow sufficient time should you
encounter unexpected problems with these cases. For
first enumeration period households, you must
conduct the household respondent's interview IN
PERSON. However, if the remaining household
members are not available at the time of your visit, it
is acceptable to interview these household members
by telephone once you have completed the household
respondent’s interview in person.

NOTE: Regardlessof the enumeration period, the
household respondent always must be the
FIRST household member interviewed and
he/she must be at |east 18 years of age and
knowledgeable about the household. For
example, the reference person or one of the
other household members who owns or rents
the home. (See page A2-11 for exceptions
to the age requirement.)

3 Conduct any remaining personal visit interviewsin a

logical sequence so that you keep to a minimum any
backtracking or return trips to a segment.

Always attempt to complete your interviewing assignment
as early in the interview month as possible. Transmit your
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completed work on aflow basis as frequently as possible.
Y our supervisor will provide you with afinal transmittal
date or closeout date for each interview month. (See

Chapter 7 for more details on receipt and transmittal of
work.)
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Topic 3. Daily Tasks

Planning Your Daily It isimportant to carefully plan your daily schedule so that

Schedule you get the maximum amount of interviewing work
accomplished during your workday. Keep the following
points in mind as you plan your workday:

v Geographic location of assigned addresses,
v Any previously made appointments, and

v Besttimeto visit or call the household (noted in
Control Card Item 26e).

Assembling Your Materials Before you leave home to start your workday, it isvery
important to make sure that you have everything you might
need to carry you through your entire interviewing schedule
for the day. Make sure that you take current versions of the
following items with you:

-» NCVS-550, Interviewing Manual for Field
Representatives

-» NCVS-554, Field Representative's Information Card
Booklet

-» A sufficient supply of blank forms, such asthe
NCVS-500, NCVS-1 and -1A, NCVS-2, and the
NCVS-7.

-» Copies of both introductory letters, NCVS-572(L) and
NCVS-573(L), and the Fact Sheet brochure,
NCVS-110.

-» The appropriate segment folders containing the
Control Cardsfor each assigned case within the

segment.
Conducting Telephone Since the primary purpose of conducting NCV S interviews
Interviews and Callbacks by telephone isto reduce travel costs and save money,
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Conducting Personal Visit
I nterviews

Transcribing Information

avoid traveling to assigned segments that require telephone
interviews until you have attempted to conduct all assigned
telephone interviews.

Typically, interviews for second through seventh
enumeration period households are conducted by telephone.
Always check Control Card Item 26e to see when the
household prefers to be contacted. (See Part A, Chapter 5,
for more details on telephone interviews.)

In addition to the first enumeration period households,
other sample households may require personal visit
interviews because they:

. Do not have a telephone on which they can be
contacted,

. Refuse to give us their telephone number,
. Tell usthat atelephone interview is not acceptable, or
. Are replacement households.

Control Card Items 26a through 26d provide this
information for second through seventh enumeration period
households. (See Part A, Chapter 5, for more details
about personal visit interviews.)

Both the Basic Screen Questionnaire (NCVS-1) and the
Noninterview Record (NCVS-7) require you to transcribe
information onto specific items from the Control Card
(NCVS-500). Sinceitisvery easy to make transcription
errors, take your time and carefully transcribe the required
information. (See Part B, Chapters 2 and 4, for more
details about transcribing information from the Control
Card.)

Whenever you fill a Crime Incident Report (NCVS-2) for a
household member, you need to transcribe information
from the NCV S-2 onto Control Card Item 32. This
transcription is done after you have ended your contact with
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Before Editing Your Work

Editing Completed Forms

Sending " Thank You"

Letters

Transmitting Completed
Work

the household. The information that you transcribe onto
Control Card Item 32 will help ensure that we do not
duplicate incidents. We use the term "bounding”
information to describe the information transcribed onto
Control Card Item 32 during each enumeration period for
each of the household’ s reported incidents. (See Part C,
Chapter 1, for more details about bounding information.)

After you have completed all the required transcriptions,
check to seeif any of your notes need clarification and
complete or clarify any INTER-COMMs that your
interviews may require.

Once you are done with the transcriptions, notes, and
INTER-COMMS, edit any forms that you have compl eted.
Make sure that any listing sheets, Control Cards, and
guestionnaires that you completed or updated are filled
properly, accurately, and legibly. (See Part B, Chapter 5,
for more details about editing your completed work.)

As needed, mail "Thank Y ou" letters to respondents using
the mailing address from Control Card Item 6aor 6¢. (See
Part A, Chapter 2, for more details about sending " Thank
You" letters.)

Transmit your completed work on aflow basis, preferably
on adaily basis whenever possible. Frequent transmittals
will enable work to flow easier through the various
processing stages. (See Part A, Chapter 7, for more
details about transmitting completed work.)
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Topic 4. Specific Household Procedures

Starting With the
Household Respondent

Once you have introduced yourself and verified that you
have contacted the correct address, then you must ask to
speak with:

. One of the persons who owns or rents the home,
. The previous household respondent, or

. A household member who is at least 18 years of age
and knowledgeabl e about the household.

Remember to show your identification card for each
personal visit interview. When you know that you are
speaking to a household member at the sample address,
then you can introduce the survey.

ALWAY S complete the household respondent's interview
before interviewing any remaining eligible household
members (household members who are 12 years of age and
older). Without acompleted interview from an eligible
household respondent, the sample household will classify
asaType A noninterview. (SeePart A, Chapter 6, for
more details about noninterviews.)

After you have identified an eligible household respondent,
follow these steps to interview him/her:

Step
1 Introduce yourself and the survey, showing your
identification card for each personal visit interview.

2 Ask or update Control Card Items 6b through 25a and
Item 25c for the sample household.

3 OntheNCVS-1, Basic Screen Questionnaire,
transcribe the sample, control number, and household
number from the Control Card onto the top of the
cover page. Then, fill Items 1 through 4 on the cover

General National Crime Victimization Survey Procedures

A3-15



Part A, Chapter 3

NCV S-550 (2/2003)

10

page. You will complete most of the remaining items
on the NCV S-1 cover page after the entire household
has been interviewed (follow the instructions on the
NCVS-1 for the remaining items).

