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Chapter 1: Census Employment

Topic 1: Vision and Mission Statements

The Census Bureau is frequently referred to as the “Fact Finder
for the Nation.”

We hire thousands of temporary employees, like you, to collect
decennial statistics of population and housing, as well as social
and economic data for use by the Federal Government, businesses
and industries, and various other d private organizations.
The Census Bureau will bgathe s oice for social and

Census Bureau’s

Vision
Quality Data
At the Right Time e the delivery of data that meets or exceeds our
. hing needs.
For the Best V rovide the highest quality data for the lowest cost
ible through continuous improvement.
Census Bureau’s The Census Bureau serves as the leading source of quality data
Mission about the Nation’s people and economy. We honor privacy,
protect confidentiality, share our expertise globally, and conduct
our work openly. We are guided on this mission by our strong
and capable workforce, our readiness to innovate, and our abiding
commitment to our customers.
Your Mission "~ As a Census Bureau employee, your mission is to collect data

through either personal interviews or telephone interviews. Your
participation in this endeavor will play a major role in deciding
this great nation’s future.

1-1
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59 The United States Census Bureau

the supplier of social and economic data,

for its people.

“Quality Data — at the Right Time, for the Best Value”

-- Census Bureau’s Vision

1-3
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Chapter 2: You and the Public

Chapter 2: You and the Public

Wear your official ID
card

Emergency Contact
Information Card

Added 0372009

Reporting stolen or lost
ID cards

What to do with you
ID card when you
separate

Topic 1: Identification Card

At the time you were appointed, you were issued an official
Census identification card with your signature and the expiration
date of your appointment. Wear this card whenever you are
working for the Census Bureau.

d, you were also
issued an Emergency Contact&@for ard. This card

includes instructions i
or stolen (Title 13/P1§

ollected from the general
or on a HHC) and important

- or stolen, submit a written statement to
ining the facts surrounding the loss and your
the card. Your supervisor will arrange for you
sther ID card.

n your appointment ends, or if you resign, turn in your ID
tdrd to your supervisor along with any remaining work
assignments and other census materials and equipment.

Failure to turn in your ID card, and other census materials, can
delay receipt of your final paycheck.

2-1
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Confidential
Information

Definition:
‘census-confidential’

Definition:
‘confidentiality’

Maintaining
confidentiality

Topic 2: Confidentiality

Your position with the Census Bureau has important
responsibilities regarding the confidentiality of data collected.
Title 13, United States Code, requires that data from individuals
and establishments be used only as statistical totals. This means
identification of individuals or establishments must never occur
and only sworn Census Bureau employees may examine the
information you collect. Do not release any data to persons not
employed by the Census Bureau i o family members.

eans all information the Census
ted from being disclosed, except
ise authorized for the protection of
Jurposes of national security.

Here are a few guidelines to help you maintain a respondents’
confidential information:

e Never reveal any personal information (for example, name
or address) about a respondent, either orally or by
allowing someone to read the questionnaire.

e Notify your supervisor immediately if materials
containing census-confidential information are missing,
stolen, or destroyed.

e When conducting interviews on the telephone, do not
allow unauthorized persons to listen to the conversation.

e You may use a cordless or wireless phone when
interviewing only with a respondent’s permission before

2-2
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Penalty for breachi

confidentiality

Data Stewardship

proceeding, since there is a possibility that the
conversation could be picked up by radio or television
receivers.

e Do not permit persons other than sworn Census
employees to listen to an interview between you and a
respondent. If friends or family members who are not
included in the survey are present, ask respondents if they
wish to be interviewed privately.

e Place census questionnaires and other materials in a
locked drawer or brief case in your home if possible;
otherwise, keep them in a place that prevents unauthorized
persons from looking at the collected data.

e Do not leave census material

view when in your

\_ census-confidential
information to your st Jtward to the office for

destruction.

S to accompany you or your
sus activities in the field unless
ployees.

C sworn employees (for example,
ily members) to deliver completed
to the scheduled drop site.

e out any addresses that you collect.

ublishes or communicates any information, the

osure of which is prohibited under the provisions of Section
Title 13, and which comes into their possession by reason of
ing employed by the Census Bureau, shall be fined not more
than $250,000, or imprisoned not more than five years, or both.

The U. S. Census Bureau workforce is bound by an ironclad
commitment that is backed by federal law: We may not release
personally identifiable information. Data Stewardship —
providing quality data for public good while respecting individual
privacy and protecting confidentiality — is the Census Bureau’s
core responsibility. It is the formal process we use to care for the
public’s information — from the beginning, when they answer a
survey, to the end, when we release statistical data products.

The practice of data stewardship assures that the Census Bureau
can effectively collect (and customers can use) high quality data

2-3
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About the use of
cordless and cellular
telephones

About the use of
personal e-mail
account(s)

“"name and Social Security number, or other information that could

while fully meeting the legal and reporting obligations levied by
the Census Act (Title 13), the Privacy Act, and other applicable
statutes, including the requirements of governmental and other
suppliers of data to the Census Bureau. It also includes meeting
higher ethical standards as identified by our privacy principles
and other data stewardship best procedures and practices.

Keeping the public’s trust is critical to our ability to carry out
our mission as the leading source of quality data about the
nation’s people and economy.

When conducting interviews, you must get permission to use your
analog cell phone from the respondent before proceeding because
there is an increased risk of interc ith this type of signal.
Your cell phone should in call is analog or
digital. If you are unsure, & e provider.

Digital cell phones are f]
low due to the type of §

be used to identify another person.

Also, never send e-mail with attachments to your Local Census
Office (LCO). These attachments may contain hidden computer
viruses that damage census files or create a security risk.

Finally, be aware that if you use your personal e-mail account for
work related business, the messages could be used as evidence in
an investigation (for example, if a complaint is filed by another

employee). The Census Bureau does not require you to use your

- personal e-mail to do your job and will NOT provide

reimbursement for your Internet connection or the use of your
personal e-mail account.

If you have questions about the definition of Title 13 or PII,

2-4
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please refer to your supervisor.

Topic 3: False Statements and Information

Help to maintain the You are expected to help maintain the quality of census data by
quality of collected following written procedures, asking questions as worded on the
census data questionnaire, and accurately recording responses that are

communicated to you.

Penalties for falsifying If you willfully falsify information collected under Title 13,
data and information United States Code, Section 213, you can be found guilty of

perjury (fabrication) and may be to $250,000 and/or
imprisoned up to five yea

If it is determined that falsifi
removed from federal

ntional, you will be

Subpoenas If you receive

y census information, or other
ify your supervisor and the LCO

2-5
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Restrictions on your
political activities

Federal Hatch Act
Do’s

Topic 4: Political Activity

Under the 1939 Hatch Act, federal employees, among others, faced
significant restrictions on their ability to participate in political
activities. Congress amended the Hatch Act in 1993 to permit
more political activity by federal employees. With the 1993
amendments, many federal employees are now permitted to take an
active part in political management or in political campaigns. The
Department of Commerce (DOC), of which the Census Bureau is a
part, is covered by the 1993 amendments. Therefore, temporary,
part-time, and regularly scheduled ureau employees are
covered by provision of th " icipate more freely in
political activities.

The following ‘Do ’s and e : a brief summary for your
review.

n individual political party) elections.
elected, an employee must resign their Census
appointment or decline the elected position.

r and vote as they choose

assist in voter registration drives

express opinions about candidates and issues

contribute money to political organizations

e attend political fund-raising functions
o attend and be active at political rallies and meetings
e join and be an active member of a political party or club
* sign nominating petitions

e campaign for or against referendum questions,
constitutional amendments, municipal ordinances

¢ campaign for or against candidates in partisan elections

¢ make campaign speeches for candidates in partisan
elections

¢ distribute campaign literature in partisan elections
e hold office in political clubs or parties

2-6
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Federal Hatch Act Census employees covered by 1993 amendments may not—

?
Don'ts e use official authority or influence to interfere with an

election

e solicit or discourage political activity of anyone with
business before the agency

e solicit or receive political contributions
e be candidates for public office in partisan elections
e engage in political activity while—

- on duty

- in a government office

~ wearing an official unifgg

~ using a govern
e wear political buttons G

e solicit or accept ¥
any political

ces from a subordinate for

Federal Hatch Act The ‘Do’s g
Summary

e are intended to provide an
e activities and restrictions; the listing is not

=ment for provision of advisory opinion and
nctions relating to the Hatch Act rests with the U.S.

All employees are invited to learn more about political activities
and Departmental policies by reading an August 1, 1996
memorandum issued by Susan Esserman, Acting General Counsel,
subject: Political Activities; Hatch Act Restrictions and
Department Policies. It addresses policy concerning holding
political meetings in a Government office, use of a government car
to travel to political events, political travel, and so forth.

Copies of the memorandum are available, upon request, from the
Employee Relations Branch. Employees interested in legal and
regulatory citations concerning these issues may refer to:

5 U.S.C. Chapter 73, sub-chapter 111, as amended; 5 C.F.R.
Part 734, as amended (61 Fed. Reg. 35088 (July 5, 1996);
Public Law 103-359, § 501(k), 1994)

2-7
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More information on political activity and the OSC is available via
the internet at:
WWW.0sc.gov

Please remember that it is your responsibility to raise any
questions or concerns about permissible political activities to your
supervisor, local management, and appropriate offices

within the Bureau. Otherwise, if after having received and
investigated a complaint of a Hatch Act violation OSC finds
violations warranting prosecution, an employee may be removed
from a federal position or suspended from duty without pay.
Federal employees should be aware that certain political activities
may also constitute criminal offen Title 18 of the U.S.
Code.

2-8
04/01/09
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Topic 5: Outside Activities and Conflicts of Interest

Restrictions on your You are prohibited from holding outside employment or
outside activities conducting outside activities that are incompatible with fulfilling
your census duties and responsibilities.

e  Outside activities must not involve, or appear to involve, a
conflict of interest.

o Outside activities must not interfere with or be detrimental
to the efficient completion of your duties during the hours
you are expected to be available for work.

erfere with the
. Consult with your
t or other outside

o Outside employment must
completion of your cens
supervisor on any Gg id

Conditions that might
affect public trust or
your job performance

ituations that may create

ind as to whom you represent and
st in the Bureau of the Census or possibly

i job. (Other conditions may apply.)

loyment as a law enforcer, tax collector, social
or door-to-door salesperson, and so forth, and as a
s Bureau employee might confuse a respondent as to
om you will submit collected census data.

Outside activities that may cause you to be unavailable for
census duties or perhaps reduce the time required to
successfully perform your census duties.

e Your use of names or addresses of respondents from lists
gathered by the Census Bureau to contact persons solely
for the benefit of your outside activities. The use of
federal government resources for the purpose of fulfilling
duties associated with outside activities is prohibited.

Prohibited activities You may not accept a fee, compensation, gift, payment of
expense, or any thing of monetary value in cases which
acceptance may result in, or create the appearance of, a conflict of
interest.

You may not participate in any outside activity that might result

2-9
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in, or create the appearance of:

e using your public office for personal gain,

e giving preferential treatment to any person or
organization,
o interfering with government efficiency or economy, Of

J | adversely affecting the public trust.

Dual federal A person cannot hold two federal positions simultaneously if one
employment is a full-time position, unless there is an agreement in place with
that agency. If you are currently employed either full-time Of
part-time or are soon to be employed at another Federal agency
while working at the Census Buregs ight be regarded as
dual federal employment. your supervisor at
the Census Bureau if you at yed, or become
employed, at another Federal

r (or the administrative staff at
y other federal agency of postal
brently working Of will soon be

Informing your office You must infor
of possible dual federal your Local Ce
employment service w

Su 0 your supervisor that includes--

yame, home address, phone number

e of federal agency, yout position title, and a brief
scription of job duties and responsibilities.

e letter will be forwarded to the Regional Census Center
Administrative Coordinator for review. If it is found that dual
federal employment has, of will occur, your appointment may be

ended.
Exemption from the If you work for the United States Postal Service (USPS), you may
dual Federal be exempt from the dual federal employment limitation; however,
employment rule your regional census center must still approve of this
employment.

Prepare a letter detailing your USPS employment including your
name and home telephone umber, and submit it to your
supervisor who will forward it to the administrative staff for
review and approval.

2-10
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Topic 6: Post—Employment Restrictions Under 18 U.s.C. 207

Post—employment  Thelaw (18 U.S.C. 207) places certain restrictions on the post-

restrictions employment activities of former federal employees. "l'“he. ‘

‘ penalties for violating the provisions of the law are criminal in
nature.

The post—employment restrictions are summarized as follows:
General Restrictions:

1. A lifetime bar from representing any other person before
the United States in any particular matter involving
specific parties in which yousE ipated personally and

substantially as an icial

other person before
matter involving
ing under your official
before leaving office.

7 A two-year bar from
the United State '
specific partie
responsibili

nonpublic information regarding
y negotiation.

epting payments for lobbying/representational
tie€ of others which occurred during the period of
bovernment employment.

mitations on misusing or disclosing nonpublic (for
example, Privacy Act) information. ‘

3. Limitations on testifying in court on United States matters.

There are four other general restrictions and five other special
restrictions that apply only to senior employees of other exclusive
personnel.

These statutory restrictions are fully explained in 18 United States
Code, Section 207. If you have any questions, you may write the
Assistant General Counsel for Administration, Department of
Commerce, oF call (202) 482-5387.

2-11 ‘
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Topic 6: Post-Employment Restrictions Under 18 U.S.C. 207

Post-employment
restrictions

The law (18 U.S.C. 207) places certain restrictions on the post-
employment activities of former federal employees. The

penalties for violating the provisions of the law are criminal in
nature.

The post-employment restrictions are summarized as follows:
General Restrictions:

1. A lifetime bar from representing any other person before
the United States in any particular matter involving
specific parties in which ipated personally and

2. A two-year bar fror
the United States j

other person before
matter involving
ng under your official
ear before leaving office.

nonpublic information regarding
y negotiation.

cepting payments for lobbying/representational
of others which occurred during the period of
vovernment employment.

imitations on misusing or disclosing nonpublic (for
example, Privacy Act) information.

3. Limitations on testifying in court on United States matters.

There are four other general restrictions and five other special
restrictions that apply only to senior employees or other exclusive
personnel.

These statutory restrictions are fully explained in 18 United States
Code, Section 207. If you have any questions, you may write the
Assistant General Counsel for Administration, Department of
Commerce, or call (202) 482-5387.

2-11
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Summary of ethics
rules

Maintaining
confidentiality of
information

Misuse of government
position

Financial interests

Topic 7: Summary of Ethics Rules

(updated 4/22/09) -

As an employee of the U.S. Department of Commerce, Census
Bureau, you are subject to ethics rules and regulations that apply
to all federal employees. Please carefully read the following
summary of the more important rules. Please refer to Illustration
1 and Hlustration 2 for additional guidance.

You may not disclose or use any info
obtained as a Census employee
the public, including any €
your government job.

ation that you have
not been released to
ollected while doing

government titlgge
includes g
fax machi

gnal activities. ‘Equipment’
nd hand-held computers, laptops,

: on a matter, such as a trade issue or a patent

i ication, for anyone other than yourself. This includes writing
ter, making a telephone call, or meeting in person with a
epartment of Commerce employee. However, you may contact
the Department to obtain information that is made available to the
public.

Generally, you may not work on an assignment for the Bureau if
it involves a company in which you have a financial interest.
Your financial interests also include those of your spouse, minor
child/children, general partner, private employer, an organization
for which you serve as an officer or director, or a prospective
employer.

2-12
04/01/09
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Gifts

Office of the General
Counsel

Standards of conduc
text

Generally, you may not accept a gift given to you because you are
a Government employee. This includes a gift from someone who
has any financial interest in the work you are doing, such as a city
or county that has an interest in the census count or a company
that contracts with your office. There are some exceptions: you
may accept gifts of $20 or less or gifts from relatives and friends.

You may not give a gift to your supervisor or accept a gift from
anyone you supervise unless it is for a special occasion (such as,

marriage or retitement) or for holidays or birthdays and the gift
costs $10 or less.

ext of the government-wide standards of conduct
employees is available on the internet. The internet
ess 1s www.usoge.gov. Click ‘OK” at the bottom of the home
. Select ‘Forms, Publications and Other Ethics Documents.’
en select ‘OGE Publications.’

A copy is available in Appendix D of this handbook.

2-13
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Hlustration 1
Top 10 Ethics Rules For Decennial Census Employees

AVOID MISUSING YOUR GOVERKMENT OB
1 Do not use vour official title or Governument resources {duty time, computer,
e-mail access, information, fax, copier, vehicle) for personal activities,

2. Do not create the appearance that you are using vour public office for the private
gain of your friends, relatives, private employer, or anyone else.

AVQOID SELF-DEALING
3 Do not work on an assigrument that will affect your §
financial interests incude vour investments
mbror children aced the Anancial buterests of a
as an officer or board member,

rests) youy
1 spouse and
ohy you serve

el a

4, Do not, work on az assignment i which,
prospective employer) has a financial §

AVOID APPEAR

s employer (or a
authorized by law,

PTISM

5 Do not work on an assignaentg . relationehip with one of the
parties; vou have such a re i . L and close Eamily members,

& Do not accept
affected by Cﬁ' dess an exception applies, such as for {1} gifts of

} and (23 gifts from friends and relatives.

7. ervisor or accept a gift from a subordinate, unless itis
vent (e g., marriage, retivement) or (2) $10 or less v value,
AVOID DIVIDED LOYALTIES
] Do n n outside activities with non-Federal entities that have matters
before your office,
9. Do not engage in political activities while on Governunent premises or during

duty hours.
W Do oot unless vour job requires, vontact 3 Faderal official for someons else,

For a.copy of the” Stansdards of Ethical Conduet for Employees of the Executive Brandh” go fo
ics tml: for efhics advice, confact thy Department of Commerce Ethics
Lave anul Progroms Division af 202-482-5384 or gthicsdivision@docgov.

P R S S e e

2-14
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IHustration 2
General Ethics Principles

GENERAL ETHICS PRINCIPLES

1. Public service is o public frust, requiring employses fo place loyalty fo the Constitution, the
lnzws and ethical principles above privats gain,

2. Employees shall vot hold financial interests that conflict with the conscientious performance
aof duty.

L4

. Employees shall not engage in financial trarsactions using nonpublic Govermment
information or allow the proper wse of such information to further any private interest,
An exmployee shall not, except as permitted in ethice regulations, solicit or avcept wwy gift or
other item of monetary value from any person or entity seeking official action from, doing
business with, or conducting activities regulated by the employes's
wiay be substantiolly affected by the parformance or non-performa
. Ernployees sholl put forth honest effort in the performam
. Employees shall not knewingly make unanthorized comm
purporting to bind the Govermuent.

7. Employees shall not use public office for private gair
8. Employees shall act impartiolly and nof give prefe
organization or tndividual.

#a

r swohose interests

Toyee’s duties.