On page 2 of the NCV S-1, complete Items 17 through
19 (transcribe information onto Items 20 through 28
after leaving the household). Then, enter the
interview datein Item 29. Next, ask and complete the
mobility questionsin Item 33, and the questions about
businesses operated from the sample addressin

Items 34 and 35.

On pages 3 through 10 of the NCV S-1, ask and
compl ete the screen questions (Items 36 through 46)
with the household respondent.

On page 10 of the NCV S-1, complete Check Item G.

Complete a separate NCVS-2, Crime Incident
Report, for each crime incident reported by the
household respondent in the screen questions. The
only exception to this rule would be a series crime.
(See Part C, Chapter 3, for more details about series
crimes.)

After completing al required NCVS-2'sfor the
household respondent, go back to page 11 on the
NCVS-1 and complete Check Item H through Check
Item I.

Enter or update the interview date in Iltem 25b on the
Control Card. Also, ask or update Items 26 through
28.

Review all the forms that you just completed with the
household respondent (NCV S-500, NCVS-1, and, if
required, any NCV S-2s).
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Interviewing Individual
Respondents

Make sure that:

iz Y ou asked the household respondent all
appropriate questions on each of these forms.

= You not only asked but a'so marked each screen
guestion accurately on the NCV S-1.

= Y ou completed an NCV S-2 for each incident
reported by the household respondent.

11 Closetheinterview and thank the household
respondent. If there are other household members
present who are at least 12 years of age, ask to
interview one of them next.

Y ou must complete the household respondent's interview
befor e you can interview any other eligible household
members. Once you are done interviewing the household
respondent, then complete any remaining eligible
household member's interviews one at atime.

During your initial contact with a sample household, always
try to complete as many interviews with individual
respondents as possible. Try to keep household callbacks
for individual respondents to a minimum.

Your initial contact with afirst enumeration period
household must be in person. However, after interviewing
the household respondent in person, any individual
respondents in the household who are unavailable during
your initial contact can be interviewed later by telephone.
(See Part A, Chapter 5, for more details about telephone
interviews.)

Once you have completed the household respondent's
interview, follow these steps to interview each individual
respondent:
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Start by introducing yourself and the survey.

Identify the respondent and type of interview by
completing Items 17 through 19 on the NCV S-1
(transcribe information onto Items 20 through 28
after leaving the household) and enter the interview
datein Item 29. (See pages 11, 16, and 21 on the
NCVS-1.)

Ask the mobility questionsin Item 33 on the
NCVS-1. (Seepages 12, 18, and 24 on the
NCVS-1.)

Ask the screen questions for the individual respondent
(Items 36 through 45) on the NCVS-1.

Complete a separate NCV S-2 for each incident
reported in the individual respondent's screen
guestions.

After completing all required NCV S-2sfor an
individual respondent, enter or update the interview
date in Item 25b on the NCV S-500.

Review all the forms that you just completed with the
respondent (NCVS-1 and, if required, any NCVS-2s).
Thisreview isimportant because it can lessen the
number of callbacks to the household for missing
information.

Asyou review completed forms, make sure that you:

i Asked the respondent all appropriate questions
on the NCVS-1 and marked each screen
guestion accurately.

i  Completed a separate NCV S-2 for each incident
reported by the respondent.

General National Crime Victimization Survey Procedur es
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8 Closed the interview and thanked the respondent. If
there are other household members present who are at
least 12 years of age, ask to interview one of them
next. If the remaining eligible household members
are unavailable, ask for the best time to callback and
interview the rest of the household. Use Item 30g on
the NCV S-500 to enter notes about callbacks (dates,
times, etc.).
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Overview

Listing Assignments

Unit Segments

Permit Segments

Topic 1. Basic Field Duties

As afield representative for the National Crime
Victimization Survey, you will be assigned to work in one of
the NCV S sample areas or Primary Sampling Units (PSUSs).
Most of your duties will be the same for each interview
month. Y our work will pretty much fall into two main
categories--listing and interviewing.

During your first month on the job, you will not receive any
listing assignments. Y ou will begin learning the listing and
coverage procedures during your second month on the job.
Thistraining will consist of a series of self-studies together
with on-the-job training.

In very general terms, your listing work will consist of
systematically documenting on listing sheets the existence of
living quarters where people live or could live within an
assigned segment. Detailed procedures for completing your
listing assignments in each segment type are provided in the
Listing and Coverage Manual, Form 11-8. Your listing
assignments could be in all four segment types--Unit,
Permit, Area, and Group Quarters.

For single-unit addresses, no listing is necessary and you
will not receive listing sheets for these addresses.

For multi-unit addresses, you will be verifying and updating
the listing sheets for these assigned addresses when you are
at the address to conduct interviews. There are separate
procedures for small multi-unit addresses (2 - 9 units) and
large multi-unit addresses (10 or more units). (See

Chapter 2 of the Listing and Coverage Manual for more
details on listing unit segment addresses.)

When you make your first visit to an assigned address within
apermit segment, you will list all units found at the address.
There are separate procedures for listing a single-unit
address and a multi-unit address. Y ou could also be
assigned a previoudly listed address to verify and, if

Your Job Duties and Perfor mance Standards
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Area Segments

Group Quarters Segments

I nterviewing Assignments

necessary, correct before you conduct interviews at the
address. (See Chapter 3 of the Listing and Coverage
Manual for more details on listing permit segment
addresses.)

Before any units are selected for interview from an area
segment address, there are a variety of tasks that need to be
completed. Thesetasksinclude: precanvassing, canvassing
and map entries, and listing units. Y ou could also be asked
to update and record changes to area segment listings. (See
Chapter 5 of the Listing and Coverage Manual for more
details about listing area segment addresses.)

A group quartersisatype of living quarters where the
residents share common facilities or receive authorized care
or custody. There are three types of group quarters--
ingtitutional, noninstitutional, and military barracks. Only
noninstitutional group quarters units are eligible for
interview. By definition, agroup quartersis not ahousing
unit.

A group quarters segment is made up of one or more
group quarters that were identified in 1990 census blocks
originally screened for unit segments. In addition to listing
group quartersin group quarters segments, you could also
find and list group quarters unitsin area and unit segments.

Y our listing assignment tasks in a group quarters segment
could include: identifying eligible units, choosing listing
methods, and listing units in group quarters. You could also
be asked to update a previously listed group quarters listing
sheet. (See Chapter 4 of the Listing and Coverage Manual
for more details about listing group quarters.)

Each interview month, your interviews will be a
combination of personal visit and telephone interviews and
could include addresses from any of the four segment types.
Regardless of the interview method, always conduct your
interviews with discretion and courtesy. Thesetwo traits are
especially important in gaining a respondent’s confidence
and continued cooperation.

Your Job Duties and Perfor mance Standards
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Y our basic interviewing duties include:

v Filling or updating Control Cards (NCVS-500) for new,
returning, replacement, and noninterview households.

v Filling the Basic Screen Questionnaire (NCVS-1) for the
household respondent and each remaining household
member who is at least 12 years of age. For households
with more than four members, you will also fill an
NCV S-1A for each additional household member.

v Filling a Crime Incident Report (NCVS-2) for each
incident reported in the Basic Screen Questionnaire.

v/ Completing a Noninterview Record (NCVS-7) for each
sample address that you are not able to interview during
the interview period, such asrefusals, vacant units,
demolished units, and so forth. (See Part A, Chapter 6,
for more details about noninterviews.)

Your Job Duties and Perfor mance Standards
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BeFlexible

Keep Up to Date

Do Not Procrastinate

Make Several Transmittals

Topic 2. Additional Duties

Due to the nature of interviewing work, you need to be ready
to work both day and evening hours to reach sample
households. Some of your respondents may be hard to
reach, so you will need to contact sample households at
various times of day and on various days of the week. If you
are not flexible with your work schedule, you will find it
very difficult to complete al of your assigned interviews.

It isimportant to read carefully and try to absorb all memos,
self-studies, or other instructional materials concerning your
NCVSwork. From time-to-time, our sponsor may decide to
add survey questions or reword existing questions. Other
times, you may receive instructions on how to perform a
specific task using new procedures.

In order for you to understand the intent and usage of these
changes, you must read and understand al instructions that
you receive. When you receive any NCV S instructions or
self-studies, keep in mind that they are intended to help you
do your job better and more efficiently.

Arrange your work schedule for each interview month so
that you can complete the majority of your cases as soon as
possible after your assignment begins. If you delay most of
your interviewing until later in the interview period, you run
the risk of not completing your assignment by your closeout
date. Remember that most sample households will require
more than one contact to complete interviews for al eligible
household members.

It is very important that you return your completed NCVS
work on aflow basisto your regional office. Whenever
possible, send your completed work every workday. By
sending frequent shipments of completed work, you will
enable your supervisor to correct problems quickly and
allow all other related processes to run more smoothly.

Your Job Duties and Perfor mance Standards
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Keep Accurate Records

Meet Expected Standards

Additional Reading

Accurate administrative records are important for both you
and your supervisor. Make sure that each workday you
record:

e The amount of time you spent on NCV S work,
« The current status of your assignment, and

* The number of milesyou traveled for NCVS
interviewing.

Y our main goal for your work on the NCV Sisto strive for
the highest possible degree of accuracy and efficiency. To
aid you in meeting and maintaining this goal, the Census
Bureau has devel oped performance standards by which your
supervisor can rate your performance. (See Topic 3 of this
chapter for more details about performance standards.)

If you are interested in reading additional general
information about your interviewing job, refer to Chapter 1
of the Administrative Handbook for | ntermittent and Part-
Time Schedule A Employees, Form 11-55.

Your Job Duties and Perfor mance Standards
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Overview

Performance Ratings

Production Standards

Planning Your Travel
Route

Topic 3. Performance Standards

The success of the NCV Sis dependent on accurate and
complete information. We count on you, our field
representatives, to help us succeed in this effort.

This survey operates on afixed budget and the only way we
can conduct the NCV S on schedule and within budget is
with your cooperation. We depend on you to complete your
work accurately and efficiently.

We hope that you will aways strive for the highest level of
quality and productivity in your NCVSwork. We also
realize that a new field representative cannot be expected to
start out with an "outstanding” performance rating.
However, we do expect you to do your best and to improve
as you gain more interviewing experience.

To help you meet and maintain high performance standards,
we have established measures for various elements of your
job. Your supervisor will evaluate your performance on a
continuing basis and will keep monthly records on your
level of performance.

Twice ayear, your supervisor will rate your response and
accuracy rates into one of two categories: Pass or Fail.

The importance of completing your assignment within the
specified interview period is not only important from a cost
standpoint, but is also essential for meeting our processing
deadlines. With the exception of holidays, always begin
your assignment on the first working day of the month. Try
to complete as quickly as possible al interviews assigned for
an interview month. Schedule your work so that your
assignment is completed befor e the closeout date for the
interview month.

Plan your travel route so you can accomplish your NCVS
work and move from one segment to another using the least
amount of time and mileage.

Your Job Duties and Perfor mance Standards
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Keeping Callbacksto a
Minimum

Conducting Efficient
I nterviews

Quality Interviews

Try to plan your personal visits during the most productive
hours of the day and days of the week, so you can find
household members at home and reduce the number of
return visits to a sample address. Evening hours and
weekends tend to be most productive in areas where a
majority of the household members work outside the home.

Always remember to make the least number of tripsto a
sample area as possible to complete your assignment. 1f you
need to make personal visit callbacksin a sample area where
you still have some initial visits, try to complete these
interviewsin onetrip. Also, if no oneisat home at thetime
of your visit, attempt to find out the best time to contact the
household before you leave the sample area. Y ou can
inquire of neighbors, apartment managers, janitors, and the
like, but you cannot mention the survey name to these
people.