S W

iy private

9, Employees shall protect and conserve Fede
authorized activities,

1ot use it for other than

10. Employers shall not engage in outy
negotiating for employment, the
responsibilities,

11. Employees shall disclose

Siobbligations as citizens, including all just financial

ral, Sinfe. or local faxes—that are frrposed by It

d regrelations that provide equal opportunity for all

religion, sex, wational ovigin, age, or handicap.

o aveid any actions creating the appeararce that they are

cal standards set forth in ethics regulations, Whether particular

envance that the luw or these stardards have beey violated shall be

spective of a rensonable person with knowledge of the relevant fucts.

wiolating the law or th

sttuntions
determined front

Prepared by the Ethics Law and Programs Division, Office of the Assistant General
Counsel for Administration, United States Department of Cormnerce
202.482-5384 - ethicsdivsion®doc.gov — April 2, 2009

T S S S S R e S R P
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" CONFIDENTIALITY

Shh census data confidential!
Never reveal any information about a
respondent, either verbally or by allowing
someone fo read the questionnaires.

Place confidential materials in a locked area when
not in use.

2-16
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Chapter 3: Personnel and Payroll

Topic 1: Your Appointment

Appointment Your appointment document is a Standard Form (SF) 50,

document Notification of Personne! Action. A SF-50 is produced for most
personnel actions that you will experience. The SF-50 provides a
chronological record of employment and personnel actions
processed. It shows the appointme tive date, hourly rate of

bout your job. Keep

ive through the

It can be used to

ensus Bureau when seeking

duration of your employme
verify your federal servige

Position title/work siti em #15 and your work schedule
schedule i i

Length of appointment ed to a time-limited, temporary appointment with

expiration date of your appointment does not guarantee the
ailability of work or your services. Depending on the
availability of the work, your appointment may be extended.

Upon completion of your service, you will receive a SF-50
documenting the date you separated from the Census Bureau.

Benefits You are not eligible for health or life insurance coverage. You
are not eligible to earn or use annual leave or sick leave. If you
do not report to work due to illness or a personal matter, it is
treated as a ‘non-work’ day, meaning you will not receive wages
for the absence.

3-1
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Retirement coverage

Post of duty

Hours of duty

Updating or correcting
your employee
information

Chain of Command

Your earnings are taxed for and covered by the Medicare Tax
Program and the Federal Insurance Contributions Act (Social
Security). For each of these taxes, your D-444, Earnings
Statement, will identify a specific amount withheld from your
gross salary.

Your post of duty (official workstation) is your home. Your
workday can begin and end at your home. (4s a reminder, keep

census information confidential from all persons not employed by
the Census Bureau.)

You must be available as the wo

You are expected to
work the most productiv

If you are interviewing, sele
home and are able to r
most productive timg evenings and weekends.

If you work in

most residents are

wart of your information changes or is incorrect.
D-149, Correction Request Form, found in

e the Chain of Command chart to determine the first and
second level supervisors for field positions. Then refer to the
Authority for Recommendation and Approvals chart on the next

page to determine the type of actions they have authority to
initiate/approve.
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FIRST LEVEL

Table 3-1: Chain of Command

SECOND LEVEL.

THIRD LEVEL

FOURTH

FIETH LEVEL

LEVEL
Enumerator/ Crew Leader Field Assistant Manager L.CO Area
Crew Leader (cL) Operations for Field Operations | Manager Manager
Asst. (CLA) Supervisor (AMFO)/Assistant (LCOM)
(FOS) Manager for Quality
Assurance (AMQA)
Clerk Office Operations | AMFO, AMA, LCO Manager Area
Supervisor AMQA, AMT, Manager
(O0S) AMR
Recruiting Assistant LCOM Area Manage
Asst. (RA) Manager for '
“Recruiting (AMR)
Assistant Local Census Area Manager
Manager for Office Manager .
Technology (LCOM)
(AMT)
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Table 3-2: Authority for Recommendation and Approvals

EnumeraTorR  CLA.  CiERk  CL FOS 00s AMFO/ LCOM AREA
AMQA MANAGER!

Recommends overtime for V A v N v \/
approval for one level
lower...completes the CD-81

Approves overtime...signs S y ¥
the CD-81
Counseling Documentation \ v v v J v

regarding Conduct or
Performance... Recommends
termination for one level
lower...completes the D-282

Approves termination for two N < Y
levels lower...approves and
signs the D-282 and
completes the D-283

Recommends employment V Y v v A
changes including position
conversions, promotions and
retention for one level
jower...completes D-291

Approves staffing changes v \/ vy \/ V
including two levels
lower...approves the D

Signs that the D-291, CD=R
D-282 and D-283 have been
reviewed '
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Hours

Pay periods

Pay day

Payroll processing
schedule

Form D-308, Daily Pay
and Work Record

Topic 2: Your Salary

You will be paid your regular hourly rate of pay for training and
production hours. Training hours include classroom training,
related on-the-job training field work you receive from your
supervisor, and if applicable, completing self-study assignments
at home. Production hours include time spent conducting
interviews, canvassing neighborhoods, working on assignments in
your home, and other related operational duties or activities not
associated with training.

(See more on this in Topic 3, You
Hours, in this chapter.)

ivities and Authorized

Pay periods are weeklyo
following Saturday.

nday and ending the

eck approximately 11 days after
st week of work. Thereafter, you will be
for every week or portion of a week you

1 section in your office will process all payroll

ments received by noon each Wednesday. For example, if
submitted a D-308 for work performed during the weekly pay
riod beginning Sunday, September 14, 2008, and ending
Saturday, September 20, 2008, then you will have access to your
paycheck on Wednesday, October 1, 2008.

Note: Any payroll forms received after the processing cycle ends
will be processed in the next payroll processing cycle.

Your payroll document is a D-308, Daily Pay and Work Record.

You must complete a separate D-308 for each day that you work.
Fill in the required entries including your name, the date and day,
the number and type of hours, and the times of day that you work.

If you work on more than one task or job activity in a single day,
then you must complete a separate D-308 for each task. For

3-8
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Submission of your
paper payroll form

Direct deposit of
paychecks

Change in your routing
or account number

Paper Checks

example, if you work on payroll and on recruiting activities,
complete a D-308 for payroll and a second D-308 for recruiting
activities.

Submit a completed D-308 to your supervisor for each day you
work. Your supervisor will review, certify, and forward your
payroll document to the administrative section of your LCO for
processing.

By establishing an Electronic Funds Transfer (EFT) or direct
deposit, your paycheck is deposited into your checking or savings
account at your financial institution (e.g., bank, credit union, etc.).
You need not worry that your check was lost in the mail. If you
are interested in direct deposit and did not complete a D-1199,
Direct Deposit Authorization, at th g session, use the copy
andbook. Complete

ag ount and will not get
ectronic Salary

elay in receiving your
-1199 to your supervisor or

Section A-D. If yo\u do not<
one, you must submit a D

paycheck. Submit th
mail it directly tg

the administrative section of the
ncial institution notifies you that there is a
ton’s routing number or your account

ge to the routing number could be the result of a
eerf two financial institutions. If the LCO is not

y, there may be a delay in receiving your paycheck.

Jou want a paper check because you are unable to obtain an
ccount from a financial institution, you are required to complete
a D-260, Waiver Electronic Salary Payment.

On April 26, 1996, the President signed into law legislation
mandating the use of Electronic Funds Transfer (EFT) for Federal
Payments. Specifically, the Debt Collection Improvement Act of
1996 requires that, beginning July 26, 1996, all new employees
receive their Federal wages and salaries via EFT. Effective
January 2, 1999, all Federal payments, including Federal wages

and salaries, paid to current employees are required to be made by
EFT. ‘

To address the concern of recipients of Federal payments that do
not have a bank account, the U.S. Department of the Treasury
designed the Electronic Transfer Account (ETA) for individuals
to receive their Federal payments electronically. ETA is a
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low-cost account for recipients for Federal payments. Generally,
anyone who receives civil service wage salary (or represents
some who receives it) is eligible to receive his or her monthly
payments electronically through an ETA. This federally insured
account lets you enjoy the safety, security, and convenience of
electronic payments—even if you do not have a checking or
savings account right now. Once you open your ETA, instead of
getting a check in the mail, your payment will be deposited into
your ETA through Direct Deposit—on time, every time. There is
no worrying about a check. You can take money out of your ETA
the same day it goes into your account. ETA is located
nationwide. You can locate an ETA provider in your area by
visiting www.eta-find.gov .

Rare circumstances in which a wai
follows:

be granted are as

¢  Hardship du r mental disability

our address at any time during your employment,
cte D-149, Correction Request and give it to your
rvisor. They will submit the form to the LCO. A copy of
- form is located in the appendix of this manual.

All subsequent paychecks, earnings statements and human
resource documents will be mailed to this new address.

Checks that are lost or undeliverable due to an incorrect mailing
address will be returned to the Department of the Treasury for
automatic cancellation, A replacement check may take up to six
weeks to be reissued. Using direct deposit avoids these
situations.

Earnings Statements For each week that you receive a paycheck you will receive an
earnings statement in the mail. This earnings statement shows
your total earnings and reimbursements for the weekly pay period
as well as the year-to-date totals. These statements are printed in
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An error or non-
receipt of paycheck
and/or earnings
statement

Jeffersonville, IN and may be received later than your paycheck.
An illustration of the D-444, Earnings Statement, is shown on
page 3-9.

If you find an error or do not receive your paycheck and/or
earnings statement call your local census office administrative
area or the Personnel and Payroll Hotline at 1-877-233-4776.

3-8
04/01/09



D-590

Chapter 3: Personnel and Payroll

Hiustration 3-1: D-444, Earnings Statement
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LEY oy Erive Brepansupnt:  Wikbwhuslio tlerial Shwmes:  Hlagle oA sl
A, TH EDAGH Secativn: Tk « Aaewis ARowances: ] ]

Tob Tithe Lo Leader Al P

P Bratwt BLEAONRDG Howwly Addl. Ami.:
Swcrriuinn Raie Hoeers Fami Sours Bariings: Desorindon. Cupsesl X1 |
Mizege AGHRY: 3028 1L3% 3400 B % Fed Withboldng 45A% BN
Crewriime T4 DO 12 0 500 palid Fed MEDEE RE] 48]
Regular FH D000 o B 64, LLE L] gabr Fed DARDYNE wIe LRl
fetro Fasguler LRy it L
Touk ) T8 Y0 (33 it T A
Dessripine ‘Current CE 1T Destrudon vID :

MERSACE:

Ddiss Reglomnl ifice
BEES Wearth Sterwsns Frwy
Buite 800 5

Doables TN 153403836

GOMER PYLE
133 Aoy Prive
Anstn, TX 22456

Pove X444, Barnings Statement

Chieeh Mo,
421

United States 2008 Dresy Rehonresl
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Income tax deductions Federal, state, and local (where applicable) income taxes will be
‘ deducted from your earnings each pay period. The amounts
withheld will be based on the number of exemptions you
requested on your D-155, Applicant Data Sheet, and if applicable,
W-4, Employee’s Withholding Allowance Certificate, or W-35,
Earned Income Credit Advance Payment Certificate, that you
completed on your first day of training.

If you wish to change your non-federal exemptions at any time
during your employment, complete a separate Tax Withholding
Statement for that state, city, or county. If you want to change
your federal exemption status or claim 10 or more exemptions
from withholding, you must complete a W-4, Withholding
Allowance Certificate. Give the completed document(s) to your

Requests for overtime ‘ assiStant manager or designee must approve all
hours time hours in advance, before you begin working

plete overtime policy.

\ on-compensable (unofficial) time includes lunch breaks, breaks
to run personal errands, and any other time not spent conducting
official census duties.

Non-compensable time

If you are on official duty and take a break, do not record this
time as paid time on your payroll document. Subtract this time
from your total daily hours worked. You are paid only for the
hours that you actually work.
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Topic 3: Your Job Activities and Authorized Hours

Census Bureau
overtime policy for all
employees

In order for field employees to be most effective and complete the
operation on time, we expect that you will work most days in the
pay period. However, you must not work more than 40 hours, in .
any weekly pay period, unless you are specifically authorized to
do so in advance. You are expected to complete your

assignments without having to work overtime. If you feel that

you have more work than you can complete in a 40-hour week,
contact your supervisor to discuss the situation. It may be that the
work can be redistributed to others within the area.

Working overtime of more than 4
permitted without writte
supervisor deems it necess:
authorized, then he or she w

in a week is not
supervisor. If your
“hours should be
zation from the

ignee and let you know if you

re than 8 hours in one day so
an 40 hours in a week. However,
ed you to work more than eight
addltlonal time has not been approved in

id at your regular rate of pay for those

1d be recorded on your D-308 or E-308 as

be instructed to work more than 8 hours in a day, in a
such as training or the closeout of an operation, where
vertime approval has been received in writing. If so, you
receive the overtime rate of pay for time that you work in
excess of eight (8) hours in a day.

—

If you work more than 40 hours in a week without supervisory
approval, you will be subject to termination unless the overtime
was caused by “unavoidable circumstances.” “Unavoidable
circumstances” are defined as unforeseeable circumstances
beyond the employee’s control. They include, but are not limited
to, weather-related problems such as a blizzard, flood, hurricane,
etc. Traffic is not considered an “unavoidable circumstance”
unless you are involved in an accident, delayed by an accident or
unforeseen road conditions.

You are not allowed to manipulate or move hours. This means
you must not work, for example, 42 hours in one week and record
only 40 hours on the payroll forms for that week, and then record
the remaining two hours on a payroll form during a subsequent
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week when you have worked fewer than 40 hours. This is a
manipulation of hours and is grounds for termination of
employment. If the Bureau finds that a supervisor approves or
instructs an employee to manipulate or accumulate hours or
otherwise submit incorrect payroll forms, then the supervisor may
be terminated. Accumulating hours will not be tolerated. If you
become aware of employees accumulating hours or supervisors
giving you or other employees instructions to accumulate hours or
to work overtime without compensation, you must report the
incident immediately to your Field Operations Supervisor or the
appropriate assistant manager. ’

By signing the Temporary Excepted Service Employment
Agreement and Overtime Policy Agreement at the time of your
hiring you agreed to abide by thes tions.

Job activities and The following chart is a list
authorized hours and when they would b

ours you may work
aD-308.

Table 3-3: Job 1 Hours

TIME AUTHORIZED

Up to 8 hours daily - your
supervisor can help you determine
your daily hours

Training

Regu[ar i and from the office for work- Up to 40 hours Weekly

to and from the job assignment

area

» Completing the assignment
s Meeting with your supervisor

s Reviewing job assignments with your
supervisor

e Other related official activities

Overtime e Hours of work ordered and approved in Only when requested and approved
advance by the _approprlate assistant in advance by the appropriate
manager or deSAgnee that exceeds 8 hours assistant manager or designee_ Do
in a day or 40 hours in a week not work overtime unless you

have received approval from
your supervisor.

See the beginning of Topic 3 for the
complete overtime policy.
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Topic 4: Reimbursable Expenses

What are reimbursable Reimbursable expenses are those expenses that you incur

expenses?

What expenses will the The Census Bureau will r
Census Bureau

reimburse?

performing your duties while on official census business and are
reimbursed to you by the Census Bureau. Normally, you are
provided with writing supplies and paper to do your job.
Purchasing any such supplies must be approved by your
supervisor before you make the purchase. Keep a copy of any
receipts for you records.

he following
expenses:

—_—

e Mileage - all mi
vehicle (or b
training site
trip; all

our privately-owned
from your home to the
signment area and the return

to your payroll document)

g fees if free parking is not available while on

1al business in the field (receipts from parking
ndants must be attached to your payroll document);
parking fees for metered spaces

Taxi fare ONLY when specifically authorized in advance

Supervisor-authorized purchases (attach receipt to your
payroll document for items costing more than 85)

e Official census duty business related local and long-
distance calls made from your home, cellular or public
telephone. Reimbursement will occur where those calls
results in charges, in excess of existing plans, or excess
that was caused by Census related calls. You must attach
a detailed phone statement indicating those calls made for
Census purposes to receive reimbursement. For more
details on the 2010 Census Reimbursement Policy for Use
of Personal Telephones, see appendix C of this handbook.
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Before hiring an
interpreter or
facilitator

e Per Diem for meals and lodging expenses when overnight
travel is authorized (if you are authorized per diem, your
office will provide you with detailed instructions)

o Payments to interpreters/facilitators hired to translate
interviews with households or assist in group quarters; the

hourly rate of pay is equal to that of an enumerator
position

e Look for a volunteer within the household or group
quarters who speaks the desired language and is willing to
translate/assist you.

¢ Contact your supervisor to arrange for an
interpreter/facilitator or perhaps another enumerator who
speaks the language to assis

of meeting your
artial hour) of

enumerator. If you ar e immediate payment using
personal funds, contg
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Special Instructions for Hiring Interpreters

®

A. Payment by Personal Funds

Prepare a D-477, Contract for Interpreter Services, in its entirety and pay the interpreter on the spot using your
own personal funds or funds provided to you by your supervisor.

Give the interpreter the pink copy of the completed D-477 and give the Crew Leader the yellow copy.

If you issued payment using your personal funds and are claiming reimbursement on a D-308, attach the white
copy to your D-308.

If your supervisor provided the funds, give him/her the white and yellow copies of the D-477.

. Payment by Government Funds

If you cannot use your personal funds or funds provided by your superviso

ete the D-477 in its entirety,
and forward the original to the Local Census Office for processin

Inform the interpreter that payment will be mailed to the addres
business days.

Are there any expenses The Census Bureau urse you for the following

that the Census Bureau expenses:
will not reimburse?

e of rental cars and taxis which are not
d for the operation in which you work

e driven while doing personal errands, breaks, and
unofficial time

ersonal phone calls made from home, cellular, or public
telephones which are not census-related (See Appendix C)

Cellular telephone basic service charges (See Appendix C)
e Purchases that your supervisor did not authorize

e Any purchase or expenditure (even if approved) costing
more than $5 for which you do not attach a receipt to your
payroll document

¢ Towing charges

e Speeding and/or parking tickets

e Qasoline, oils, antifreeze, tires, vehicle accessories
¢ Vehicle insurance premiums
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| Topic 5: How to Complete Your Paper Daily Payroll Form

When to use Complete a D-308 and submit it to your supervisor for each day
you work. An illustration of the D-308, Daily Pay and Work
Record, is shown on the next page. Use the instructions below to
complete your daily payroll form.
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Hlustration 3-2: D-308, Daily Pay and Work
Record

Item

:Pa,rt A~ Employee Information

Name

Enter your First Name, Middle Initial and Last Name

Employee ID number

Enter your Employee ID number.

1. Date worked, Day worked,
Reclaim

Enter the date and mark an (X) in the box
Mark an (X) in the RECLAIM box if you are
already been paid.

worked.
penses for a day that has

2. Task code, Operation name

Enter the task code and the correspo
performing. If you workon2 orm

3. Office code and name

Enter the four-digit office

4, Points of travel

Enter the place to whi
abbreviation I&A fo
you work in more 5

d. r exattiple, “I&A Fairfax County and return.” OR, if
nt area, then enter only the AA numbers.

Ttem

_Part B - Pay Information

1. Hours worked

work (whole or partial hours) using the decimal system. Do not include
breaks.

0 minutes = .50 45 minutes = .75
“and 15 minutes is represented as 4,25

Jours and 00 minutes is represented as 8.00

a full hour = 1.00

2, Times of day worked

f day worked are required on every form submitted for payment. The times recorded
here will be matched against the hours recorded, so enter this information accurately to avoid
disallowances of hours and delays in receiving a full paycheck,

3. Have you claimed ALL
hours worked?

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

4. Reimbursements

Enter your daily expenses incurred while on official business.