Here are some pointers for saving time without sacrificing
accuracy:

v Become thoroughly familiar with the sequence of
items on the Control Card and NCV S questionnaires.

v/ Make sure you understand how to enter answers on
each NCVS form.

v Familiarize yourself with the possible answer
categories on each NCV S form.

v Beprepared to answer respondents’ questions briefly
and clearly, regardless of the type of question. To help
you prepare for respondent questions, you can read the
introductory letters, your job aid, NCVS At a Glance
(NCVS-500.1), the NCVS Fact Sheet (NCVS-110),
and this manual (NCVS-550).

Y our supervisor considers the quality of your work to be just
as important as your productivity. It will be of no value to
this survey if you transmit your entire assignment early in
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Accuracy Rate

Response Rate

the interview period, but most of the returned forms are
either incompl ete or inaccurate.

The instructions provided in this manual provide all the
information you will need to conduct NCV S interviews
efficiently and accurately. 1f you experience specia
situations or problems that are not covered in this manual,
either call your supervisor or document the situation or
problem on an Interviewer Communication (INTER-
COMM), Form 11-36.

Y our supervisor will periodically provide you with areport
showing interviewing errors that were detected as your
completed work was reviewed. Besides documenting your
errors, this report will aso give you advice on how you can
avoid or eliminate similar errorsin the future.

Strive to become thoroughly familiar with all NCVS
procedures and to conduct your interviews in a uniform and
consistent manner. If you achieve these goals, you will
eliminate most interviewing errors.

For each interview month, your supervisor will calculate the
response rate for your NCV S interviewing assignment.

Y our response rate takes into consideration how many
interviews you were able to complete from al eligible
sample addresses assigned to you (excluding Type B and C
noninterviews). By reviewing your response rate, you and
your supervisor can track how effective you are at obtaining
interviews.

Maintaining a high response rate is essential to ensuring that
our NCV S sample data are representative of the entire U.S.
population. Failureto interview all eligible household
members can introduce a serious bias into the survey. For
example, sample persons who are difficult to contact or who
resist being interviewed could have very different
victimization experiences than those sample persons who
are easy to contact and interview.

Your Job Duties and Perfor mance Standards
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Y ou need to keep to aminimum all Type A noninterview
households and Type Z noninterview persons.

When you are assigned a sample household that is eligible
for interview and you are unable to interview ANY
household members (including the household respondent),
the caseis classified as a Type A noninterview. Some
Type A noninterview reasons include:

 Noonehome,

« Temporarily absent through the entire interview period,
and

e Refused.

An eligible household member is classified asa Type Z
noninterview when the household member cannot be
interviewed during the current interview period. Never
classify a household respondent for a sample address as
a TypeZ noninterview. When you are not able to
complete an interview with a household respondent, you
must classify the sample address as a Type A noninterview.

Some of the Type Z noninterview reasons include:
e Personisnever available,
e Person refused,

» Personisphysically and/or mentally unable to answer
and no proxy respondent is available, and

» Person istemporarily absent and no proxy respondent is
available.

Your Job Duties and Perfor mance Standards
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The best strategy for minimizing Type A and Type Z
noninterviews isto:

«  Work on improving your salesmanship skills so you
are better equipped to gain cooperation from all types
of respondents and

@  Contact respondents when you are most likely to reach
them at home.

(See Part A, Chapter 6, for techniques on reducing
noninterviews.)
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Topic 4. Field Evaluations--Observations and Reinterview

Observations

For a Low Response Rate

In addition to the review of your work in the regional office,
your supervisor or his/her representative will periodically
observe you actually performing your listing and
interviewing work.

The first two on-the-job or induction observations are for the
purpose of providing post-classroom training during actual
work situations on interviewing technigues and NCVS
concepts. Both of these observations are usually done
within your first 6 months on the job.

All other observations are aimed at evaluating and
improving your on-the-job performance. Normally, you will
be observed at least once a year and you will probably be
with the observer for aminimum of 6 hours. Thisisthe
average length of time required for reviewing your general
performance and rectifying specific performance problems.

Keep in mind that observations are the best opportunities for
you to receive individual assistance with any problems you
are experiencing. Observations are designed to help you
improve all measures of performance.

Prior to your observation, the observer will contact you to
make the final arrangements and give you any pre-
observation instructions. These instructions may vary
depending on the purpose of the observation.

If one of the purposes for the observation isto help you
improve alow response rate, you will probably be instructed
to:

v Delay interviewing households where you suspect that
you might experience problems and

v Keep interviewing materials for problem households
that you have already contacted.

Your Job Duties and Perfor mance Standards
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For a Low Accuracy Rate

For a High Number of
Minutes per Case

Reinterview

Thiswill allow the observer to work with you on these cases
and help you improve your techniques for gaining the
cooperation of sample households.

If one of the purposes for the observation isto help you
improve alow accuracy rate, you will probably be instructed
to carefully edit and retain your previous day'swork. This
will alow the observer to show you ways to reduce the
number of interviewing errors.

If one of the purposes for the observation isto help you
spend less time on each case, you will probably want to be
prepared to discuss how you:

v Planyour itinerary,

v/ Usethe county and segment maps to locate assigned
addresses,

v Usethetelephone, and
v/ Decide when to contact assigned households.

Reinterview is a method we use to independently evaluate
your on-the-job performance. At least once a year and
possibly up to four times ayear, your supervisor or his’her
representative will redo a portion of your assignment for the
interview month. Y ou will not be notified beforehand as to
which month's assignment is targeted for reinterview.

The reinterviewer will recontact some of the same
households that you have already contacted. The
reinterview answers will be compared against the
original answers that you recorded, differences will be
identified, and reasons for the differences will be
determined.

The reinterviewer will verify that:

. The correct sample units were interviewed,

Your Job Duties and Perfor mance Standards
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. The listing sheets were completed or updated properly,

. The Control Cards were completed or updated
properly,

. All screen questions on the NCV S-1 were asked and
all answers recorded,

. The appropriate number of NCV S-2s were completed
for each reported incident, and

. Any noninterviews were classified accurately.

Once the reinterview is completed, the reinterviewer will
contact you so both of you can review the results together.
During this review, errors will be discussed and the
appropriate concepts and procedures will be reviewed. In
some cases the extent and type of errorswill require a
"special needs' observation and/or retraining.
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Topic 1. lIdentifying the Method of Interview

Checking Control Cards

Each interview month, some of your interviews will be
designated as personal visit interviews and some will be
designated as telephone interviews. Y our regional office
will separate the Control Cards for your assignment and
place a card on top of each stack to identify which ones
require personal visit interviews and which ones require
telephone interviews. Keep these two stacks separate until
you have completed all cases in the telephone interviews
stack.

Depending on your assignment area (PSU), you could
receive athird stack of Control Cards with a card on top
identifying the stack as"CATI Hold" sample addresses.
You will only interview a sample address from this stack if
your supervisor asks you to do so, because the CATI facility
was unable to get a completed interview.

Y our regional office will also indicate on your assignment
control sheet (Form 11-35) which sample addresses in your
assignment are designated for:

. Personal visit interviews,

. Telephone interviews, and

. "CATI Hold" sample addresses.

Notify your supervisor immediately if you have any
guestions about whether or not the sample addressesin a

particular segment need to be interviewed by personal visit
or by telephone.

Personal Visit vs. Telephone I nterviews
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Topic 2. Qualificationsfor Using the Personal Visit Method

Overview

First Enumeration Period
Households

Checking the Control
Card

Since telephone interviews are more cost effective, most of
your NCV Sinterviews will be by telephone. The following
qualifications must exist before you can conduct an NCV'S
interview in person:

= The sample household is assigned for afirst
enumeration period interview.

= The sample household has not been interviewed in any
previous enumeration period (sample address was a
Type A or B noninterview previously or a replacement
household now lives at the sample address).

=»  The sample household does not have a telephone on
which they can be reached.

=  The sample household does not want to be interviewed
by telephone.

For the first enumeration period, a sample household will
aways be scheduled for a personal visit interview. When
using the personal visit method, try to complete interviews
for the household respondent and all other eligible
household members during your initial visit. If the
household respondent refuses to do the interview in person,
you can take atelephone interview for the initial visit.
However, try to avoid this situation whenever possible.

Only the household respondent's interview must be donein
person for a personal visit interview. Any other eligible
household members who are not available during your initial
visit, can be interviewed by telephone.

By reviewing the Control Card for a sample address, you can
tell whether a sample address needs to be interviewed by
personal visit. For afirst enumeration period household,
most of the Control Card itemswill be blank. Items 1

Personal Visit vs. Telephone I nterviews
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Household Not I nterviewed
in Previous Enumeration
Periods

Checking the Control
Card

through 6a will always have entries shown and Item 5 (letter
sent) will only have the first enumeration box marked.

Regardless of the enumeration period, your first contact with
a sample household must be in person. After the first
enumeration period for a sample address, a sample
household may not have been interviewed because:

v/ The sample household was classified as either a
Type A or aType B noninterview in all previous
enumeration periods.

v/ The sample household is not the same household as
was interviewed in the previous enumeration period.
The new household at the sample addressis referred to
as a"replacement” household.

If you discover that a replacement household is now
living at the sample address, you must:

e Complete anew Control Card (NCVS-500) for the
replacement household,

» Staple the new Control Card for the replacement
household to the original Control Card, and

» Interview the household respondent in person,
along with any remaining household members who
are eligible for interview and available at the time
of your visit. Any callbacks for individual
respondents can be done by tel ephone.

If you look at Item 30f on the Control Card, you can see
whether or not the sample household was a noninterview in
the previous enumeration period. Y ou can also discover
why the household was a noninterview by checking the
noninterview reason listed for the code entered in Item 30f.
If a sample household has been a noninterview in all of the
previous enumeration periods, then you will need to use the
personal visit method for the current interview period.

Personal Visit vs. Telephone I nterviews
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No Telephone Available

Checking the Control
Card

Telephone Interview Not
Acceptable

Checking the Control
Card

Special Situations Requiring
Personal Visit Interviews

Entire Sample Household
Refuses a Telephone
I nterview

Household Member
Unable to Complete a
Telephone I nterview

If you should find that a sample household in your telephone
interview stack does not have atelephone, you need to
conduct the interview in person. To conduct a telephone
interview, the sample household must have a telephone at
home or elsewhere on which all eligible household members
can be contacted.

Look at Control Card Items 26a, 26b, and 26¢ to verify that
the household has a telephone on which all eligible
household members can be interviewed and that at least one
telephone number is listed.

If you should find that a sample household in your telephone
interview stack does not want to be interviewed by
telephone, then you must conduct personal visit interviews
for the household.

Look at Control Card Item 26d to verify that the "Yes'
answer box is marked. If the"No" answer box ismarked in
Item 26d, then you must conduct interviews for this
household in person.

Some special situations can require cases that would
normally be interviewed by telephone to require personal
visit interviews. These situations include:

. In some cases, you could encounter a sample
household in which al household members refuse to
be interviewed by telephone. Instead of classifying the
household as a Type A noninterview, you must attempt
to conduct these interviews in person.

. In asingle-per son sample household, the household
member is either too hard-of-hearing or is mentally
and/or physically unable to complete the interview by
telephone. Attempt to conduct the interview in person
and explain the reason for the personal visit on the
guestionnaire.

Personal Visit vs. Telephone I nterviews
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An EXTRA UnitIs
Found

Incorrect Telephone
Number

No One Answers

You Get a Recorded
Message

When an EXTRA unit isdiscovered during a
telephone interview, interview the household at the
EXTRA unit in person and explain the reason for the
personal visit on the questionnaire.