Cases Completed

Do not make entries in this item.

Item

Part C - Certification

Employee’s Certification

Enter your signature and date at the time you meet with your supervisor to obtain approval of your
work time.

Supervisor’s Certification

Do not make entries in this item.
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D-590
ompges DAILY PAY AND WORK RECORD 1 0Srammuen o counerce

{07-30-2008)
, 2010 CENSUS ' SO US OENSUS BUREAU
A EM?LOYEE IN!:‘QRMAT iou . '

": Firsg Name *
V‘Last Name :

EﬁamtﬁﬂrlaN

Month Df&y f' Year)

05 12 Aawy RN, O

si»‘n Mon *n‘ie Wed Thy 'L Fr 'sat { RECLAIM -
Matk (X}
thig:box.

1. Date worked, .

Remarks

2. Task code Oparaﬂon name .

3. omce code . 52 é’ Q 2)) omce

4. Pnints of travel :
: Erom ; 710

Momﬁ Arixd ‘tfﬁ‘“(fa
;l\ (,“‘ s

= Do riot include breaks.

FOR OFFICE USE ONLY. [ |

: "Reg‘;m’a( i "

Tainingl L5

“Night Dfﬁerenttav
Overtime =
{8 pm=t amj.x

Totai

Haw: you clahmed Al.
explanation of Whyyou:ar

ther ~ Specify :
ricRemarks -and.
attgph recaipts " 4l
where requrred. $

4 Reimhursema ey

; O Teiephone $

= Mi’!es driven

AR

Priwncy Act Nollco B An mforma!ton fumished will'be treated in accordance with the anacy Ast o! 1974 Ne Jniormatxon will be seieased excepi as aManed by the Act

Supervisor's Certification - cerily that: ave riviewed lhe enmes made and:
| ey appear gibe reasonabie and acoyrate. o o

Employoe's Caertification - Under penalty of tine ang/of imprisonment, 1 cemfy
that the information .on tls: fo{m is-true and.corroet to the best.of my knowledge.

ature Date Signature : Date
e Ll Tr308 | Imed Qe
Fon ormoi R
us NLY/

Eniayy ngﬁ

kjy Hnitiat

gho

Copy distribution: ORIGINAL - Payroll- co;v « Empioyes
USCENSUSBUREAU
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Topic 6: Submission of Paper Payroll Documents

When to submit payroll
documents

Review and certification
of payroll documents

Distribution of payroll
documents

Turn in a completed payroll document to your supervisor each
day. If you have a document to submit but will not be working
the next day, notify your supervisor of your absence and turn in
the form the next day you report for work. If you work in rural
areas and your supervisor concurs that it is counterproductive to
submit a form each day make arrangements with your supervisor
to submit documents as soon as possible.

If you do not meet with your supervisor daily, turn in forms for
work completed on Friday, Saturday, and Sunday on the
following Monday unless special ents have been made.

ew Leader District (CLD)
complete this field, you must

uments will not be processed without the required
nd date.

eview your payroll form with your supervisor. After your
supervisor verifies and signs your payroll document, remove the
employee copy and give the original to your supervisor. Your
supervisor will forward them to the payroll office for payment
processing.

Keep your employee copies in a safe place until you receive an
earnings statement and paycheck for that pay period. This way,
you can compare your copies to your earnings statement. Report
any discrepancies to your supervisor.
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Topic 7: Disallowances and/or Reclaims for Paper Payroll Forms

General : Occasionally, hours or claims for reimbursement will not be paid
for lack of proper explanation or required receipts. A copy of
your payroll document, D-308, will be returned to you showing
the disallowance. You can reclaim the disallowance and attach
any supporting documents by following the steps in Table 3-4.

Table 3-4: Submitting a reclaim

STEPR ACTION

1 Prepare a new D-308 with the same identifying information as the original claim, including

the same work day.

2 Put an X in the RECLAIM box.

3 Enter only the information for the hours or expen
4 Attach any receipts or other required supp

5 In the Remarks section of the payroll

etc.) disallowed in pay period ending

6 Sign the RECLAIM docume our supervisor for approval. Keep the employee copy
. ssed without the required signatures and date.

supervisor will review all of your RECLAIM payroll

Review and
certification of ments and, if needed, make changes or corrections. Each
RECLAIM payroll CLAIM document you submit must show your signature and

documents your supervisor’s signature, along with the date the document is
signed. Documents cannot be processed without the required
signatures and date.

Distribution of After your supervisor verifies and signs your RECLAIM payroll
RECLAIM payroll document, remove the employee copy and return the original to
documents your supervisor. Your supervisor will forward them to the payroll

section for processing.

Keep your copy in a safe place until you receive an earnings
statement and paycheck for the reclaimed amounts. This way,
you can compare your copy to your earnings statement. Report
any discrepancies to your supervisor.
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Topic 8: Fraudulent Claims Against the United States

Fraudulent claims

Your claims for hours and reimbursement of associated expenses
should accurately reflect the time and costs relating to your
official duties so that you might avoid any violations or apparent
violations of the law.

Your claims may be forfeited if you attempt to defraud the
government in connection with any expenses. Fraudulent claims
will result in termination of employment.

Additionally, there are criminal provisions under which severe
penalties may be imposed if you kngwinely present a false,
fictitious, or fraudulent claim aga
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Topic 9: Designation of Beneficiary for Unpaid Compensation of

Unpaid compensation

Deceased Civilian Employees

The SF-1152, Designation of Beneficiary, is used to designate
payment of death benefits. It applies to any money due the
employee at the time of death, such as unpaid salary. An
employee may complete this form during their employment, to
change the normal order of payment of death benefits listed on
the form. You may obtain this form from your supervisor.

If there is no designated beneficiary living, any unpaid
compensation that becomes payable after the death of an
employee will be payable to the fiz n or persons listed
below who are alive on thgdate to the payment arises.

1. To the widow or?

2. If neither o he child or children in equal
any deceased child distributed

amon of that child.

Jie, to the parents in equal shares or
Uthe surviving parent.

be none of the above, to the duly appointed
representative of the estate of the deceased

oyee, or if there be none, to the person or persons
ermined to be entitled thereto under the laws of the
omicile of the deceased employee.

do not need to designate a beneficiary unless you wish to
name someone not included above, or in a different order,
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Topic 10: Employment Resolution Contact

Reporting employment If you encounter problems of any kind relating to your
problems employment at the Census Bureau, contact your Regional Census
Center Managers at 1-877-233-4776.
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Chapter 4: Travel Expenses
Topic 1: General
General Most of your census assignments are conducted in or around the

Authorization for
overnight travel

area in which you live. However, there may be occasions when
you might be asked to travel and stay at least one night to conduct
census activities. In these cases, you will be reimbursed for per
diem expenses.

er, and managers at
ust authorize all overnight
ng approval will be given to
avel without official

‘will not be allowed.

4-1
04/01/09



D-590

Chapter 4: Travel Expenses

Per diem expenses

Authorization of Per

diem

Per diem rate
limitations

Topic 2: Per Diem Expenses

Per diem is a fixed amount paid under specifically authorized
circumstances to cover certain out-of-pocket expenses incurred
while on official duty away from home overnight. Per diem
expenses include fixed allowances for —

e Meals and incidental costs such as tips and minor costs
associated with your stay
e Lodging costs

Per diem is authorized on a Form Travel Order, in
advance by your LCOM
authorized per diem, your
instructions.

ation sets per diem rates for
Amounts are set according to the
ind U.S. territory.

y to locate a lodging facility that is within
reset amount. The amount you receive is usually
e 100% of your expenses. If lodging costs more
amount allowed, you must seek authorization from
5 cover the excess amount before your travel begins. If
suthorization is not sought, then you may be responsible for
ifference.

The per diem allowance for each travel day is established on the
basis of the actual amount the traveler pays for lodging plus an
allowance for meals and incidental expenses (M&IE), the total
not to exceed the applicable maximum per diem rate. Travelers
receive payment of three quarters or 75% of the applicable M&IE
rate on the first and last days of travel. For example, in San
Joaquin County where M&IE is $44 a day, on the first and last
day of travel an employee would receive $33.

The LCO will provide travelers the maximum daily per diem rates
allowed for each destination. Do not exceed these amounts. See
your supervisor or LCO Manager for specific rates before you
make arrangements.
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Personal telephone
calls

A daily allowance of up to $5 is provided for personal telephone
expenses except on the last day of travel. The LCO Manager
must approve expenses exceeding $5. However, employees are
expected to limit phone calls to a reasonable duration and
frequency. Approving officials shall have the authority to
disallow claims that appear excessive.
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Topic 3: How To Complete Your Per Diem Expense Record

When to use

Complete a D-308A, Per Diem Expense Record, for each
authorized overnight trip during which you perform official
census duties. An illustration of the D-308A is shown on the next
page. Use the instructions below to complete your Per Diem
Expense Record.

1. Employee ID

Enter your Employee ID.

2. Name

Print your name.

3. Post of duty

Print the city and state of yo

4, Office code

Enter the 4-digit number t our local census office.

5. GTA number

6. Amount of transportation

7. Date submitted

ymit this form to the LCO for reimbursement.

Section 1 - Per Diem
Expenses

or each day of travel. You must show your daily costs for
s and incidental expenses by task code. The LCO manager
ate supervisor can provide you the maximum per diem rate

for each destination. Per diem is not allowed within the limits of your
ty station and when the period of travel is less than 12 hours or less

0 miles from your post of duty.

Section 2 - Certification
Statements

Sign and date the completed Per Diem Expense Record. Obtain supervisory
approval and signature.

Distribution

Enter the total per diem claimed on the D-308 under other expenses and put
per diem in the remarks box. Attach the white copy of this form to your
D-308 and give to your supervisor. Give the white copy and all appropriate
receipts to your supervisor to forward to the LCO.

Keep the yellow copy for your records.
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Form D-308A, Per Diem Expense Record
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We're Cen n 2010l

Rememb All overnight travel must be
authorized by the Area Manager and/or the LCO
Manager and the Regional Census Center prior to

traveling.

Have a safe journey
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Chapter 5: Personal Safety and Security

Topic 1: Coverage

General Your personal safety is of utmost importance to the Census
Bureau. We value you as much as the work you do. Without you
there would be no census!

Always be safety-minded and conscious of your work
surroundings. Make sure you he ulations pertaining to
fire hazards, obstructions gf vie geways, and the
proper operation of small nt, Census work is
not hazardous, but you must safety precautions, as
in any job. Allaccide referred to in this chapter
relate to those occur pe of your Federal
employment.

Accident and injury If you sust ¢ in a vehicular accident while on

coverage official undtr the Federal Employees Compensation

Assault coverage

Legal actions

immediate first-aid care and full medical

fities, permanent total disabilities, and death. This
es with it your responsibility to return to duty as soon
released to perform any useful work. If you are not

to immediately return to your regular job, Census may design
mporary special-duty assignment for you. You will receive
regular wages and benefits for this temporary assignment.

Under federal law, you are protected against verbal and bodily
assaults and attacks. Title 18 of the United States Code prohibits
persons from intimidating or assaulting census employees while
conducting census activities in the field.

Public Law 87-258, Title 28 of the United States Code, Section
2679, provides that the Attorney General will defend any civil
action brought in any court against any employee of the
government for damage to property or for personal injury,

5-1
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including death, resulting from the operation of any motor vehicle
by the employee while acting within the scope of his or her
employment, that is, performing official government business.

If any legal actions are brought against you for any reasons while
acting within the scope of your employment, advise your
supervisor immediately.
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General

Safety when walking
alone

Topic 2: Safety

If you use your vehicle for official census duty, you must have
vehicle insurance that will cover any injuries and damages
received and/or caused by you in cases of accidents.

The federal government will not reimburse you for damages to
your vehicle and any injuries or damages to vehicles and their
occupants caused by you. Before leaving for an assignment,
inform a family member or neighbor of the general location of
your assignment and the time you expect to arrive home. Do not

employees. Most is plain ¢ t we sometimes are

e Stay on well- herPwalking at night. Avoid

walking past near buildings, or walking too
bery, and other potential hiding
flashlight.

steps.

Bust carry a handbag, carry it next to your body,
whe flap or clasp next to you.

autious when riding elevators. If you are suspicious
another passenger, wait for the next car.

Men should carry a wallet in an inside or front vest pocket
to avoid pickpockets.

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

o Grasp the handrails along stairways. If one is not
provided, proceed with extra caution.

e Wear comfortable walking shoes. These shoes may come
in handy should there be a need to run.

e Do not carry valuables, that is, large sums of money,
expensive jewelry, and watches.

o When entering a building, allow your eyes to adjust to the
indoor lighting before proceeding.

e Stay alert for objects that may pose tripping hazards.
e Be aware of your surroundings at all times.
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Safety when traveling
in your vehicle

(updated 4/22/09)

Please heed these tips when traveling in your vehicle:

Never pick up hitchhikers in your vehicle.

Watch for erratic movements of other cars. Drive
defensively, yielding to other cars to avoid accidents.

Check your maps and locations before you start to drive.
If necessary, pull to the side of the road and stop your
vehicle to check directions.

Observe speed limits,
It is mandatory to wear a seat belt at all times.
Keep your doors locked.

Watch for children, jaywalkers, and pedestrians.

condition with

Keep your vehicle in goo
1 er blades, and belts.

emphasis on brakeglight

e, scan beneath the
harge out at your ankles.
or for hidden persons before

out the window. If someone stops to assist
vehicle and ask the person to phone the

re being followed, do not drive directly home.

to the nearest police or fire station, hospital, or other
Ublic place. Do not exit your vehicle until it is visually
safe.

Have your vehicle keys ready before you reach your car.
Do not open your purse or distract yourself when walking
to your vehicle.

Maintain a safe distance from the vehicle ahead of you.

Do not use cell phones or other such devices while
driving. If necessary, pull off of the road entirely, into
a parking lot. Do not park on the side of the road.
When the car is in motion, pay 100% attention to your
driving.

Check for other vehicles before backing, turning, or
entering an intersection.

Do not carry valuables in your car; keep your car locked
when parked.

In rural areas, watch for deer, moose and other animals.
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e Be alert to brake lights or turn signals beyond the vehicle
ahead of you. Anticipate when others will slow down.

e When stopping, leave space between you and the vehicle
ahead of you. Should another vehicle rear-end you, this
may protect you from hitting the car in front.

Safety from pets and Although some pets may be friendly, not all are friendly to
other animals strangers. If you come into contact with pets or other animals,
consider the following tips:

e Obey the signs displayed in respondents’ yards. If you
observe a “Beware of Dog” sign, take extra precaution.

e  When signs are posted, try phoning for an appointment to
come back at a later time. £

spot lents, homes, If you
_ents if they would

encounter a dog inside »
another room during the

mind confining
interview.

s [f confronted fimal without making direct eye
owly. Be submissive, but do not
al might try to knock you to the
seriously hurt.

st a dog. The dog’s natural instinct is to
catch prey.

ething between you and the dog, such as a bag.

ot try to make friends with the dog, pet it, or put your
ands or face near it. If the dog does bite you, do not pull
away — it will cause a tear and a worse wound; instead, try
to make the dog release its hold. Quickly obtain medical
attention and report the injury.

e Learn to recognize the warning signs that a dog is about to
attack; tail high and stiff, ears up, hair on back standing
up, and teeth showing. ’

Contact your supervisor for instructions if you consider an area
too unsafe for you to work in.
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What to do if you are
involved in a vehicular
accident while working

Topic 3: Vehicular Accidents

In case of a vehicular accident while working, do the following:

e If you require medical attention, contact the
Administrative Coordinator at the Regional Census Center
(toll free1-877-233-4776) as soon as possible. The
Administrative Coordinator will authorize treatment by
faxing a form to the attending physician. They will also
send you other forms that need to be completed to file a
workers’ compensation claim. Please be prepared to
provide physician information.

e Exchange names, addres
with the other inv

r license numbers

with the witnesses. Give each one a SF-94,

t of Witness, to complete. If a witness is unable
plete the report at the scene, ask that it be

ginpleted later and mailed to your home or the LCO.
Give the address of the LCO. (One SF-94 is contained in
Appendix A. Copy it as needed. If more than one witness,
mail a copy of the form to the witness as soon as feasible.
Have the witness mail the completed form to your home or
the local census office address.)

e While waiting for a law enforcement officer to appear on
the scene and if serious bodily injury is not sustained, fill
out a SF-91, Motor Vehicle Accident Report in its
entirety. If you cannot complete it after the accident
occurs, then do so as soon as possible so as not to forget
the important details. (One SF-91 is contained in
Appendix A. Copy it as needed.)

e Notify your supervisor of your accident as soon as
possible.

e Within 48 hours of the accident, give your supervisor a
copy of all completed witness statements, SF-94, and your
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Instructions for
completing SF-91

Extended delay from
returning to duty

accident report, SF-91, and include copies of any citations,
tickets, subpoenas, or summonses you might have
received as a result of the accident.

e Complete the required accident report forms provided by
vour own insurance company and follow their advice.

e If you receive accident report forms from other insurance
companies, contact your insurance company and office to
learn of your obligation, if any, in completing them.

Use these instructions to complete SF-91, Motor Vehicle
Accident Report.

Items 1-11: Enter information about you and your vehicle. Item
4a would be the LCO address. For Item 6 do not wait for an
estimate, that can be submitted la . '

Items 12-25: Enter infor
in the accident. If more thant
provide the information g

her vehicle involved
was involved
(s) on a separate sheet

for all injured persons including
han 2 people were killed/injured
parate sheet of paper or in Section
olved leave Item 46 blank.

ormation regarding the accident. In Items
e vehicles as shown. Your vehicle is considered

s 63-67: Enter information on property damage. If no
operty was damaged, leave this section blank.

Items 68-70: Enter the police information

Item 71: Sign and date the form.

Items 72-80: Enter the details of your trip.

Items 81-88: Leave blank. This will be filled out at the RCC.

If you are delayed from returning to duty due to injuries sustained
from your accident, it is your responsibility to promptly provide
medical documentation specifying in detail the nature of your
disability. Contact the Administrative Coordinator to discuss
particulars regarding the Workers’ Compensation Program.
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General

Overview of
Accident/Injury
Process

Topic 4: Personal Injuries

If you sustain bodily injury while on official census duty, notify
your immediate supervisor and call the toll free number for the
Administrative Coordinator at the Regional Census Center
(RCC). This number is 1-877-233-4776. They will FedEx the
appropriate forms to you. Once you have completed the forms,
you will return them to the office. Return the forms to the RCC
within 48 hours of completion to ensure timeliness of filing a
claim.

It is your responsibility to keep y
situation and your ability &
temporary assignment. Pleas
restrictions imposed by

visor informed of the
ual work or a

t any medical

st be followed 24/7, not
s employment.

ived at the office, they will verify
submit them to Contract Claims
(CCSI). CCSlis a liaison office that
and supervisors in the workers’ compensation
eensus Bureau. After CCSI has reviewed the

ey will forward the documents to the Department
ffice of Workers” Compensation Program (OWCP).
oint the paperwork will be reviewed again and given a
number. Further information on the claim may come from
1er CCSI or OWCP. It is important that you answer any
correspondence received from these offices.