(Chapter 7 of the Listing and Coverage Manual,
Form 11-8, provides details about EXTRA units.)

If you discover that the telephone number listed on the
Control Card isincorrect, verify whether or not you
have reached the sample address. If you have not
reached the sample address, try to get the correct
telephone number from directory assistance, the
operator, and so forth. If you cannot get a good
telephone number for the sample address, then you
will need to make a personal visit and explain the
reason for the personal visit on the questionnaire.

If you have tried several timesto reach a sample
household by tel ephone and were unsuccessful, you
must:

v Verify the accuracy of the telephone number either
in alocal telephone directory or with directory
assistance.

v/ Telephone the contact person if oneislisted in
Item 33 on the Control Card. If you can reach this
contact person, try to find out why you have been
unable to reach the sample household by telephone.

v Asalast resort, you will need to make a personal
visit to the sample address and explain briefly the
reason for the personal visit at the top of page 2 on
the NCV S-1 (above the Household Respondent's
Personal Characteristics banner).

If you get arecorded message saying that the telephone
number has been changed, you need to call the new
telephone number (if given) and make sure that you

Personal Visit vs. Telephone I nterviews
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CATI Recycled Cases

have reached the sample address before starting the
interview(s). Make sure to enter the new telephone
number in Control Card Item 26¢ and line through the
incorrect number.

If the recorded message says that the telephone number
is disconnected or has changed and a new number is
not provided, try to find a new number from alocal
directory or directory assistance.

Asalast resort, you will need to visit the sample
address and explain briefly the reason for the personal
visit at the top of page 2 on the NCVS-1 (above the
Household Respondent's Personal Characteristics
banner).

If you receive any "CATI Hold" Control Cardsin your
assignment, your supervisor may instruct you to
interview one or more of these "CATI Hold" cases
during the interview period. We refer to these sample
addresses as "recycled" cases, because the CATI
facility was unable to interview them. When your
supervisor instructs you to interview arecycled case,
interview the sample address by personal visit.

Personal Visit vs. Telephone I nterviews
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Topic 3. Qualificationsfor Using the Telephone M ethod

Overview

Household'sFirst Timein
Sample

Type Z Noninterviews

Y ou will be conducting most of your assigned interviews for
second through seventh enumeration period households by
telephone. The following qualifications must exist before
you can conduct an NCV Sinterview by telephone:

<> The sample household was assigned for a personal
visit interview in a previous enumeration period and at
least the household respondent was interviewed in
person in a previous enumeration period. Refer to
Control Card Items 25b and 30 for this information.

=»  The sample household must have a telephone on which
all eligible household members can be interviewed.
Refer to Control Card Items 26a, 26b, and 26c¢ for this
information.

<> The sample household must be willing to be
interviewed by telephone. Refer to Control Card
Item 26d for thisinformation.

Once a sample household is assigned for a telephone
interview and thereis no specia situation requiring a
personal visit, then you would interview all eigible
household members by telephone for the current and all
future enumeration periods.

Ascovered in Topic 2 of this chapter, only the household
respondent’s interview must be completed in person when a
household first enters the NCV S sample (regardless of the
enumeration period). Once the household respondent's
interview is completed in person, any callbacks for other
household members can be conducted by telephone. This
will help uslower our interviewing costs.

If a sample household is designated for atelephone
interview and an €ligible respondent, other than the
household respondent, refusesto be interviewed, classify
the respondent as a Type Z noninterview. Do not make a
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Type A Noninterviews
Require a Personal Visit

personal visit in an attempt to convert arefusal for an
individual respondent. (See Part A, Chapter 6, for
instructions on classifying a respondent asa Type Z
noninterview.)

If either the household respondent or the entire household
refuses to be interviewed during a telephone interview, then
you are required to make a personal visit to conduct the
interviews.

Never classify a sample household asa Type A
noninterview following atelephoneinterview. You must
attempt to convert therefusal in person before
classifying a household asa Type A noninterview.
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Topic 4. Instructionsfor Conducting Telephone Interviews

Timing of Interviews

Starting the Interview

Always start your assignment with the cases in your
telephone interview stack, and get started as soon as possible
once the interview month begins. It is possible that you will
discover cases in the telephone interview stack that require
you to make a personal visit to an assigned segment (as
covered in Topic 2 of this chapter). By working through
your telephone interview work first, you can keep to a
minimum the number of tripsto a segment area and help us
save money by reducing travel costs.

Because of these possible personal visits, it is extremely
important that you attempt to complete all telephone
interviews in a segment within the first few days of the
interview period.

Asyou plan your itinerary for your personal visit cases,
make sure to include any telephone interview cases that now
require personal visits. Strive to make the least number of
trips as possible into a segment area to complete your
assignment.

Whenever you discover that a case scheduled for telephone
interviewing needs to be interviewed in person, explain
briefly the reason for the personal visit at the top of page 2
on the NCV S-1 (above the Household Respondent's
Personal Characteristics banner).

When you are ready to start a telephone interview, look at
Control Card Items 26a through 26f. By reviewing these
items, you will be prepared for situations where:

v/ Thetelephone number provided in Item 26¢ will ring
somewhere other than the sample household's
residence. Item 26b will give you thisinformation.

v/ You are unableto contact the household on the first
telephone number listed in Item 26¢, but a second
telephone number is also entered in Item 26c.
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Ask for Previous
Household Respondent

A Typical Introduction

v The sample household does not want to be interviewed
by telephone. Item 26d will give you this information.

v The sample household indicated the best timeto call or
visit them and/or when they do not wish to be
contacted. Item 26e will give you this information.

v The sample household indicated that they do not want
to be contacted on a Sunday. Item 26f will give you
thisinformation.

By reviewing these Control Card items before dialing the
telephone number, you will be more likely to reach the
household and less likely to bother them at an inconvenient
or unwanted time.

After dialing the telephone number listed in Control Card
Item 26¢ and someone answers, start by identifying yourself
and asking to speak to the household respondent from the
previous enumeration period. If that person is not available,
then make sure that you have reached the correct sample
address.

Once you know that you have reached the correct sample
address and are speaking to a household member, you can
continue with your introduction. Y ou don't want to describe
the NCV S to someone who is not a sample household
member.

Then ask to speak with a household member who is at least
18 years of age and knowledgeabl e about the household,
preferably one of the owners or renters of the home. This
person will be your household respondent for current
interview.

The following introduction will give you an idea of what
you need to say when you introduce yourself and the NCV S:

"Heéello, I'm (your name) from the United States Census
Bureau." (After reaching a sample household member,
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Explaining the Purpose
of the NCVS

Mentioning the
I ntroductory L etter

| dentifying Yourself

continue with...) " The Census Bureau is conducting a
survey here and throughout the Nation to determine how
often people are victims of crimes. We last contacted this
address six months ago.”

When conducting a telephone interview, it isn't necessary for
you to ask if the household received our introductory |etter.

Some respondents may want to ask some questions about the
NCV S before agreeing to answer the survey questions. You
need to be prepared to answer their questions briefly and
accurately.

The following sources provide answers to some of the more
commonly asked questions from respondents:

-» Page 2 of the Information Card Booklet, NCV S-554,
-» Thejobaid, NCVS At aGlance, NCVS$-550.1, and

-» Part A, Chapter 2, Topic 5, of this manual,
NCV S-550.

It is not necessary for you to mention or ask about the
introductory letter during a telephone interview.

However, you should have one with you in case a
respondent has a question about it. If you were conducting
the interview in person, you would ask if the respondent
received a copy of the introductory letter and hand him/her a
copy if it was not received in the mail.

Unlike a personal visit interview, you are not able to show
any formal identification to a respondent over the telephone.
If you identify yourself, your agency, the survey, and your
purpose for calling, most respondents will believe you and
agree to be interviewed. For those respondents who
seriously doubt what you tell them, suggest that they call
your regional office's (1-800) number (if available) or call
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Explaining the Purpose
of a Telephone Interview

Verifying the Accuracy of
Your Contact

collect to confirm who you are and why you are calling
them.

Some respondents may want to know why you are calling
them instead of coming to their home for the interview. |If
this happens, just explain that telephone interviews help us
to reduce our survey expenses. Therefore, as a cost saving
measure, we attempt to conduct most interviews by
telephone if the household has indicated to usin a prior
interview that atelephone interview is acceptable.

Keep in mind that for the NCV S we are following the
sample address and not a specific household. In other
words, if ahousehold moves out of a sample address
between enumeration periods, you would no longer
interview that household. Y ou would interview the current
residents at the sample address.

If you call the telephone number on the Control Card and
reach the same household from the previous enumeration
period, don't assume that you have reached the sample
address. It is possible that the household could be using the
same telephone number at their new address.

Always verify that the household is still living at the address
listed in Control Card Item 6a. If you are given an address
that doesn't identify an exact unit or is dightly different from
the address listed on the Control Card, ask the respondent if
the household has moved since their last interview.

If the household has moved out of the sample address and
continues to use the same telephone number, thank the
respondent for their cooperation and explain that you do not
need to interview his’/her household, since they no longer
live at the sample address for this survey.

Anytime you discover that a new or replacement household
iscurrently living at the sample address, you are required to
complete anew Control Card and conduct the interviews
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Selecting a Household
Respondent

Using the Information Card
Booklet

Spanish Origin, Item 23

with the replacement household by personal visit for the
current enumeration period.

Once you are sure that you have reached the sample address
and the same household from the previous enumeration
period, you need to speak to the household member who will
be the "household respondent.” Because of the type of
information this person needs to provide both for the
Control Card (NCVS-500) and the Basic Screen
Questionnaire (NCVS-1), you need to select a household
member who is at least 18 years of age and knowledgeable
about the household.

Listed below isthe order of preference for selecting a
household respondent:

First Ask for the household respondent from the
previous enumeration period.

Second  Ask for one of the persons who owns or rents the
home.

Third Ask for a household member who is at least
18 years of age and knowledgeable about the
household.

Control Card Items 23, 24, and 28 instruct you to show a
flashcard to the respondent for personal visit interviews.
When several answer categories are listed for anitem, it is
much easier for arespondent to read the flashcard and select
the correct answer. Obvioudly, these items must be handled
differently during a telephone interview.

Since your telephone interview cases will be sample
addresses that have been interviewed in a previous
enumeration period, you will only ask item 23 for any NEW
household members that you add for the current enumeration
period.
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Race, Item 24

Household I ncome,
[tem 28

If the respondent hesitates to answer once you have asked
the question in Item 23, then turn to page 6 in your
Information Card Booklet and ask the respondent if the
added person's ethnic origin is one of the following
origins...(then read the origins listed on page 6).

For your telephone interviews, only ask the race question for
any NEW household members for the current enumeration
period. If the respondent does not give you the NEW
household member’ s race(s) after you ask the question for
Item 24, then read the race categories listed with the race
codesin thetop, right corner of the Control Card.

If you are conducting atelephone interview for athird, fifth,
or seventh enumeration period household, you will need to
update Item 28 with the household respondent. Follow
these steps:

Step 1 - Rephrase the question in Item 28 so that you ask,
" What was the total combined income of all
members of this household during the past
12 months?"

Step 2 - If necessary, explain to the respondent that you
need to identify the broad income range that best
fitsthe total combined income during the past
12 months for all household members who are
14 years of age or older.

Exclude the income of any household member
who left the household and is not a household
member at the time of the interview. If the
respondent seems confused about which
household member's income to include, then read
the list of current household members who are
over 14 years of age by looking at Control Card
ltems 13aand 17.

Step 3 - If the respondent givestoo broad of an income
range, then probe by reading the answer
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Marking the Type of
Interview (Item 18 on the
NCVS1)

categories from the Control Card that are within
the broad range.