If you are entitled to Continuation of Pay (COP), this
authorization comes from CCSI. During the COP period, if you
are offered a temporary assignment that conforms to your medical

restrictions, you must accept the assignment or risk losing your
eligibility for COP.
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Completing accident
forms

Instructions for
completing the CA-1

One of the forms that will be required for any injury is the CA-1,
Federal Employee’s Notice of Traumatic Injury and Claim for
Continuation of Pay/Compensation.

You will complete items 1-15. A witness (if available) will fill
out section 16. The Supervisor area will be left blank and when it
is received at the RCC, the administrative specialist will fill out
that portion. Provide the administrative specialist complete
information on any third party (other than a respondent) who may
have contributed to the accident. If you cannot provide full
information immediately, note that the information will be
supplied later. You will also receive a receipt letting you know
your paperwork was received at the RCC.

edical bills) to the RCC
At that point, all

Submit any additional documents (j
until you receive notification fro
correspondence should g

Use these instructions — 15 on the CA-1.
Item 1. Enter your
Item 2: Enter

8: Mark the appropriate box

°m 9: Enter the location where the injury occurred

Item 10: Enter the date and time the injury occurred

Item 11: Enter the date you are completing this form

Item 12: Enter your position with the Census Bureau

Item 13: Explain the cause of the injury (what happened?)
Item 14: Describe the injury and identify injured body part
Item 15: Mark Continuation of Regular Pay; Sign and date

5-9
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Additional Information

If there is a witness, have them:

e Describe what they saw
e Enter name, signature and date
e Enter complete address

If a third party, other than respondent, may have contributed to
the accident, attach a note detailing:

e Full name
e Complete address

s Insurance information

Leave the rest of the form blank and return it to the RCC within
48 hours of completion.

If you incur expenses for an of ry, you cannot claim
it on your D-308, Dai ark Record. These expenses
will be claimed eithe 5, Claim For Medical
Reimbursemen edical Travel Refund Request
that you W111 re CC. This includes payment for
ed going to and from doctor
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General

Topic S: Assaults

An assault of any kind is considered a violation of your civil and
human rights. If you sense danger from a respondent and feel
threatened to carry on your census duty, leave the scene at once.
While you cannot always avoid trouble or protect yourself, there
are laws to protect you in the event of an assault.

Ifyou are ...

Physically injured
or

Struck or touched in an
offensive manner

or

Verbally threatened or
intimidated

¢ Get emergency medi necessary. Contact the
Administrativ@ oordint or at the Regional Census Center
(toll fre

our completed forms and a copy of the police report
or provide the police report number) to the Regional
Census Center.

Completing accident
forms

For physical injuries, you will need to complete a CA-1, Federal
Employee’s Notice of Traumatic Injury and Claim for
Continuation of Pay/Compensation. Contact the Administrative
Coordinator at the RCC for a copy. Refer to Topic 4 for
instructions on completing this form.

A BC-1206, Security Incident Report, must be completed by the
employee detailing the assault. This form is located in Appendix
A. Copy as needed.

The forms need to be returned to the RCC within 48 hours of
completion.
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Instructions for
completing the
BC-1206

Extended delay from
returning to duty

Item 1: Enter the date and time of the incident
Item 2: Enter the data and time you are completing this form
Item 3: Enter the complete address where the incident occurred

Item 4: Enter you name, signature, telephone and region. Leave
part e and f blank.

Item 5: Select assault

Item 6: Answer yes or no

Item 7: Provide a detailed description of the incident
Item 8: Mark all of.the appropriate boxes

Item 9: Enter the police report number and attached or select will
follow

Item 10: Enter all perso
Leave items 11-14 blank

If you are dela
from your acci

g to duty due to injuries sustained
sponsibility to promptly provide
g in detail the nature of your
Admmlstratlve Coordmator to discuss
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Topic 6: Accident/Injury/Property Damage Forms Chart

General

Figure 5-1: Preparation and Distribution Chart of Forms Required i

Whenever you sustain an injury or loss, or if you cause an injury
or loss to someone, you must complete certain forms detailing the
nature of the injury or loss. Use the chart below to determine
which forms you must complete. The chart also includes the time
frame in which you must submit the forms in order to comply with
reporting requirements.

of Traumatic
Injury and Claim
for Continuation
of Pay/
Compensation

Items 1-15

Type of Injury Forms Required Prepared By W
Employee CA-1, Federal
Injury Employees Notice

and/or Accident Cases

. ,Re'marks'

his form will be mailed
to you from the RCC after
being notified of the
injury.

Must be completed by the
injured employee or by
someone acting on his/her
behalf.

Must be completed for any
accident/injury

As soon as possible

after injury
Not As soon as possible Send later if information
thir Employee after injury isn’t immediately available

Administrative .
S As soon as possible
Specialist in after iniu
RCC iy
C].)'137’ Report of Administrative
Injury, Illness S s ) Must be completed for any
. Specialist in Within 48 hours ) e
Accident or accident/injury
. RCC
Fatality
CA-16, Administrative | As soon as possible but | This form will be faxed to
Authorization for | Specialist in no later than 7 days the physician from the
Treatment RCC and after injury RCC after being notified
Physician of the injury. Primarily
used to authorize emergency
- or- medical treatment for an
employee while on official
duty.
5-13
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Injury forms

Type of Injury Forms Required Prepared By When Prepared - Remarks
CA-20, Attending | Physician Seven days after injury | This form will be mailed
Physician’s occurs to you from the RCC after
Report being notified of the
injury. Physician
completes only if a narrative
report or a CA-16 has not
been completed
Motor Vehicle This form is located in
Accident SF-91, Operator’s Operator of Appendix A,
(without bodily | Report of Motor Vehicle Within 48 Hours Must be carried in each
injury) Vehicle Accident vehicle. Must be prepared
in entirety.
gf;z?énset;temem Witness Within 48 Hours 1‘;‘;6?5:;’ :located m
CI.)-137’ Report of |\ 4 oinistrative
Injury, liness e
. Specialist in
Accident or RCC
Fatality
Motor Vehicle All forms for
Accident (with Motor Vehicle
bodily injury) Accident without
bodily injury and
all Employee

Claims for loss
of or damage to
employee’s
personal
property

CD-224,

Accident
Fatality ©

Within 10 days after
accident

This form is located in
Appendix A.

If the personal property
must be repaired, submit a
bill for the repair cost with
the CD-224. (See Chapter
6, Topic 3 for details.)

SF-95, Claim for
Damage, Injury

As soon as possible but
no later than 2 years

SF-95 will be sent to the
claimant by the Regional

04/01/09

Claims for loss or Death after date Census Center.
or damage by
third party due | CD-224,
to possible Employee Claim | Claimant
negligence or for Loss of or
wrongful act by | Damage to
Census Personal Property
employee CD-137, Report of

Injury, Hiness

Accident or

Fatality
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Submission of forms All forms should be returned to the Regional Census Center
within 48 hours of completion. For additional information on a

claim filed, contact the Administrative Coordinator toll free at
1-877-233-4776.
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Topic 7: Liability and Accountability for all Title 13 Materials and Data

Overview

Protecting
confidentiality of
information

Returning Materia

Toll Free Number for
Reporting Loss/Stolen
or Missing Sensitive
Information

As an employee of the U.S. Census Bureau you are assigned
materials to use solely to conduct Census work. All of these
supplies are property of the federal government and may contain
Title 13 (Census Confidential, 13 United States Code (U.S.C.),
Section 9) data. It is your responsibility to safeguard these
materials from being damaged, stolen or lost. Please carefully
read your responsibilities below on this matter.

ough a statement on
forms that the data
they provide is required by laVv strict confidence.
losure of data is a major
factor in obtaining the Ot respondents. After you
have collected confi _y information from your
respondent(s), u to protect it from being
damaged, s ber, if items are damaged, stolen
gence then you may be liable to reimburse
full cost of the materials

Yd  must return all census materials when directed by your
rvisor, or when you are leaving Census Bureau employment.

OMB Memorandum 06-19 requires that all Census employees
must call the Decennial Census Computer Incident Response
Team (DECENNIAL CIRT) at 1-877-744-1522 within one hour
of discovering the incident.

When calling in to report an incident, the following information is
crucial:

e Your name, address and phone number.
e Applicant ID

e Location of incident.

e Time of incident.

¢ Summary of incident and what is lost, missing or stolen.

5-16
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e Was there any Personally Identifiable Information (PII) or
Title 13 on the paper?

¢ Police Report Number (if available).

What will CIRT do

Decennial CIRT will contact designated LCO (LCOM), RCC
after your call

(RD, ARCMs, and LSC) and HQ (TMO DOTS, and PII and
Security) staff, notifying them of the reported incident.

What to do after e Call your local police department, file a report and obtain
calling CIRT a copy of the police report and police report number.

e Call your supervis
and provide the
police report numb

ort what happened
ent number and
ou and your
gements for replacing the

eived the notification will report
olice report number) up the chain
arties in the chain are informed.
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Chapter 6: Personal Property and Damage Claims

General

Legal representation

Federal Tort Claim
Act

Physical damage
insurance

Topic 1: Claim Information

While conducting census activities is often a rewarding and
pleasant undertaking, it can sometimes be stressful. On rare
occasions, you might encounter a ferocious dog or you might
suffer damage to a valuable personal item. Whatever the
circumstance, you might be eligible ceive reimbursement for
losses or damages to personal p

If court action is broug
an accident or other

(or your estate) as a result of
while on official census

. duty, the Attorne i efend you in court.

Ve any processes, proceedings, or advance
ing the start of a civil suit, immediately advise

Th Federal Tort Claims Act (FTCA) covers employees for

ity incurred while using their vehicles on official business.
tate law governs when an employee is deemed to be “on official
business,” so FTCA coverage can vary from state to state.

The Census Bureau recommends that employees who use their
vehicle for official business comply with all applicable state laws,
and carry sufficient insurance to protect themselves in case FTCA
coverage is unavailable.

Any damage to your vehicle or other major personal property
must be covered by your own physical damage insurance. The
insurance is intended to cover expenses resulting from collisions,
vandalism, and thefts. Except in very rare circumstances, the
Bureau of the Census will not reimburse you for damage to your
vehicle.
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Topic 2: Permissible Claims

Claim conditions There are five conditions you must meet to receive
reimbursement for loss of or damage to your personal property:

e The loss of or damage to your personal property must
have resulted from your official census duty
e You file a claim within 2 years after the incident occurs

e The loss or damage was not caused wholly or partly by
your negligent or wrongful act

e Witnesses can verify the loss or damage, or you have
other evidence such as a re wr similar document
which proves the value o

e ]t was reasonable fi
person at the tim

Special claim 1T r claims for loss of or damage to
consideration ; rcumstances if a serious inequity

Definition: ‘personal

property’ includes the garments, handbags,
property’

her items that you wear while conducting Census

ation that does not require a gas or electric motor or
le insurance. “Personal property” does not include
rized vehicles for which insurance is required.

Type of events Certain events can result in a loss of or damage to your personal
property. If such an event occurs while on official duty, you may
file a claim for reimbursement for any damage or loss.

e Forced evacuation from airports, train or bus stations, or
other transportation buildings which result in loss of
luggage, damage to clothing, etc., when traveling on
official census business

e Exposure to extraordinary risks
e Unpredictable behavior of animals

e Damage or loss of property specifically used for the
benefit of the federal government at the direction or
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Ttems not reimbursed

approval of your supervisor

o Theft of personal property (used for official business) for
which you can establish its prior existence and that
reasonable measures were taken for its security

In certain circumstances, damage or loss of personal property
cannot be reimbursed by the Bureau of the Census:
o Theft of items whose prior existence cannot be proven

e Theft of articles of excessive value, or those that can
easily be stolen

e Loss of currency or intangible property unless payable
under other conditions

e Loss or damage t
e Loss or damage tha
Loss or damage

y that is acquired, possessed, or transported in
_ation of the law
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Topic 3: Making A Personal Property Claim

How to make a Complete a CD-224, Employee Claim for Loss of or Damage to
personal property Personal Property, for each qualified occurrence. Other forms
claim \ may be required for you to complete depending on the nature of

the incident.

In cases where an injury also occurred, contact the Administrative
Coordinator at the Regional Census Center toll free (1-877-233-
4776) for the appropriate forms to file a workers’ compensation
claim.

Providing evidence Provide all appropriate supp
support your claim. If v
prepare a statement ijpg

List of supporting
documentation

of the incident

g tatement that the property has been recovered or
eplaced in kind

A detailed written estimate of the repair cost that is
prepared by a person or company licensed to make such
repairs (If a fee is charged for the estimate, first obtain
your LCO Manager’s approval for guarantee of fee

reimbursement.)

e Itemized repair bill and/or receipt for repairing damaged
property

e Receipts or similar documents proving the value or cost of
the original property

e A statement of insurance coverage, including copies of
claim papers if you made a claim through your insurance
company
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Submission of the Attach the completed CD-224 (and other required forms) and any
CD-224 and other supporting documentation to your payroll form and give to your
required forms supervisor for submission to the LCO.

Replacement cost If your claim is approved, you will receive an amount equal to the

estimated fair market value of the property at the time and place
of your loss.

Repair cost versus If the cost of repairing the property is less than the replacement
replacement cost cost of the property, you will receive an amount equal to the
repair cost.
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Chapter 7: Employee Relations

Topic 1: Equal Employment Opportunity (EEO)

General The Census Bureau has a long-standing commitment to the
principles of Equal Employment Opportunity. The Census
Bureau believes in fair and equal treatment of all employees and
job applicants. Discrimination of any kind will not be tolerated.

Equal employment opportunity is
for and be evaluated for jq

of all persons to apply

igin, color, religion,
ensus Bureau will not
including sexual harassment.
a right to freedom from

laint, participating in the EEO
unlawful discrimination. The
EEO comp | process designed to safeguard

tolerate any form of d
All applicants and e
retaliation for fi

The Census Bureau’s
- Policy on EEO

of Commerce, U.S. Census Bureau, policy
nation against any employee or applicant for
sed on race, color, religion, sex (including sexual
, national origin, age (40 years and older), disability,
>Xxual orientation. Retaliation based upon participation in the
1 employment opportunity (EEO) process is also prohibited.
iese policies are and will continue to be strictly enforced.

Employees or applicants for employment with the Census Bureau
who believe that they have been discriminated or retaliated
against, may contact an EEO Office within 45 calendar days of
the alleged discrimination. For more information, contact:

U.S. Census Bureau
EEOQO Office
4600 Silver Road
Washington, DC 20233
(301) 763-2500, then select 2 for EEO Program Assistance
(888) 258-8207, then select 2 for EEO Program Assistance
Federal Relay Service (800) 877-0996  Fax (301) 763-4460
Hotline Number: 1-888-258-8207

E-mail: BEO general.mailbox@census.gov
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Topic 2: Sexual Harassment

Recognizing sexual Unwelcome sexual advances, requests for sexual favors, and other
harassment verbal or physical conduct of a sexual nature constitutes sexual
harassment when any one of the following occurs—

e Submission to such conduct is made, either explicitly or
implicitly, a term or condition of an individuals’
employment; or,

e Submission to or rejection of such conduct by an
individual is used as the basis for employment decisions
affecting such individual.

e Such conduct has the pur ect of:

an individual’s

g, hostile, or offensive
ent.

Reporting acts of Sexual h
sexual harassment

erated. If you are being sexually
supervisor. If your supervisor is the one

nt and prevent its recurrence. This may include
linary and adverse action against the offender(s), up to and
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Recognizing fraud,
waste, and abuse

Reporting acts of
fraud, waste, and
abuse

HOTLINE

Conﬁdentiality

Topic 3: Fraud, Waste, and Abuse

Fraud, waste, and abuse of federal government funds and property
occur through—

e violations of the Federal law or regulations,
® mismanagement,

o theft,

e abuse of authority, or

¢ conditions leading to substantial danger to health and
safety.

Report acts of fraud, waste,
- LCO manager, who sho

ur supervisor or your
easonable effort to correct
you have a right and

to outside authorities. You are
making any disclosure

obligation to disclos
protected by la
supported by

fice of the Inspector General
partment of Commerce
P.O.Box 612

Ben Franklin Station

Washington, DC 20044

All information you report will be kept confidential. You may

remain anonymous if you desire. However, if you do give your
name, it will not be disclosed without your prior consent unless
absolutely necessary for judicial or administrative proceedings.
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Pursing complaints of
discrimination

Topic 4: Pursuing Complaints

If you believe you have been discriminated against on any of the
above, you may pursue a complaint through the Census Bureau’s
EEO complaint process. You must contact the EEO office

within 45 calendar days from the date of the matter you allege is -
discriminatory or, in the case of personnel action, within 45
calendar days from the effective date of the action.

The EEO office may be contacted at—
1-888-258-8207 or
1-301-763-2500 or

Federal Relay Service 1-8
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Topic 5: LCO Administrative Grievance Procedure

LCO Administrative
Grievance Procedure

Basic points when
filing a grievance

As a Local Census Office (LCO) employee, you have the right to
file a grievance concerning your employment under the LCO
Administrative Grievance Procedure. Should you experience
concern or dissatisfaction with some aspect of your employment,
you should first attempt to resolve the matter by talking with your
supervisor. If this does not resolve the problem, you may file a
grievance.

You may consult with management regarding any questions or
issues you have dealing with the LCO Administrative Grievance
Procedure, The LCO Administrati Bevance Intake, D-244, is
available in Appendix A qfthi

You are considered to have
Grievance forum at the t

nnial Administrative
, in writing, the D-244,
, and present it to your

led an EEO complaint about the
dismissed.

supervisor. If you h
same issue, the

& Census Bureau (i.e., Terminate for
ot entitled to file a complaint using the
nce Procedure.

must file a grievance with the appropriate LCO

'stant manager who supervises your work unit (i.e.,
istant Manager for Administration, Assistant Manager
for Recruiting, Assistant Manager for Field Operations,
Assistant Manager for Quality Assurance, or Assistant
Manager for Technology).

e You must present the grievance in writing on the D-244
within 15 calendar days of the date of the act or
occurrence or the date you become aware of the grievable
issue. You must complete items 1-8 on the D-244,

e You will have a reasonable amount of official work time
to present the grievance. However, you are not entitled to
use official work time or the Census Bureau’s equipment
to prepare the grievance.

e You will receive a final written decision on the D-244
within 15 calendar days after submitting the grievance to
the appropriate management official.
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Nongrievable matters Certain matters are not grievable. Please refer to the following
items to determine whether your matter is grievable under the
LCO Administrative Grievance Procedure—

a decision which is appealable to the Merit Systems
Protection Board or is subject to final administrative
review by the Office of Personnel Management or the
Equal Employment Opportunity Commission

published policy or regulations of Field Division, The
Census Bureau, or the Department of Commerce

nonselection for a promotion or the failure to receive a
noncompetitive promotion

the granting of or failure to grant an employee award, or
the adoption of or failure t an employee suggestion
or invention

the receipt of or f:
increase .

‘award or quality step

a preliminary
effected, wo
exclude

f an action which, if
under the grievance system or
under the first item of this list

itical elements and performance
e’s position

previously grieved by the same employee

sion taken in response to a formal agreement that was
tarily entered into by the employee which assigns
t employee from one geographical location to another
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Topic 6: Important Contact Information

General This topic provides a list of phone numbers and Web sites for
you. Enter your Local Census Office phone number and your
immediate supervisor’s phone number, both of which will be
provided to you on your first day of training. Keep this list
updated and in an easily accessible place for your reference.