Step 4 - If the respondent has trouble giving you an
amount or aincome range, then probe by reading
the answer category marked on the Control Card,
along with the answer categories just above and
below it.

As you complete the Basic Screen Questionnaire, NCV S-1,
for each eligible household member, mark the correct
answer category for Item 18 to show whether the interview
was conducted in person or by telephone, as well as showing
whether the interview was a self-response interview or a
proxy interview.

If you are unable to interview an eligible household member
(other than the household respondent), you would mark
Box 5, "Noninterview (Type Z)" in Item 18 to show that the
personisaType Z noninterview. A Type Z noninterview
also requires you to complete Item 14 on the cover page of
the NCV S-1 either during or after the interview.
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Topic 5. Telephone Interviewing Skills

Overview Every interviewing situation is unique and should be treated
assuch. Do not alow adifficult interview or a sharp refusal
to shake your confidence or affect subsequent interviews. It
isimportant that you begin each interview asif it were your
first interview of the workday. Try to keep abusinesslike
attitude and a positive frame of mind at all times.

Successful telephone communication is dependent on how
the respondent perceives you based on your vocal
expression. Your language usage, grammar, voice quality,
rate of speech, and enunciation are all key elementsin
creating afavorable impression over the telephone.

General Rules When you conduct a telephone interview, you want to sound
professional. Y ou can accomplish thisif you are easy to
understand and always try to sound confident, polite, and
businesslike. Listed below are some genera rules that can
help you to promote a professional image.

Clarity Avoid talking to respondents with anything in your mouth--
no mints, gum, and so forth. Always speak directly into the
mouthpiece and guard against placing the mouthpiece at
chinlevel. Instead of raising your voice when a respondent
is having difficulty hearing or understanding you, first
ensure that you are holding the mouthpi ece between your
nose and your lower lip. Thiswill improve the quality of the
transmission and alow you to speak in your normal tone of
voice.

Enunciation Pronounce your words carefully and never mumble. Thisis
so important because the English language is full of similar
sounds, such asthe letters"T" and "D," and "P," "B," and
"V." Careful enunciation will not only save you from
repeating what you just said, but will aso help you avoid
misunderstandings.

Courtesy Courtesy is tremendously important during a telephone
interview. Whenever arespondent tries your patience, try to
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Rate of Speech

Pitch and I nflection

Use a Brief I ntroduction

Start Fresh

No Rushing

remain calm and do not allow him/her to hear any
impatience or frustration in your voice. The best way to
achieve this goal isto never take anything a respondent says
personally. Avoid letting your emotions push you into
saying anything that may upset or excite a respondent.

Also, as a courtesy to the respondent, explain why you are
pausing between questions. The respondent may be more
patient and willing to wait if he/she knows that you are
pausing to write down pertinent facts about an incident.
Remember that your job is to conduct complete and accurate
interviewsin a"professional” manner.

Find arate of speech that is comfortable for you and the
majority of your respondents. The average rate of speechis
120 words per minute. Keep in mind that if you speak too
rapidly your words tend to run together, and if you speak too
slowly the respondent may still have difficultly
understanding what you say.

Speak in amoderate pitch and avoid talking in a monotone
voice. When reading questions, it is especially helpful to
use arising inflection towards the end of a question. If you
put a"smile" in your voice and avoid sounding like a robot,
you are more likely to keep your respondent’s interest.

Avoid using lengthy introductions. Keep them brief and to
the point and begin interviewing as soon as possible.

Do not let your emotions from a "tough” interview or a
refusal carryover into the next interview. Each respondent
deserves afresh start and the best that you have to give
them. You can not allow "tough” interviews and refusals to
shake your confidence.

Do not rush respondents or make them feel that they are
taking too long to answer your questions. We want our
respondents to relax and take their time, so they can
remember al the pertinent facts about an incident.
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Ending the I nterview

Listening Skills

If respondents feel as though you are rushing them, they may
purposely leave out information.

Asyou finish interviewing each eligible respondent in a
sample household, thank him/her and ask to speak to the
next respondent. When the time comes to end the telephone
call, aways let the respondent hang up first. Thistechnique
tends to give the respondent a feeling of control over the
situation.

It takes much more than just asking questions to be a good
interviewer. Listening attentively to your respondent is just
as important for conducting a successful interview. Listed
below are some listening techniques which all interviewers
need to practice:

= Limit your own talking so that the respondent has
ample time to explain incidents. Remember that it is
very difficult to talk and listen well at the same time.

= \When you do not understand something said or you
feel that you may have missed a point, always attempt
to get a clear understanding of the situation.
Sometimes repeating what the respondent said in your
own words may help to straighten out the
misunderstanding. Keep in mind that telephone
interviews may require more probing than personal
visit interviews.

= Make an effort not to interrupt a respondent before
he/she isfinished replying. A long pause does not
always indicate that the respondent is done answering
your question. Never rush arespondent when he/she
needs more time to recall specific facts.

w  Lifeisfull of distractions, but you have to learn to shut
them out while conducting interviews. Concentrate on
focusing your mind on what each respondent istelling
you.
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Telephone Techniques

w  Theoccasional use of interjectionslike"Yes' or "l
see" will reassure the respondent that you are paying
attention to what he/sheis saying. Be especially
careful to use neutral comments that will not bias the
interview in any way. Avoid saying thingslike "That's
good" or "That's too bad."

= Listen attentively and objectively. Do not allow a
respondent's words to irritate you or a respondent’s
harsh manner to distract you from your professional
manner.

= Avoid jumping to conclusions or assuming that a
respondent will say something before they actually
finish explaining the incident. Be patient and let the
respondent finish his/her thought. Y ou do not want to
lead the respondent and possibly bias the interview.

Every interviewing situation is unique and should be treated
assuch. Itisimportant that you adapt to each new
respondent. Y ou can not let your reactions to one interview
carryover and affect the next interview.

Here are some basic techniques you can follow to aid you in
conducting your telephone interviews:

= Select a good working space
Select a"quiet” place where you can conduct your
telephone interviews without dist