Phone Numbers:
My Local Census Office

My supervisor

.................................................

.................................................................

Emergency (Police, Fire, and Ambulance).......cooovveveen @888 N ..oovvivinicvcee e 911
- Payroll and Personnel Hothing ........coccvevevvvenniniccccns @ Lo i 1 (877)233-4776
Decennial Computer Incident Response Team 1 (877) 744-1522
EEO Assistance Program .......cocvveveviennn o8 0 oo S 8 B, .1 (888) 258-8207, select 2
Fraud, Waste, and Abuse Hotline. ... 80 L....... 8 vevrerinrnrenineieiciee e 1 (800) 424-5197
Office of Special Counsel (OSC). il ... N oo evreveie e ereeense erens 1 (800) 872-9855
Web sites:
Census Bureau No 1 NN TORRROI www.census.gov/eeo/no_fear.htm

Discrimination Laws..... WWW.census.gov/eeo/

EEO Complaint ProCeSS....ccooiiiiiiiiitiiie e ettt sn v eree s WWW.Ee0C.gov

Whistleblower Acts and Protection Information ........coeeveiniiiniiiin .. WWW.0SC.EOV
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Appendix A: Forms for Employee Use

Available forms

This appendix contains a set of perforated forms that can be
detached for your use. If you need more than one form, make
copies at your local copy center and claim reimbursement for
those copies on your Form D-308. Attach receipts for copy jobs
costing $5 or more. This appendix includes the following items:

Forms

BC-1206, Security Incident Report

CD-224, Employee Claim for Loss or Damage to Perso

D-149, Correction Request

D-244, 1.,CO Administrative Grievance Intake Form

D-308R, Daily Time and Expense Tracki

D-477, Contract for Interpreter Servic

D-1199, Direct Deposit Authorization

W-4, Employee’s Withholding Allowance Certificate

W-5, Earned Income Credit Advance Payment Certificate

D-449, Emergency Contact Information Card
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Eayenion-sng Stedatiss Adndn

AT ‘ .8 DEPARTMENT OF Cimirl
AT
WG, GERSBLES BL

CONTRACT FOB INTERPRETER SERVICES
2040 Census

Dite of conteat

Contract betwean LS. Census Bureaw arad

{Name of interpreter)

{Buoolal Seaurity Murnber — Reguired)

1. | the undaesigned, agree to perform an ierpreting sendes for the U8, Censue Buresau on a
{paicbinonpeadd) basls,

2. Tile 132 of the Urited States Code requiras that data oollected by the Govermment from both
individuale and establishments rmust be used only a5 statistical totale and no identification of
individusle or establishments may be made.

i not disclose,
aresc] by the
irless authorized

[ agres that although | am not an employes of the United States Goven
dlirsotly or mdxrﬁctlw arvy information aontained in the staterments obta
Government or atherwise coming ’m me ity the course of my sQados b
o el w0 by b,

{Date)

Za. | acknowledoe the recsipt of § payrrent in fall for imterprater services,

b. | acknowledgs par hour as payment for sernvices.

Foraver releass 1)
or iy hairs or rep

e Btates from any clalms, sults, or demands which |
connestion with this compensation and servies.

{SBigrature of imterprater) {Date}
TO BE COMPLETED BY ENUMERATOR
Mare of Ernsrerator Burrdser of hours
Inderpretars language Total armount pakd
&
Recommendesd tor futurs services [Odves ke

This invoise s true and correct to the best of my knowdedge. | approve this invoics for full
payrment.

(Signature of AMFQO) {Date}

s disteibaticry WHITE - Payroll'Financs YELLOW — Ciow Loeadsr PINE - interprater

CENSUSBUREAU






NG (L& DEPSRTRENT OF COMMERCE
RN . Enveenios ant Shylston Adegidbnion
B8 CENSUS BURBARU

CONTRACT FOR INTERPRETER SERVICES
2010 Census

Dhatee of corteact

Gordract betwesn US, Censug Bureatd sned

{Namer of Irterpreter)

{Bocial Secunty Number - Reguired)

1. L the undersigned, agree o perfar an interpreting service for the U8 Cenzus Buresu on a
ipaidinonpaidy basis,

2, Tils 18 of the United States Oode requires that data collected by the Goverranent frarm both
individusts and establishments must be used only as stetistical totals and n tification of
drdlividuals o establishiments may be mads,

{agres that although | arm rot an emplovee of the United Sta
“dirsclly or inclirgctly, any isformation contained in the statemen
Govemmaent or otherwise coming to e in the sourss of my &
tor do a0 by law,

t divclose,
e
awthordzed

Date}

& mitnber)

3a

i ackrosslerdge the repeipt of 3 savymant in full for interpreter services,

b, 1 acknowbadg P hour a8 paymiett kR serdcss,

{ forever relea

of the United States from any claims, sults, or demands which 1
or oy hugirg oF ¥

v ke in connsotion with this compensation and service,

{Starature of interpreler) Liate)
TO BE COMPLETED BY ENUMERATOR
Matne of Enumerator Nemnber of hours
Interpreter's inguage Totad amount paid
5
Recommanded for fture services Clves Uine

This Irvvoios s true aned correct to the bast of my knowledge. L approve this invoics for full

Py,
{Signature of AMFO) Late)
Copy distribution:  WHITE « PaynifFinance YELLOW - Crow Loadsy PENK ~ interprater

USCENSUSBUREAU
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48, DATE OF ACCIDENT

B0 VIME OF ACCIOENY
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SECTION VIl - EXTRA DETALS
SPACE FOR DETAILED ANSWERS. INDICATE SECTION AND IVERS NUMBER FOR EACH ANSWER. IF MORE SPACE 18 NEEDED, TONTINUE ITEMS ON PLAIN BOND
BARER,

PRIVACY ACT STATEMERT
The information on this form s subject to the Privacy Act of 1974 (§ U.S.0C. section B52a). Authonity to collest the information is
Title 40 U.S.C. Section 4971 and ttle 31 U.S.C. Section TT01. The intormation is required by vernment agenciss to
administer motor vehicle programs, including maintaining records on accidents invobving pri and Federal tleet vehicles,
and eollecting accident clalins resulting from aocidonts, Foderal enployess, and will wee the
wdormation gnly in the perfonsance of their officia] duties. Routine uses of the ¢ wlude disclosures to;
appropriate Federal, State, or local agencies or contractors when relevant to civil, o1 estigations oF
prosecutions; the Ottice of Personnel Management and the Gensral Accounting Otfice tion piarposes; a Member
of Congress or stalt inresponse to o request for assistance by the individuad o agency, iwhiding the
Departments of Treasury and Justice. or o court under judicial proceedings; ! eneral ity sonducting sudits; private
insurance and collecton agencles (eluding agencies wder contrast to Tre; W0 eo DN and 1o other agency tinance
offices for fiscal managenent and dabt collection. Fumishing the reques ationt  mandatory, including the %w'mi Security
dumber or Taxpayer's Identification Number {(TIN) for use as o unique iden enstre cowrate dentification of individuals or
firms in the system.

SECTION X - FEDER

toertiby that the ifommation on this torm Beevons { thiy VI
Tas, BARE AND TITLE OF DIIVER

nowledae and belisf,

SECTION X - DEY G WHICH ACCIDEN] OCCURRED

TE CRiGm

5. EXRACT PURPOSE OF TRIP

DATE b (hrodae AN or PRY ACCIDENT [3ATE TIE finofode 881 o 808
77, ACCIDEN
) * biubosdy
76. TRIP BEGAN SCCURRED
i AUVHORTY FOR THD TR WS CIVEN YO THE GRERATOR L WAS THERE ANY DEVIATION FROM DIRECT ROUTEY
[3 GRALLY m B WWRITING Explain E:] HO E:} YES Evplaiy
0. WAS THE TR MADE WITHIN ESTARLISHED WORKING HOURS? Y. (4D THE OPERATOR, WHAEL ERROUTE, ENGAGE v Y ACTIVITY OTHER
) THAN THAT FOR WHICH THE THIP RS AUTHORZENY
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82, COMPLETED 1, COMMENTS
BY DRIVER'S 1] ves
SUPERVISOR
B

S3a. HAME AND TITLE OF SUPERVISOR B3, SUPERVISOR'S SGHATURE AL DATE @i, TELEPHONE HIAVIBER
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e REFENENCE

This pHfice bas besy megilied that you witoeesed an scoident Wit securred

A will b Sdptinl IF wom
fhas Priviscy Aet Seatere
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Designation of Beneficiary

. . ' - . important:
Unpaid Compensation of Deceased C/V///aij Employee Read al Instructions before
filing In this farm

Neme /Last, first, middio)

Date of birth fmm, oid, yyyy) " | Sochal Seourty Number
Department or agency in which p ly 6 f ployed (or former dey t or agency):
Dapartment or agency Bureau . o

Divislon o Location (City, state and ZIP code)
. L N
1 o

I, the employee named above, canceling any and all previous Designations of Beneficlary heretofore made by ma, do now
designate the beneficlary or benaficiaries named below to recsive any unpaid compensation due and payable after my death.
I understand that this Designation of Beneficiary relates solely to money due as defined in § U.S.C. 5581, 5582, 5583, and in no
way will affect the disposition of any benefit which may become payable under the Retirement or Group Life Insurance Acts
applicable to my Government service. | furthér understand that this Designation of Beneficiary wiil remain In full force and effect

until (1) | expressly change or revoke it in writihg.'(Z) 1 transfer (o another agency, or (3) | am reemployed by the same or another
department or agency of the Government, )

First name, middle Inltal, and fast " Address (Indding ZIP code) of ¢ Share to-be paid to
name of each beneficlary o - each beneficlary each beneficlary
Date of designation (mm, dd, yyyy) Your signatyre i
Total = 0.00 %

We, the undersigned, certify th
Signature of witness

City, state and ZIP code

Signature of withess City, state and ZIP code

Receiving agency certification

| have reviewed this designation and certify that the designéted shares total 100% and that no witnesses are designated as beneficiaries.

Date raceived | Stanature Date

Type of print your return address to insure return

- N

L | _

U.8. Offica of Personnel Managemant . Part 1 - Origlnal
5 CFR 178 N NSN 7540-00-634-4340 - 1162-

" November 1891 edition usable.  Stendard Form 1152
until September 2002, All previous  Revised June 2002
editions are not usable,



IMPORTANT NOTICE ~ ORDER OF PRECEDENCE

If there is no designated-benéﬁciary alive at the time of your death, any unpaid compensation owed you (that becomes payable

after you die) wili be paid to the first person or persons in the order listed below who are alive on the date that entitlement to
the payment occurs, ‘ . ‘ ' .

1. To your widow or widower,

2. W nelther of the above, to your child 6r‘children in equal shares. The share of any deceased child Is distributed to the
descendants of that child. '

3. I none of the above, to your parents in equal shares or the entlre amount to the surviving parent.

4. If none of the above, to the duly appointed legal representative of your estate. If there ig none, to the person or persons
entitled under the laws of the State or other domicile where you lived.

You do not need to designate a beneficiary unless you want to name some persan or persons not listed above or you want
the payment to be made in a different order.

INSTRUCTIONS

1. The examples on the back of the first page of this form may be helpful to you In fill is form. )

2. Except for signatures, you should type or print all entries in ink (typing is prefe ould use this form for any
designation of beneficlary or beneficiaries. The form must be signed )

3. The form should be free-of erasures or alterations to avold a possible leg th.

4. You do not need fo fill out a new form when your name or address ch ame or address. of your

Beneficiary changes.

5. You must complete the form in duplicate and file it with your employi
completed form prior to your death. The duplicate will be annotate 10 lu as evidence that the original was
recelved and filed with your agency. We suggest that you file th our important papers. i

8. You can cancel! any prior Designation of Beneficlary form without na eneficlary by completing a new form and

. ficiary. This will change the payment to

lid, your agency must recelve the

7. This designation remains valid unless (a) you chang r to another égency. of (c) you leave and
" then are reemployed by the Federal Government vered By (b) oric), you must fill out a new form if you want
to change the order of payment described unde

NOTE: If this form is not available, any design cancellation of beneficiary that Is witnessed and filed according
to these Instructions will be valid. i

, Deslgnation of Beneficlary, Civil Service Retirement System,
iary, Federal Empioyees’ Group Life Insurance Program, or
Beneficlary, Federal Employees Retirement System,

Privacy Act Statement

Salicitation of this information Is a ed by the Code of Federal Regulations, Part 178, Subpart B. The Information you
furnish will be used to determine the amount, validity, and the person(s) entitled to the unpaid. compensation of a deceased
Federal employee. The information may be shared and Is subject to verification, via paper, electronic media, or through the
use of computer matching programs to obtain information necessary for determination of entitiement under this program or to
report income for tax purposes, It may alsobe shared and verified, as noted above, with law enforcement agencies when thay
are-investigating a viclation or potential violation of the civil or criminal law. Public Law 104-134 (Aprit 26, 1996) requires that
any person doing business with the Federal government furnish a Social Security Number or tax identification number. This
is an amendment to title 31, Section 7701, Failure to furnish the requested Information may delay or make It impossible for us
to determine eligibility of payments, o ‘ :

U.8. Offics of Personne! Management

Standard Form 1162 (Reverse Part 2)
§CFR 178

Revisad Juns 2002



Pt Bl 108 . .8 C‘&PARTME!W UF COMMERCE

e U, CENBUS BURE S
DIRECT DEPOSIT AUTHORIZATION
L 2010 Census

Please deposit rmy Federal paymentis) trough Electronic Funds Transfer directly info e account dicated below,
1 have verllied with my finanelsd institution and confirmed that the following inforrmation is sorrect,

awimn B PEBW?HA&‘ mmnmunu

i, &*ﬁ;; t}‘y’i%&? name {i.*w !x;’a! nicdlle rx}tfmi}

2. Social § ity nurmbar

THTHT L

3. Strest adddress

4, City i State ;Eip Coda &. Tolaphone number ~ [rcfde wer cods
| |

Section B ~ YOUR FINANCIAL INSTITU
1. Name of Financial Institution (¥our bank or oredit urion)

2. Strast mildress

3. City { Slale
AN

tapteomns rwambser - frclude arsn cods

1. Type of Account ~ Mark (X) below}

D Chesking {18aving

Nete: Call your financiat i g numibet, of refer 1 the lower ef-hand oomer of your chask, We
catmnnt pay by Direct Dep !

| vertify tha L am antitied m ﬂm« pay a’mmmed abcsve mci thﬂt { have mad arpd unﬁ»rmmd the frm by slgning

this forn, 1 authorized my payoent o im gent to thy ﬂﬁamia instiution named above 1o be deposited b the
desigrstad socount,

L Ernployes Sianature

PLEASE READ THIS CAREFULLY

Al information on this form, Including the Soclal Securily number, Is required under 31 USC
1322, 31 CFR 208 andior 210, The Information s confidential and will be used to process
payroll data to your financal institution. Fallure 1o provide the requested information may affect
the processing of this form and may delay or prevent the receipt of payments through the
Direet Depos itElectronic Funds Transfer P’mg;rﬁm

USCENSUSBUREAY






Form W-4 (2009)

Furpuse, Complelo Forng W sothat yaisr
srvploysr carewithheld the somect Tedersl ngome
tan fronrtyorr pay. Conglfer complating n new
Fors Wad gach yaar and wheti your passonalor
frnmaied shustdon changss

Exemnption from withholding, If youare
examnpt, cornglete oty Fresd, 2,8, 4, andt 7
e sige thas Yorm fo vilidate i, Your sxeniption
for 2000 expirey Februyry 16, 2010, Sow’

Puly, 508, Tax Withholdirg gnd Estimated T
Note. You gamnot clalrm exemplion from
withhwslcting if () v ingome oxoeeds $950
and inciudes more thit $300 of unearmed
inpoton ffor exdmphs, Irterest and dividenas)
s (k) anether porson sun-olain youas &
depsantiont anthelr e retam,
Basiodnstructions. Eyon b nobasiampt,
complote the Personal Allowanues Workshest
bralow, The woelsheoty o pagy 2 torther gdlust
youlr withihislding afl Erangitl o termisad
ducutions, certain cradits, agiustmants 1
o, br i tarasrmaltisle Job Stustions,

Complate gl workshouts thak apply. However, you
oty slaim fewar farzer) sffowancies, For regular
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you claimetand rvay.not bea falamdunt op
peraentags of weges.

Hend of hatigebold, Qenerilly, yood may alaim
bead of househidd filing status o your-tax
wgtoen only- I you sre uninanied-and pay o
e BO%- of the costs of keeping up & howme
Tor yoursell andd your dependantis) o othae
ualihing Individuais, Sse Pub 504,
Exemptions; Blandark Deduction, anst Fillng
information, for ionvadion,

Tax oreditss You san teke projected tax
sredits g povownt I figuring your-aliowable
nurmbiar of withholding allowances, Cradita for
ohildl o depandent tare Bipanges and thi-
ohild tax: eredit roay be claimed usitig the
Parsonnl Mlowances Worksheet balow, Son
Pubs, B14, Mow D61 Adjust My Tax
Withhidleing, Tor Information oh wonesiing
yourr other eradits: s withholging alfowanies

Harwiige Inoorre: M yol hovd o large &
b nerwags b, suich as Interast o

Pergonal Alowances Worksheet

A Bnter 9 for yourselt if o one else cen dairm you as.a.cependent |
& You are single antd have only. one job or

B EBhter “1 i o You are marred, have only ohe job, and yois
® Your WAGEE oM 4 $es0nd- ol i your SRouY
G Enter "1 for yoor spouse. But, you may choose to enter %0
rigre than one job. Entering “0-" may help you awid
D Eoter numiber of dependents (other than your spou
£ Eriter *1" ¥ you wil fils. ag head of household o
o Erder "1 8 you have ab lsast 81,800 of ohild
{Mote, Do not inciude ohild sypprart, payn
G Chifd Tax Credit (ucluding additfonal chitd
& [ your totalincomewill be fees W $61 L
& if your 1ot Income wilf be betw,
child plus 1" additional if yoy
H o Add fines A threugh

For aseurany,
somploto all
workshests
that apply,

fe- shildrer,

ton pages .,

Sl on your tawergturne L L L,
ns:under Head of househald above) |

clifterent from they rurmibierof sxemmptions yeu cisin an yaur tav ratuin ) b B
justrivents to income dnd wantio redute your withbolding, seé the Deductions

dbviclanids, corsider ramiing estimatod tax
praymipnts using Form 10408, Estimatod Tax
for fnidhviciate, Otarwins, you may owe
adciitiersl tax, I you have: pension or armuity
Inanrog, aee PUb, IS to find oub f your should
aeliust your withholing on Form Wed o Wedl,

Two-earners or mulliple fobs. If you have s
workitg spouse or mpre B one job, Houe
the torel fiumiber of affowances o are antitlad
tor clitleryon sl Jobg using workehests from only
o Forms W, Your withholding Usuatly will
be miout-petunats when ail allewances arg
clelired o the Form Wed for the bighest
paying Jobaned 2oro afowanseg dre clalmed on
he others, See Pub. 979 for detais.,

Nonresident.alion, ¥ youare s'aonosident

dfien, sedthe nstuctions for Forr 8243

before curmiptating this Farm Wed,

Check your withholding. Aftor your Eormy Wed

fkes eifect, usiPlb: 518 {o see how e

amount you arg haviny withheld compares o

projectisg total tax for 2009, Soe Pub,
poctally  your eamings sxoesd

QLD (Single) ar 180,000 (Mardad),

T MO0

Chilet anid Dapendent Oars Expenses, for detalls,)

v QT2 Chiid Tax Cradit, for more informmtion.

for sach eligitle ohilt; thenlass ™1 i vou hav thres or more alipible etideen.
06 [$§)0,9€Ji3 and:$119,000 1 marriad), eriter 1" for eash eligible

rar married and you and your spouse both wark and the conibited eamings fromall joby sscesd
marvied), see the Two-Earners/Multiple Jobs Worksheeton page 2 to svofd Heaifrngy too Hite tax withtweld:
v situativhs sopliey, stop here and erder the number Trom Hoe H on e 8 of Form Wed belovr.

L1
Fom w 4
Depvartrgnt of Wi Tewisuy
oy

nbarna

biest to-review by thy JRE, V)

af adi

‘give Form Wed 10 your-empioyer. Koep the 105 port 10F JoUr véoords, ---rereeonomms

mployee’s Withholding Allowance Certificate

¥ Whather you e sntitled 1o olvima by

O Nar, FEHE-5U%

Gt
iy he foguined o send

ALY

A-¢opy ot this form 1o the R

fropx

2009

& i
8.

o Type-or pent yabrHret rame snd:middle it

Last ey

2 Wour sothd sweunity munber
3 3
H 7

Home -add {numberarid gireet or rurs voisig

1 v Td maeisa T Wharrlined, ottt highae Singlerate.
Note, If mavdod, St legally i ;

QF

e, chonkt the “Slagle® ox:

L QF SOOI

Chry-or tovn; aiig, anid 209 oote

A i your fanl narme ditfers from that shawron your social securlty card,
ahuok hore, You mugt aall 1800121233 for a replacament card, {“:;

8 Total number of allowances you gre cliiming from Sne H above or fom the applicable werkshest on page 2) §
& Additional amourd, It any, vou wanl withbeld fronyeach payehesk . . . . . L L, L oL 13
7 folaim exemplion from withholding for 2008, and £ certify that | mest both of the following condiions for sxsmption,

 Last year | had & right to 4 refund of all faderal income tax withheld because £ Rad no tax ligbility and
@ Thig year | expett a refund of aif federal income e withheld Because [ expent to have no tax Tabill
1o mest both-conditlons, write *Exert™ here -,

B

P

Utfisr pinviities of parjury; basplan at | ives amited his coniitste and o e bast of py Rewsiigng

Employee’s. signature

] e, It Serests ank canyplote.

[Fom s notvalid unlese yeirsign Ly Date &
8 Bmplayters mame fnet gddrsss (Employer Gomplete ines § Snt 10 only §20nting 10 We N8, B Oitivo eotipfeptione | 90 Enployer inondification aumbiar (BN
For Privacy Ast-and Pup & Reduction Act Notice, ses page 2, G Mo, YA Form W pooy



Fnm Wed (2008} Poge 2

Deductions and Adjustments Worksheet

Noted Usin this workshaet antp if you plan to itentiae deduction, clan serain oredits, adjestingnts to oo, o 2t addiiionsd standard duduntion
1 Erter an estirata of your 2000 ftemized. dedustions. These inchide: quall tymg Huma. rrortgags Intarest,
stitablecontributions, state and loval taxes, medioal expenses in &xcess of 7.5% of your intome,; and
miscaliansous deductions. (For 2008, you fay have to. reducs your femized dedustions it your ioame

11,400 1 marded filing Jointly. or qualifing widows
v % BAA0 e -of hntsehold

[ B 5700 Wsingle of marfled filing separaiely
Subtract ling 2 from e 1, If zero or lesy, enter “-0-"

{

Enbprs

Bubtrast ine. 6 from line 8 W zero or lasg, ety 0

A T )

-

i over $160,8001583,400 i married fitng saparately), See Workshest 2 ity Pub. $19 for detalls)

Eafir sy aimate o vour 2009 agiosiments 1 nndee anl Ay st rm! smmam ﬁﬁxﬁm tiai. f’urz 919}
A e S and damd-enter-the total. fnclude any smount for oredits Trom Workihent 8 1 Publ 8985 |
Erter s patimate-of vour 2000 nonwags Intome (such sadividends wrinies!) |

Divide the srmount or Hive 7 by 53,500 and enter the rasult hee. ey any fragtion
Entor the rumber fror the Persons! Allowsnoss Worksheet, ing H. page 1 .

Add fnes 8 ang 9 and entir the total hars, # vou plan o usethe Two-Barners/Multiple Job‘s Wo:k
&ty enter this fotal on Jing 1 balow, Othenwise, stop here-and enter this total onForm Wed, line 8

il

E

w4

¥

L N T

G O B

o

Two-Earners/Multiple Jobs Worksheet (See Two samers

1 Eper o et fom e ¥, page
¢ Find the number i Table 1 Gefow that appliss 1o the LOWEST

Hhan “3.F

3 ifdir s onorethan o egtal 1o tne 2 subitract fine 2 o §
Sty and on Porm Wad, Bne 5, page 1. Do not usg tha:test 5
Nove: [ line 1 is fegs than: fine:2, entér *0v" on. Farm W, line
withhiolding amount necessany fo-avold o yearand tax

Note, Use this workshiat only i the Tngtructions wdsr Sne Hoon bage) 1 difrut you ere,
{or trom fioe. 1-abiove f you used 366 Dedustions and

youare manled fling jointly and wages from the highast paying iob are $50,0

paying ol an

i

PR —

& Enter the numbae froin frie: & of i warkshest
§- Enter the numbier frose fine 1 of this workshest
6 Sublractline B homiing 4 | P 3
T Find the amount in Vable 2 hslow that ap 7
& Multiply o T By Brie 8 sl enter e n n:mexl Bt w:\hha ity nmﬁim .8
g Divide Bne 8 by the number of pay poerd L For exaniple, divide by 361 you wre pedd
avary o wesks and 08, Enter the rasult hevs and on Foren - Wed,
fing &, page 1. This moasch pavshesk . L . . L L, g 3
Table 2
Martied Flling J Warrlad Flling Jointly All Gthers
T whiyen froms LOWEST Srite off I waipcs s HIGHEST | Bntor ey  wages i HIGHEST | Bateion
_ biigheg ol Ting 2 mbows Ynge 3 alwres ¥ paying b e e T abow] payieg o e 7 alve
e 4500 3 4 6~ ORI Sy §¢ - 335004 S50
4361 950 % 1 BEL0E - 1000 il 35001 - BOIT %10
f} cm i 7 { & TEO00T ~ 185000 106G F IR S SN 10
3  REND 3 TS0 - 330,000 100 R« 0L 1
23 »,m 4 kiAo g § JHLI0TL pod over 180 rO00Y wnd e 18
AT~ 5 .00 §
B007 - # - BR300 %
38,001 = 2 T - B0 ¥
45001 - S50 8 et 84
5001« 60000 5 - IR0 ]
B0 BB 1 TR s st 1
W01 - T 1
THOOT- BN W
QRN 15,000 1
HORLRI -~ 20000 4
Y2001 arud svar 15

Privacy Actiand Papereark Rudustion Aot Hotfics, We-usk o the inforeatian on
Yhis forin e efy ol A bbral Pt v of tie Unlied Stales, Tha fivtetnal
H svenil Colds g infsrition aider sectione S4020KTEA and 8103 pnd
gl 3 to nrovido a praperly L\mai@wd Horres sl esulUin ot
BEing ogted 4 e pedonn wha Sl v Wi

Tresdsdond umammm i so Subist
inferriighion inclode phing ¥
Heitiens,- b oifing, it

Yo are ot required e providsl the information recuuested e Joen thatts
HUbSEE A M Pagiatnk Redubiion Aot unbagsha o disples s valid OME
Candyeit numhar rmm U TRLONI rolting by w torny or ﬂs instructiosis gt by

1 tha :

iy By of

long ag el
aty Inteonriad Fevamed e
oonidanial as- «w;u vt oy Gt wm«m BIg,
Th serpiren {04

§ Fof.

¢ rebiaris:

b3

A Fin sl el domm wiltvary
TR 1 i :

foi e b it
Tregtoey. of ot Hsa W iy dboe d({s it
wnder i b2 oy, 1o disbardd mul ety m’mucifaa 7] m\mmn fndorat nmtﬂ»cim st
Savs, or Tovlaslorsl e ol s s o oot

wlieny ond i 4
Intrsetions foeyod oo (% retm.

H o e stiggstions for veng Wi v simplar, wi wosld b happy iy taar
sy ok Sov Uhé Risiryolions for et RO b ot

seothis



Caution - Change to FormWe8, Barned Incomie Credit Advance Payment Certificate (Rev.
January 20083 and Formulario WeB{EP), Certificado del Pago por Adelantado del Credito
poringreso del Trabajo (Rev. January 2008)

The American Regovery and Relnvestrrent Act of 2009 (P.L. 111-8) increesed the eamed fncome
cradit for joirt flers and for taxpayers with 3.0t more qualifying children. This affects the 2009
Form W6 and 2008 Formulario W-5(8P) because i increases the amount of adjusted gross
incomie you ean have snd stll receive the. advanae: sarned income oredit if you are marred filing
fointly.

‘The paper and online versions of the form will not berevised, bul the-Act affetts the instrudtions
as follows.

On page 1, in'llem & under Who Is Eligible To Get Advance EIC Paymoents, amount of
$38,583 for marded filing jdintly should be replases with $40,488, '

O page 2 of Form W-5 and page 3 of Formulario W-8(SP),

3. Do youexpect that your 2008 earmned income and AGHwill sacl
(540,483 1f mayried fling joinlly) Fyou expectio have 1 g 0, 5,285

On page 2 of Form W8 sind page 3 of Formy , Yeu" arigwer to yuestion
3, the AGH amount of 38,583 for married filly






2009 Form W-5

(Rev.. January 2008)

Departrnent of the Treasury
Internal Revenue Service

gx

Instructions
What's New
Drafinifion of qualitying child revised

Thie following changss huve beers miadeto the datinition ol o
cqualifying child,

& Your nualifying child must be youngsy hanyou,

@ 4 ohild carmit b your sumiifing ehild if ve o shie fles a-joint
roturn, andess the retus wag Hlad only as & Slainy for réfand,

@ | the pamms ot a chifeh can slaim the obild ago aualifying ohild
bt g parent 5o clido the oY, 80 ong lve oain clain the dheld
as a qualitying chAd usless that parson’s AGHS higher than the
highssit AGH of sty parent of the ohiid.

Purpose of Form

Ut Form We8 It o ane ailigitio by pot part oF this samisd iirgne
areghit (BICY in advance with yeur pay and chisdbe 1o do so; S
Who Is Eligfble To.Gut-Actvence BIC Payments? below, The'
ArOSUnt your car gat in advanes genarally depesd o your
wages. I o e manieid, the-amount of vour arivanse BIG
payentsaiso depaadson whether yourspouse has fled g Form
W ity Blisod e ornpleeyer, Meiwsver, your smployer santat
gie you rrove-tvan §1,826 throlighuut 2000 vt your pty. You
will get e rast of ary BIC you we entitied 1 whan you e vour
i rotun-and lainy i BIG,

1yt ey oot choose to gt advirioy payrsols, you o siil
slair the BIO on your 2008 Yk retiin,

Whatls the BIC?

The BIC 6. credit for certaln workers. | reduces the ta
o VT ey give you s refund aven it-yvou do ot o

Whao Is Eligible To Get Advance EIC
Paymenis?

Yoy are eligible b get acvarion BIC payry
Tollcpadiin iy

Forn W" 5 Ea

Flaws. Jarusary S0UH
upsaekenont of G Tranny
tnnat Flowenge Servize

art to your empityer; keep the fop part for vour records.
R OO

ncome Credit Advance Payment Certificate
# sa the curfet pyear's cartificots only,

b Ghive this certiflonte to your smployer.
¥ This cortiffomte expires on Decomber 81, 2008,

o ot e your epouse, 7 filing s jolnt refum] binve & valid
sovial sootrity trembior (SN fssurd by the bomal &mru( ty
Adhrdoigtration, Por moredinformation on valid 88Ng, see Pl
596, Eaned Tncorne Credit{EIC)

2, You expecttorhave at least uoe qualifying chiltf and tohe
atste v claim the cradit using that allld, 1 you da hot expocite
héwve & gualifying chiid, you may sl be aligibie for the EIC, but
youraninot receive atvancs EIC paymisnts, SewWho e
Quiahfping CHId? on page .

3, Yo exprot that your 2008 eamed incorms and adjusied
ross incornatAGE will sackbe foss thian $35,468 (338,583 1 yau
epeot to-fils a it retura Tor 20081 Include your spouse's
oy you plan e Tile ol retum. As uset orthds form,
gurned Invome doos 1ol include amounts heetes v pargd
instifutions sepaid for thek wunts received as- pension
F Bty Teton & ool opvpengation plad or g
xable eamod Insomi,

for2004, Yo tnd oot i
o qunstions of pragy

Paymenm

G paymarts, il T the oo
page, Ther, detach tand ghve
et advence payrments, vou must fig o

o Porm WoB I efack ot ong tme. Eyou
othy eimployed, yeus shonid fiie- separate

e on Degembor §1, 2008, 1 you sy
EIG paymernits for 2018, you mast file 4
LRy,

You emay be abileto got e larger creoit when you e
your 2008 returmn. For details; see Additions! Crediton
iy 3,

foantingod i pags &

Bt or type your il name

Your soulel seciity nuber
¢

?
H \
5 '

Note, If vou-get advance paymaents of the sarnediincomi cedlt for 2009, yourmust fle.a 2008 fiscioral Tncame tax ratirn, To pebadvanos
paymants, you must have a gualifying chiftd and your filing status mast be any statusexcept murded fiing & separate retum,

1| groactto have & gualitfing ohiid and o able 1o ol the samed incoms oredit for 2008 using: that ofdid. | do ot have

anethar Fove WS In effect with sty ther current smployer, and 1 chonss 10 get advanes BIC paymanta
2 Check the boy that shows your expected fling statis for 2009

[ Yes I3 No

[ Single, head of hiousshold; or qualifying widow(es 0] Merred fiing Joiritly

3 you are maried, dossyollr §potse hae & Farm WS 1o sttuct for 2008 with-any smplbyer?,

.. Elves[lne

{nder panbition of porfiog, 1 duclug Sl the i e fupsmiis hsy

Slynatire +

BT Bsd SF my i, s, SOmeet, and Gy,

Dath -

k. R, R



Foom W45 {20085 ey, L2608 g &

Questions To See if You May Be Able To Claim the EIG for 2009

TR

Yo wanviot clalm tho: IO vou fle sither Powm 2885 o Form 85557 (relating tor forelgn eared Tnsome) for 2008 You
also cannotclaim: the BIC-if you are & norresidentalter for any. part of 2009 unless you are martled towa U8, oitizen.or

resident, fla a joird return, and:slect to be taxed as o residerit alien for all of 2009,

i

« 1 you axpect 1o filea jolnt retue Tor 2008, nolide siour spous

Doyou expedt to have & gualifying ohild? Read Whols a Qualifying Child?  on page 3-before. you answar this question, if the
child ta tarded, De sure you also read Marded child on page 8,

t Na..‘(mz ray b able to clain the BIC but-youcannot get advanoce BIS payrments.
[ Yes. Contiwe.

j‘ﬁ If the ghild mests the donditions W be & qualifving child for beth you and anothelr person, ses Qualifvivg child of more
kel -than one person on page 3.

Do you expoct-your 2009 ing status to be marded filtng u separaty rmtorn?

{71 Yes . Yoircannet claim the BID,

1 No. Continue.

westions F.and 4,

Do you expect that your 3009 earned income and AGH will each be
expact 1o have 1 qualifying ohild; $40,205 (343,418 if mavriad fllng jolntly,

o N&Y‘au sannot slaim the BIC,

{1 Yes: Continue. But remenber, you cannot get advance &
be-$35,463 o mare (538,583 or more i marded filing jolr

Do you gxpect that your 2009 investment ingome w
of their taxable interest, ordinary dividends, capital
2008 Formy 1040, sae the 2008 Porfm 1040 ing

£l Y'es, Youcannot olaim the BIC.
{3 No. Gontinue,
D you sxpest that you,-or your

it maried Bling jointiy) F veu
2-oF inore gualifying children?

exempt interest, However, if you plar to file «
nt income.

return, will bea qualifiing chiltd of ancther person for 20089
T3 Yes. You cannot ofaim the
L Mo, You may b




Frorw WO 004 Fav, 12008k

Paga

Who Is & Qualifying Chitd?

A gpaalitying ohited ls-any ol win meote o) tas of the
fetlowing eonditiors,

1. The chilid is your:

Son, daughter, stepetikd, oligiisle foster ohifd, brothr, sistar,
tatf brother, half sister, stapbrother, shipsigter, or o descendant ot
any of tern for-example, your grandohiith, nene, oF nephew),
Note, An adopted chitd 5 slways trogtod s your own child, An
adopted oidld ciudes s ohild ;awtu%iy phasat With you for legsl
adoption, An gilgitle fogter chill s any ohiid placed witly you by
an authorized placemant sgensy ar by Judgment, desrss, or other
wrcier of gy coprt ot comgeant ullsdistion,

2. Thechild & younger thatyou and, a5 the end of 2008, the
ohiid b under aye 19, or under aue 24 wnd ' student, oF any sge
and permanently and wolally deibied, A stydentis g ohild wha
during any §monthe of 2008 () was sorolied as-a- fulldima
ot At sahioot or ) took-a fulbtme, orefarm alning tourse
gwon by sohioed of qotals, Sounty, of nral fovmmTnt agency,

A suhiond Inshides w lsadydesl, Wade, b mechanigt sohool lt doeg
not include an ansthe-jots iralning course, correspondence schiool;
or-frtarngt sehovl.

3. The chilid ves with your i the Bnited Stitesfor over hall of
2008, But voui do et hawe 19 et this condition i () he chiid
wae bom or died during U veay srvd vorie home was g chilil's
hore for e entbre tme he or shaowas alive in 2009, or & the
hifd d pressres By Inw ardoreerent authasiion b bave been
Kidhnppedd by sormeone who b nota famifie merabier aivd the obild
fivand with you for aver hatf of the port of theyear Bafons he-or she
wag Ridinanped.

Note. Tarmpurary shsanaes, such as oy sehool, wgalion,
mutfical zaes, or deteniin i a fvenlle fagiity, eount as tme
Hwesrd st rsrrne, Barribisrs of e retifitary on eddended actiee duly
outgide the Unitod States are considemg o by living in the
Undtod States,

Marriad ohifd. A obild whio 36 marrhedd ot the end of 200818
wpalifing ohile anly I

1. Your iy clades biley o herng vaur dependent, ar

2 You are the custodiad parend and would be abile o
el as your degandent, but the nensustodisl pareed o
chil as a depondent bedanisa:

8, You signed Pormn 8338, ReleaseMavooali
Clain o Exwription for Crild by Custoding

agreaisnt tiral altows t
andl e orghoghees ab i
ST bl MY 4]
Baduscton, and Fifg
ohiiten of tvorzed o
Sealifying chitd of more
curelitinns 10 be & gulifkng chil
v petson misy pidahat child
yw ard somabie alas Have the
tha othar personis) san decids wind yon, ﬁ' oifsrwisesligible,
Wit fake all of Bhe Bllowing tax bensfits based onthe qualifylng
ohileh the chilld's dupandancy sxgmption, theehid tax tredi,
e of housitiakt fk| ) status, Hreveradit e obild and Jepaident
care gxpenues, the exchusion for dependent Card benafits, aed the
B, The othat parson ownnst ke any of e six tax besalits
uniless b or she hag a different quadifying child;

i yons el e other persan-cannet agree atd mons Han ong
parson alalms the B0 o other barefits lstad sbove uging the
sime ohild, the Yareaker fule aopies. Bee Pub. 898, Bamed
Income Cradit; Table 2. When More Thas One Porsan Fles s
Return Clairaing the Same Qudifying Ohild (Tig-Breaker Ruly) and
e Brvbrgctiveng for Poem WO or UROA

chlted wmw& i

Cauthon, A qualifying shild whom you use 1o olim.the
EIG st have o valit somial secslly motisr giless he
or she fs-fare aricd oises In 2008,

Whhat if 8y Siuntion Changes?

I your siustion shanges st you give Porm WS to your
ermnpioyear, you will prodably rsed o M g new Forra Wb, Foe
e, YO must il & welw Fonn wWhs 1 any of the following
applisg for 2008,

® Yol po funger gt o have 8 guallying thild, Chegk “Ne®
ey Bno Yo your peve Fomm Wes,

& You celonger swpeit 1o be able to sl the 10 for 2008,
Ehdok Mo onlue 1 of your new Form W8,

& Youon-fongec want sdvanes payments. Chagk "Ne” oo Jee
of yaur ey Form WS,

@ Your spouss fies: Porm W with his of et erssployer Ghesk
“You' online 8 of your ndw Foam WoB,

Reote, I oo gt atvanas §1C
edigible forthe EIC, you sl
Hhoyour BO0G

of Birved-yod qre vt
prymantg-whon you

How To Glaim

H you afe eligible Man

3 by rotutn, Soo VOl
RODY tay red

resclit whan oy fiie your 20089
SCRUSS YOLE STIOYRR BANNOY give
ghout the Yooy Witk your gy, You
Jergrar oradit if you have more thar
o gt e your 2009 e ool o

it,

o Paperwork Rutiustion Aot Notiee, We-asl for
z!cnmim orf fhis fuem to cary out the Inferns! Bevenue
fha Unfled Stades, Interna! Revenve Code seations- 3507
s ther regulations requite you to rovide the
Irsfornation requasied on Forr W-S and toogive | toryoar
aenpinyer ¥ yeuwant advanas pryment of the BIG, As pravided

' Py fiy,we may. give the iforeintion to the Depirtment of

JSustioe arid other faddpral agrancivs, iy addition, we sy give 1o
witles, states, and the Distect of Columbia s they may camy o
st Lok lavs, We may stso-distions B formation 1 alhey
countriss under A tax reaty, W ledaral and st dgendiss to
enfurce fodarat ronta- oriminal iawe, or te tcleml
srforgetnsnl any lntelligenos agencles 1 combat temoriem,
Fifure o.provitle the. regueshed informativn. saay: pravent your
emiployer ronyprosessing this formg providing flse-iiemation
oy Subjuot you 1 franuting

Yo s nat reiirad-do providy the iformation reguasted o
2 -form that s subjest 1o the Paperaork Redhotlon Aot urless the
Tenrn diipiays & v OMIE nonted number, Books oy teconds
relating & o or it Instrugtions must be retalned 8 Jong e
Ehinlr exrtenty may bicome metarial in the sdministration of any
Inibarrial Revente lave, Geomrslly, fax relims: anst ration
fetaration see vonfidential, s rotuitedt by Code settion 8103,

The evorige time and g roguived o cemplate and e
Ihis form will vary dapanding on indhvidizal circurmstancés: For the
stimated aveagos see the, nutrustions Tor your ook tax
rstuns.

H you hava sugirestions for taxiting this form shapler, we woulg

B hrppy 1 hiear Tromy you, Suy th nsteeatiosg 16r your st
tax retum,
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EMERGENCY GORTASY

INFORMATION CARID

2014 Densus
o Wikat o do I Title 130 s lost, missing, or stolen
B Paper documeni(s) with Titie 13/PI is lust, missing, or stoler:

1. I thy
BT P-4 1828 within ong houe,

2 Gontatt your supendsor immedistely after caling Decnnnial GHAT,

@ﬁ* Electranic equipment (HHC or laptopy with Tiths 1370 Is fost, missing, or stolery
1. Imrosdintely contact the Decennial CIRT al 18777441582 within ong hour,
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Appendix B: Mandatory Administrative Training
Module 1
No FEAR Act Training

This training will inform you of the No FEAR Act and other laws making

discrimination and reprisal in the workplace illegal

At the end of this training, you should:

e Understand the basic terms of th

e Know what Antidiscrimina istleblower Protection Laws protect

you.

o Understand mplaint alleging discrimination, reprisal, or a

_blower Protection Laws.

What is the No FEAR Act?

Congress passed the Notification and Federal Employee Antidiscrimination and

Retaliation Act, referred to as the No FEAR Act, on May 15, 2002.

The Act requires that “...Federal agencies be accountable for violations of

antidiscrimination and whistleblower protection laws.”
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Federal agencies must:

e Repay the Treasury Judgment Fund for payments made in federal district

court cases involving violations of discrimination and whistleblower laws,

e Post information on its public website relating to complaints of

discrimination and annually report to Congress, and

e Train and notify employees on their rights and protections under the

antidiscrimination and whistleblower lawsg

What are Antidiscrimination Laws?

As a federal employee, you are protect discrimination in

employment matters based on yo ‘ lor eligion, sex, national origin, age,
and disability.

Equal employme ot be denied to any person because of their
racial group or pe | group, race-linked characteristics, for example, hair

texture, color, or faci res, or because they are married to, or linked with
someone of a certain race or color. Title VII (seven) also prohibits employment
decisions based on stereotypes and beliefs about abilities, traits, or the performance

of individuals of certain racial groups.

National origin discrimination means treating someone less favorably because they
come from a particular place, because of their ethnicity or accent, unless the accent
materially interferes with job performance, or because it is believed they have a

particular ethnic background. National origin discrimination also means treating
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someone less favorably at work because of marriage or other association with

someone of a particular nationality.

The Antidiscrimination Laws protect you from discrimination concerning the terms

and conditions of your employment.
Here is a list of some of the employment matters covered:

e Hiring, promotion, pay, leave, awards, assignments, training, suspensions,

and terminations;

e Requests for reasonable accommodatio s reasons or for reasons

based on disability;

Title VII of the 196& i hts Act, as amended, protects employees from
employment discrimi based on sex, race, color, national origin, or religion.
Sexual harassment and pregnancy discrimination are considered forms of sex

discrimination and are prohibited by Title VII.

An employer cannot refuse to hire a pregnant woman because of her pregnancy,
because of a pregnancy-related condition, or because of the prejudices of co-

workers, clients, or customers.
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In addition to protection against discrimination because of religion, Title VII also
establishes the agency’s duty to provide reasonable accommodation for an

employee’s religious beliefs unless doing so would impose an undue hardship on

the employer.

The Age Discrimination in Employment Act, ADEA, of 1967 prohibits

discrimination against federal employees who are 40 years of age or older.

The Act protects older employees from employment actigas.based on stereotypes

or stigmas associated with age.

The Rehabilitation Act of 1973 prohibits em imination against

qualified federal employees with disabili n, agencies must provide

tle I (one) of the Americans with Disabilities
ees under section 501 of the Rehabilitation Act,

as amended, and it is carryig out the rules and regulations.

A qualified individual with a disability means an individual with a disability who
satisfies the required skill, experience, education and other job-related
requirements of the position such individual holds or desires, and who, with or
without reasonable accommodation, can perform the essential functions of such

position.
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A ‘“disability’ is a physical or mental impairment that substantially limits a major

life activity, such as breathing, walking, seeing, hearing, or performing manual

tasks.

The terms ‘disability’ and ‘qualified individual with a disability” do not include

individuals currently engaging in the illegal use of drugs, when the covered entity -

acts on the basis of such use.

Drug means a controlled substance, as defined in scheduls
(five) of section 202 of the Controlled Substanc
Code) 812.

one) through V
(United States

However, the terms disability and qualifi with a disability may not

exclude an individual who:

e Has successfully comp rvised drug rehabilitation program and is
[ use of drugs, or has otherwise been

d is no longer engaging in the illegal use of

o Is participating in a supervised rehabilitation program and is no longer

engaging in such use; or

¢ Is erroneously regarded as engaging in such use, but is not engaging in such

use.

A temporary or short-term illness is not a disability.
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You must be qualified for your position.

If you cannot perform the essential functions of the job, with or without reasonable

accommodation, you are not qualified.

A reasonable accommodation is an adjustment to the work situation or
environment to enable you to perform your job, as long as it is not an undue

hardship to the agency.

but only if the exa
Medical examinations ployees must be job-related and consistent with the

employer's business needs.

The Equal Pay Act of 1963 prohibits federal agencies from paying employees of

one sex lower wages than those of the opposite sex for performing substantially

equal work.

The Antidiscrimination laws also protect you from reprisal for exercising your

rights under those Acts.

B-6
04/01/09



D-5%90 , Appendix B: Administrative Training
No FEAR Act, PII, Title 13, and IT Security Awareness

Protected activities may include filing a complaint of discrimination, requesting
reasonable accommodation, giving evidence or testimony to an investigator or in a

hearing, or complaining about or protesting perceived discrimination against you

or another employee.

If you believe discrimination has occurred, you must contact an EEO counselor
within 45 calendar days of the date of the matter alleged to be discriminatory or, in
the case of personnel action, within 45 calendar days of the effective date of the

action, or when you first became aware of the alleged d ation. If you

believe that you have been victimized by discrim
participating in the EEO process, contact an EEL
(800) 872-6096.

lor-at (301) 763-2853 or 1

A counselor will try to resolve the

If the complaint is not resolvy; e provided a Notice of Right to File a

Complaint. You alendar days from receipt of the notice.

You are entitled to a reasong Jle amount of official time to prepare and present your

complaint.

While there is no set time, official time is normally granted in terms of hours, not

- days.

You are also entitled to official time to meet with a counselor, an investigator, or to

participate in the hearing.
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While discrimination based on sexual orientation is not covered under the No
FEAR Act, you should be aware that the Department addresses these complaints
under DAO (Departmental Administrative Orders) 21511, which it states:

“Federal law makes it illegal to discriminate against federal employees because of
their marital status or political affiliation or to retaliate against employees for

exercising their rights.”

If you believe discrimination has occurred on one of thes s, you may file a

written complaint with the U.S. Office of Speciak ' may also pursue

such a complaint through the administrative grieva DAO 202-771, or

the negotiated grievance procedures, if appli

| They should: |

Base work

1 merit principles.
e Treat all emplos airly and equitably.
e Provide reasonable accommodation to qualified individuals with disabilities.

¢ Disclose medical information only to officials with a need to know.

¢ Keep medical information separate from personnel files.
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e Provide a reasonable amount of official time to an employee who requests

time to work on an EEO complaint.

e Cooperate with an EEO counselor or EEO investigator. Failure to do so

may result in disciplinary action.

e Make sure employees are not subjected to a hostile work environment

because of their race, color, religion, national origin, age, sex, or disability.

e Act on all complaints of harassment.
Whistleblower Protection Laws:

A federal employee with authority to ta rs to take, recommend or

approve any personnel action, mug that authoity to take or fail to take, or
threaten to take, or fail to tal el action against an employee or applicant

because of disclosurg that individual that is reasonably believed

to evidence:
e Violations of lawiiidle or regulation;

¢ Gross mismanagement;

e Gross waste of funds;

e An abuse of authority; or

e A substantial and specific danger to public health or safety.
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Employees may not disclose information if the law specifically prohibits disclosure
or if the information is required under Executive Order to be protected from

disclosure in the interest of national security.

A federal agency cannot retaliate against an employee or applicant because that

individual exercises their rights under the Whistleblower Protection Act.

5 U.S.C § 2302(b)(8) prohibits retaliation against an employee or applicant for

making a protected disclosure.

How do you file a Whistleblower Protection Com

If the personnel action is within the Merit Sy* ction Board’s, MSPB for

with the Office of the Special
Counsel, or OSC for short, before the MSPB, or may choose

short, jurisdiction, the appellant may filf a

after receipt of the age decision, whichever is later.

If a stay request has been filed with the MSPB without prior filing of an appeal, the
appeal must be filed within 30 days after the date the appellant received the order

ruling on the stay request.

If the personnel action does not fall under the MSPB jurisdiction, the appellant
must first file a complaint with the OSC before filing an appeal with the MSPB.

B-10
04/01/09



D-590 Appendix B: Administrative Training
No FEAR Act, PII, Title 13, and IT Security Awareness

A complaint may be filed with OSC by using Form OSC-11, Complaint of
Possible Prohibited Personnel Practice or other Prohibited Activity.

Form OSC-11 can be obtained by contacting the Office of Special Counsel (OSC)

Complaints Examining Unit.

After the OSC complaint process is exhausted, the appellant may file an appeal
with the MSPB:

e No later than 65 days after the date that O ification was

issued terminating the investigation; or

e If notification was received more than r the date of issuance, the

MSPB appeal must be filed with r the date OSC’s notification

was received; or

This concludes No FEAR Act Training. This module provided you basic
information on the No FEAR Act, information on how Antidiscrimination

Whistleblower Act and Protection laws protect you, and how to file a complaint,

Where do you go for more information?

e For questions about the Discrimination Laws, contact your EEO Officer or

visit the U.S. Census Bureau Web site at: www.census.eov/eco/. Additional

B-11
04/01/09



D-590

Appendix B: Administrative Training
No FEAR Act, P11, Title 13, and IT Security Awareness

Please complete the )

all certificates to

Information is available at the Department of Commerce Web site:

www.osec.doc.gov/ocr/

For a detailed explanation of the EEO complaint process visit:
www.osec.doc.gov/ocr/eeoprocess.html, or
www.access.gpo.gov/nara/cfr/waisidx_03/29cfr1614 03.html, or

WWW.CEOC.Z0V.

Information regarding the Whistleblower Act and B ions can be

obtained from your local HR Office, or vi

To view Census Bureau’s No FEAR A

www.osec.doc.gov/ocr/nofearcen

. Remember to hand
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Module 2
Personally Identifiable Information (PII)

PII is any information about an individual maintained by an agency that includes,
but is not limited to, education, financial transactions, medical history, criminal, or
employment history information, which can be used to distinguish or trace an
individual’s identity. This information would be things like their name, social

security number, or other similar information.

Many of the paper forms and repofts used in your s will contain PII.

Also be aware that electronic media such as wuters, hand-held
computers, and laptops may contain PII

13 data.

containing confidential Title

Reporting the loss of govern ents or electronic media with PII is

required for protectig theft. Our reporting procedure policy
requires you to r s involving any loss or suspected loss of PII

within one hour of discov the loss or suspected loss.

Here are some rules and guidelines to safeguard the PII of all persons for whom the

Census Bureau maintains records:
Here is a list of things that you should not do.

e Do not leave PII or Title 13 documents or other media in plain view inside

your car.
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e Do not allow any PII or Title 13 data to be left unattended in a public place.

¢ Do not disclose any PII or Title 13 data to any individual. This includes

other employees that do not have a need to know this information.

Here are some things that you should do:

e Lock PII and Title 13 documents and other media in your car trunk when

working in the field.

e Make sure that all PIT and Title 13 material ight of others.

e Maintain all PII and Title 13 materials rawers, briefcases, or other

secure areas, even at home.

e Make sure you have a r supervisor if a member of the media

wants to talk to ou. '

¢ Follow the rule at all times. Always check with your

supervisor if thelg#fany question about who or what others can view.

Reporting lost, stolen, or disclosed PII.

The reporting procedures require all employees to report all incidents involving PII
that is lost, stolen, or disclosed to an unauthorized person, within one hour of
discovering the information has been compromised. This includes both paper and

electronic PII. Do not distinguish between a suspected incident and a confirmed
loss of PII.
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When you are calling to report a loss or incident, be prepared to provide the

following information:

Name of person who experienced the loss.

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

or the geographic location.

e Time of the incident.

e Summary of the incident.

e What PII material is involved.

Computer Incide
one hour of the in ecennial CIRT is available 24 hours a day, 7 days a

week. Then immedia tact your supervisor.

If electronic media is lost, missing, or stolen, immediately contact the Decennial
CIRT at 1 (877) 744-1522. After this phone call is complete, contact the local
police to file a report and obtain the police report number. Then immediately

contact your supervisor.

If the incident requires someone to have medical attention, call 911 before any

other phone call.
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The Census Bureau is committed to protecting the privacy of all persons and your
cooperation in protecting PII and reporting any PII incident will play a vital role in

ensuring that PII is properly protected.

This concludes Module 2 on Personally Identifiable Information Training. This
training provided you basic information on what PII is, a list of do’s and don’ts in

regards to protecting PII, and how to report lost or stolen PII.

Please complete the Personally Identifiable Certification grenage B-62. Remember

to hand all certificates to your supervisor after co four training

modules.
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Module 3
TITLE 13-CONFIDENTIALITY TRAINING FOR

U.S. CENSUS BUREAU TEMPORARY EMPLOYEES

As an employee of the U.S. Census Bureau, there are some important information

you need to know regarding confidentiality of Title 13 dat

What is meant by confidentiality?

In essence, confidentiality means not divulg ata that is census

confidential, including the data we collg ho is not sworn to maintain

census confidentiality and who do icss need to know. Any

information that could be used spondent in a specific Census Bureau
survey is considered confidg iti Includes respondents' names, addresses,

partial or complet,

nd any information that would link a

household, busine ent with a specific survey.

Every. day thousands of Census Bureau employees handle census confidential
materials, and confidentiality is one of the most important parts of their job. The
Census Bureau is very serious about its pledge of confidentiality. It is required by
law, and is the basis for the public’s trusts in us to protect their privacy. And that's

the major reason why we're the most successful data-collection agency in the

world.
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What is Title 13 of the U.S. Code?

Title 13 of the U.S. Code legally protects confidentiality of information that is
collected from respondents. The U.S. Code is a consolidation and codification by
subject matter of the general and permanent laws of the United States. The Office
of the Law Revision Counsel of the U.S. House of Representatives prepares and
publishes the U.S. Code. Certain titles of the Code have been enacted into positive

law. Title 13 is the positive law that governs the U.S. Census Bureau.

Title 13 stipulates that information gathered by
used for statistical purposes, not for any use agai
government agency. In addition, the Censu t publish or disclose to
- the public a person’s name or address if], ated with specific data.

Under federal law, the penalty for u s a fine of not more than

$250,000 or imprisonment for five years, or both. Confidentiality is

not just a Census Bureau s vior-it’s guaranteed by law.

How Title 13 afft us Bureau worker

To begin with, every mployee is required to sign an oath of nondisclosure. In
plain terms, it is a pledge that you will keep all Census Bureau information
confidential. It means that you cannot disclose any information you obtain as a
U.S. Census Bureau employee to any person (including your family members).
Your sworn statement constitutes a lifetime obligation, continuing even after you

leave Census Bureau employment.
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In addition to Title 13, the Census Bureau also collects data as a service to other
agencies. These reimbursable surveys can be conducted under Title 15. Title 15 is
the legal authority of the Department of Commerce, of which the Census Bureau is
a part. It permits the Secretary of Commerce to conduct special studies for other
organizations. Under Title 15, identifiable data are returned to the sponsoring
agency, because they are subject to the sponsoring agency’s legislation and
confidentiality requirements-not those of Title 13. For example, the National

Crime and Victimization Survey is conducted for the Bureau of Justice Statistics

under Title 42. We must meet those restrictions too.

Another law, which you need to be familiar wi ich is also known as

the Privacy Act. The Privacy Act protects y& nt and benefit records.
It also requires us to tell our census an dents the authority for
collecting the data, whether partici

information is being collected t the'data will be used for.

back cover of the broc at was handed out to you at the beginning of this

training. They are:

1. Principle of Mission Necessity

The Census Bureau will only collect information that is necessary for meeting

the Census Bureau’s mission and legal requirements.

2. Principle of Informed Consent
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The Census Bureau will ensure that participants in data collection activities are

informed about the purpose and planned statistical uses of the information

collection.

3. Principle of Respectful Treatment of Respondents

The Census Bureau will be considerate of respondents’ time and desire for

privacy and will respect their rights as research participants.

4. Principle of Confidentiality

The Census Bureau will ensure that con protections are included in

1. Technological sa

The Census Bureau uses specific technological safeguards to ensure that
computer systems protect Census confidential data. These safeguards include
state-of-the-art computer systems and programs that are set up to ensure that a

respondent’s information is protected from unauthorized access.

2. Statistical data protection
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Before their release, data products are reviewed to ensure the data meet

guidelines set by the Census Bureau’s Disclosure Review Board and that it is

safe to release them.

3. Restricted access

Access to Title 13 information is limited to those who are sworn to protect.
Title 13 confidential data includes Census Bureau employees and special

sworn status individuals. Guidelines must be follow ensure that

unauthorized people do not see or use Title 1
family members. Restricted access also incl s on all other
government entities. Under Title 13, on] ve sworn to protect the
data may see them. No other perso ent, bureau, agency or
office of the government can obg i¢dential data from the Census

Bureau.

Employee respongi ing Census confidential data

We have been discussing the iegal requirements-what you are prohibited from
doing and what the penalties are for Violating those reqﬁirements. Now, let’s look
at the practical application of the Pledge of Confidentiality. As a Census Bureau
employee, there are many instances within the scope of your daily job activities
when you must keep data confidential. We will address some guidelines for
safeguarding written information, oral information, and information on the

computer.

How do I safeguard written information?
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There are a number of ways in which you can take precautions to ensure that any

written information you're working with is kept safe. They are:

1. Keep Census confidential information in a secure location that prevents
unauthorized access. If you must leave, lock up the census confidential

information or, if you happen to be working out in the field, then lock the

census confidential information in the trunk of your car.

Office will provide

g reviewing procedures for

ed persons remove data from the

formation you have collected.

4. Never leave paper docus ents and printouts containing Title 13 data unattended

or unsecured. Make

e that you lock them up when they are not being used.

5. Keep census confidential data out of the view of others. For example, cover up

any materials you have on your desk or workspace at all times especially when

unauthorized persons come by.

6. Make sure that you follow the appropriate procedures for disposing of paper
documents and printouts, magnetic media, and electronic files of any census

confidential data that you no longer need. The disposition of all census
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confidential data will be in accordance with the Policy and Procedures
Manual; Chapter K-3: Records Management; Chapter S-3: Physical Security;
and Chapter S-5: Information Technology Security.

7. The Census Bureau also has an anti-browsing policy. It says that you may not
search or look through any Census confidential data files or records for other
than work related purposes. In other words, you cannot look up information

reported by someone you know or a famous person, just out of curiosity.

How do I safeguard oral information?

Now, let’s discuss some safeguards for prote onfidential oral

information. They are:

ith those individuals who are

sworn to uphold Title 13 e a business need to know.

2. If you are wor ducting interviews, there are specific

guidelines for phones. Generally, if the respondent indicates that
you may conduct tht¥iiterview using a cell phone, then you can go ahead and
conduct the interview. In addition, you and/or the respondent may use a

cordless phone to conduct interviews.

3. ‘Do not reveal to neighbors or other unauthorized people information about the

fact that a specific household has been selected for a particular survey.

How do I safeguard information on my computer?
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During your day-to-day activities, you may be using either a personal computer or
~a Census Bureau-issued laptop or hand-held computer. A couple of practical
techniques that the Census Bureau uses to protect census confidential data that may

be stored on your computer include:

1. All Census Bureau computers, including laptops and hand-held computers,

have software loaded on them that automatically encrypts or protects your data

as the computer saves it.

2. In addition, all Census Bureau computers re hasswords, which

must be changed on a regular basis. Be sure no are your password

or use it in a manner where others can a

So, what else should you do to protegs nd safeguard the data?

For example, ip ‘ rd to prevent anyone from accessing these files. Or,
if you're working oOf#S0mething on your computer, exit the file or close the

laptop cover, so no one can see the data.

2. If'you are using a Census Bureau-issued laptop or hand-held computer, always
store it in a secure location when you are not using it. For example, secure

your hand-held computer by locking it out of view in the truck of your car.

3. [Install or load only authorized software on your computer. Do not install any

software on your computer unless it is downloaded from the Census Bureau
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server or your supervisor has given you instructions and approval to do so.

This will help prevent viruses that could damage your files.

4. When changing your password, create one that is hard to guess and protect it.
Easy to guess passwords are the simplest way for a hacker to gain access to
any computer. Also, do not choose a password that has a personal meaning,

and do not write your password down.

A little bit of care can go a long way in keeping with the Cansus Bureau's

b, and be part of

formation it

certificates to your supervisor after completion of all four training modules.
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Module 4

Information Technology (IT) Security Awareness Training

As this is a generalized training, there are repeated references to contacting the
Help Desk at Census Bureau Headquarters. All Local Census Office staff and
Regional Census Center staff should immediately report any security or technical

issues to your supervisor and the technical support staff in your office.

The topics covered in this training are:

Why Are IT Security Policies Importa!
e Securing Your Workstation

e Use of IT Resources

Before you are given access to a U.S. Census Bureau computer system, and each
year thereafter as a refresher, you must complete an IT security awareness course.

This course is to ensure that you are aware of how to use your IT system in a

proper and secure manner.,

The purpose of this course is to ensure that you are aware of how to use your IT
system in a proper and secure manner and to ensure that you know how to protect

your computer from security threats. After completing the course, you will
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understand why IT security policies are important and you will know how to
protect against security threats. You will also learn about risks, threats,
vulnerabilities, countermeasures, how to protect sensitive information, how to

secure your workstations, proper use of IT resources, incident response, and your

responsibilities.

Note: The term ‘sensitive information’ used in this course refers to census

confidential information, federal tax information, and Privacy Act information.

Why is IT Security policies important?

There are many federal laws and regulations i security. While

, and Title 26 of the U.S.

Code provide laws to protect data ind policies are designed to

provisions of the Privacy Act - Title 5, T

Implementing IT essential to prevent thieves and terrorists from

conducting their addition, implementing IT security policies helps the
Census Bureau achiev ission of data stewardship—to provide quality data for
public good while respecting individual privacy and protecting confidentiality of

the data.
IT Security Program Policies:

In addition to the many federal laws and regulations mandating IT Security, the
Census Bureau also has specific policies and procedures related to IT security

including:
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e [T Security Program Policies

(http://eww2.census.gov/it/itso/docs/I TSecurityProgramPolicy 2006.pdf),

provides guidance on the implementation of IT security programs within the

Census Bureau.

e U.S. Department of Commerce IT Security Program Policy and Minimum

Implementation Standards (http://www,osec.doc.cov/cio/ITSIT/DOC-IT-

Security-Program-Policy.htm), provides guidance on the implementation of

IT security programs within DOC.

Goals of IT Security:

The goal of IT security is to protect IT s urces while maintaining

n.

Availability is the ability to access information when necessary.

As you go through this course, note the use of the terms confidentiality, integrity,

and availability.
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Vulnerabilities, Threats, and Countermeasures:

A vulnerability is a flaw or weakness that may allow harm to occur to an IT
system. Vulnerabilities exist in hardware, software, people and the environment.

Vulnerabilities are exploited by threats.

A threat is any activity with the potential to cause harm, whether deliberate or

unintentional, for example, hackers or malicious code.

A countermeasure is any action, device, procedure or to detect, oppose,

or regulate a threat or vulnerability, for example, p cted screen savers.

Internal threats VS External threats

ther user's account
e Unauthofized use of system privileges

e Execution of malicious code that destroys data
e User errors that destroy data

An external threat is any instance of an unauthorized person attempting to gain
access to systems or cause a disruption of service. Examples include any of the

following actions performed by someone outside of the Census Bureau:
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e Disruption or denial of service attacks

e Execution of malicious code that destroys data

Threat: Hackers

A hacker is someone who uses their technical skills to gain unauthorized access to
a system for financial gain, the challenge, and so forth. Although external attacks

get most of the attention from the media, internal threats occur more often and can

be more damaging.

Threat: Malicious Code

Malicious code is harmful code. Exam
e A virus is self-replicating perates and spreads by modifying or

damaging executable a. Viruses are most frequently transmitted

through e-maj ses can also be transmitted by using

infected didl loading malicious software (intentionally or

unintentionally) fro e Internet.

e A worm is self-replicating code that is self-contained, (that is, capable of
operating without modifying any software). Worms are transmitted by
scanning a large number of systems for vulnerabilities. Once the worm has
found a system that has a vulnerability that it can exploit, the worm exploits
the vulnerability, attacks the system with a virus or other malicious code,

and scans for more systems to attack.
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Securing Your Workstation:

Trojan Horse programs are hostile programs masquerading as valid
programs or utilities. Trojan Horse programs are often designed to trick

users into copying and executing them.

A Back Door is a tool installed after a compromise to give an attacker easier

access to the compromised system around any security mechanisms that are

in place.

Do delete spam;=<idin, and other junk e-mail without forwarding or opening

-

attachments.

Do follow your program area rules for downloading files from unknown or

suspicious sources.

Do scan attachments, a floppy disk (or other removable media) from an

unknown source for viruses before using it or opening it.
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e Do use password-protected screen savers and lock your workstation when it

is unattended.
Threat: Social Engineering

Social engineering is a threat from non-technical or low-technology means - such
as lies, impersonation, and tricks - used to attack or gain access to computer
systems. For example, an individual calls you claiming to be from the Help Desk

or claiming to be your supervisor asking for your passwo; cause they need to

the Internal Revenue Service, 30 percent of

give their passwords to auditors perfor gineering attack.

¢ Do not let individuals watch you type in your password (also known as

shoulder surfing).

¢ Do not let individuals without proper identification follow you into the

office (also known as piggy backing).
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Countermeasure: Strong Passwords

While it is tempting to use the same passwords for multiple systems and to choose
passwords from words that personally mean something to us, easy-to-guess user
passwords have been shown to be one of the easiest ways that hackers can gain
‘authorized’ access to a system. Currently, measures are being implemented to

ensure the use of strong passwords.

The following practices must be followed when creating sword:

prompt you.

e Passwords must consist of at lea;

password, and theh, only once.

Passwords must not include any of the following:

e Vendor/manufacturer default passwords
e Names (for example, system user name, family name)
e Words found in dictionaries spelled backwards or forwards

e Addresses or birthdays
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Note: The special character @ should not be used.
Countermeasure: Password Hints and Tips:

Your user ID and passwbrd are your access to Census Bureau IT systems. You are
responsible for protecting your password. Protect yourself and the Census Bureau

by doing the following:

Do not share individual passwords with anyone. If you suspect your

password has been compromised, change mediately.

e Do not set applications to remember y the next time you visit

the application.

e Do use strategies such as s ake a strong password that you

can remember.

password for arf§ unts you might use on Internet Web sites).

Countermeasure: Locking Your Workstation
If you step away from your desk and someone sits down and types a derogatory

message to your boss, you may be held accountable because you are logged-in.

Protect yourself and the Census Bureau by using the password-protected screen

saver and by manually locking your workstation while unattended. Locking your
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workstation and using screen savers helps safeguard sensitive information that
resides on workstations and/or servers and reduces the possibility of unauthorized
users gaining accéss to sensitive information by simply sitting down at a computer
that is unattended. By default, the system screen saver automatically locks your
workstation automatically after 15 minutes of idle time. Locking your workstation
is also required by Census Bureau policy. When you leave your desk, you can
manually lock your workstation to secure it from unauthorized use. This will not

disrupt any work you are performing on your computer.

Please note that you are not authorized to downl creen savers on

Census Bureau computer systems. Please se screen savers already

provided on your workstation.

To lock and unlock your w
1. To 16 kstation, press CTRLA-ALT+DEL (simultaneously).

2. Click Lock Workstation.

1. To unlock your workstation, press CTRL+ALT+DEL

(simultaneously).
2. Enter your password. Your password is your workstation password.
3. Click OK.
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Note: On Linux workstations, use ‘Lock Screen’ on the task bar to lock and unlock
the workstation. Do not press CTR+ALT+DEL simultaneously on Linux

workstations as it may cause the system to reboot.

Census Confidential Information:

When you were hired to work for the Census Bureau, you signed a Sworn
Affidavit of Nondisclosure. This means you acknowledge responsibility for data

stewardship, to protect Census confidential information freza. disclosure. Data

because improper
use or disclosure of census confidential information rsely affect the

Census Bureau’s ability to serve as the leadi; Juality data about the
nation's people and economy. This also ast protect census

confidential information residing o T removable media, and on

us Bureau by following these safeguards:

e Encrypt Census con tial information before transmitting it electronically

via e-mail.
e Never e-mail Title-restricted data under any circumstances.

e Never leave paper copies, magnetic media, or electronic files containing
Census confidential information unattended or unsecured. Keep them

locked-up when not in use.
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e Keep data out of the view of others. For example, cover up the materials,

exit the file, or close the laptop cover.
e Always store electronic files in a secure location.

o Always store your laptop, tapes, and CD's in a secure location. For example,
lock these resources in the trunk of your car, your desk, or file cabinet when

not in use.

e Follow proper procedures for disposing of. ata on magnetic

media, and electronic files.
Risk:
Some say "The only secure comp > thal's unplugged, locked in a safe, and
buried 20 feet under the group; t location.” The purpose of the IT
security program is Bureau computer systems, network, data
communications, extent possible by means of mitigating risks.
Risk analysis gauges bility of a given threat being exploited. Risk
analysis also estimates the impact of losing data and the financial impact (cost) of

restoring lost data.
Risk = Vulnerability x Threat x Impact
Cyber Security Incidents:

A cyber security incident broadly refers to malicious technical activity resulting in:
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e Loss of data confidentiality
e Disruption of data or system integrity

¢ Disruption or denial of availability

Examples include:

e Intrusions (for example, unauthorized modifications or unknown files or

tools, or unusual activity like after-hours log-ins by unauthorized personnel)

¢ Denial of Service (for example, not having em, or not being

able to receive e-mail because someone j p your account by

sending you lots of large files)

e Malicious code (for exampl
What Do You Do If You S

If you are aware rity incident including the loss of personally

identifiable informatid must contact the Decennial Computer Incident
Response Team (Decennial CIRT) immediately by e-mail
(Decennial. CIRT@census.gov) or phone 1 (877) 744-1522. You must report the

actual or suspected loss of Personally Identifiable Information (PII) within one

hour of discovery. A 24-hour, toll-free phone 1 (877) 744-1522 is available.
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Note: PII is any information about an individual maintained by an agency,
including, but not limited to, education, financial transactions, medical history, and
criminal or employment history and information which can be used to distinguish
or trace an individual's identity, such as their name, social security humber, date
and place of birth, mother's maiden name, biometric records, and so forth.,

including any other personal information which is linked or linkable to an

individual. PII is a subset of Title-restricted data.

When reporting any IT security incident, pleasq » e te following information:
¢ Name of individual involve
e Location of incident
e Time of in
e Summary of in
e Identification of lost or disclosed personally identifiable information (PII)
e Scope or extent of loss or disclosure

Note: Don’t send e-mail from a computer that may be infected with malicious

code!

B-39
04/01/09



D-590 Appendix B: Administrative Training
No FEAR Act, PII, Title 13, and IT Security Awareness

Use of U.S. Census Bureau IT Resources:

The use of Census Bureau IT resources such as the Internet and e-mail are tools
provided to accomplish the mission of the Census Bureau. When you log-in, a
Census legal notice displays stating "YOU HAVE ACCESSED A UNITED
STATES GOVERNMENT COMPUTER SYSTEM. USE OF THIS COMPUTER
WITHOUT AUTHORIZATION OR FOR PURPOSES FOR WHICH
AUTHORIZATION HAS NOT BEEN EXTENDED IS A VIOLATION OF
FEDERAL LAW AND CAN BE PUNISHED WITH F
IMPRISONMENT (Public Law 99-474). REPOISU
TO YOUR DIVISION SECURITY OFFICER

resource, users acknowledge that their activ

VIOLATION
g a Census Bureau IT

nitored for compliance

with IT security policies at any time

Limited personal use by em non-duty time is considered an

as the term is used in the Census Policy

yees may use Census Bureau-provided Internet
access and related computer resources for unofficial purposes only if they are on

non-duty time or have received prior approval from your supervisor.

Outside of business hours, employees may use Census Bureau-provided Internet
access and related computer resources for unofficial purposes only if they are on

non-duty time; however, prior approval from your supervisor is not required.
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IT Resources: - Don’ts
Do not use Census Bureau IT resources for the following:

e Commercial purposes or in support of ‘for-profit’ activities or for any other

outside employment or business activity.

 Outside fund-raising activity, endorsing any product or service, participating

in any lobbying activity, or engaging in any prohibited partisan political

activity,

e A staging ground or platform to gain u ccess to other systems.

computer or network not exal citly roved for such processing, storage, or

distribution.

ng, viewing, storing, copying, processing,

aQ

‘Adult’ or sexually-oriented materials or pictures.

» Materials that are illegal, inappropriate, or offensive to fellow employees or
the public or any material that may be construed as harassment or as

defamatory.

e Materials related to gambling, illegal weapons, terrorist activities, and any

other illegal activities.
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IT Resources — Removable Media

In light of the challenge of controlling and accounting for removable media,
removable media may not be used to store PII under any circumstances.

Removable media includes devices such as:
e Optical media (CDs, DVDs)

e Removable media (floppy disks, ZIP drives, hard disks)

e Hard drives (portable drives, external drivé
e Flash drives (USB drives) also known
e Laptops

e Paper printouts

ed according to government standards and
be used for sensitive information only if
authorized by managem r electronic copies, the sensitive data or the
media/device on which the data is stored must be encrypted. Be sure to keep
sensitive data separate, labeled properly, and stored securely. Immediately upon
finishing with the data or the media/device, securely erase, shred, or use burn bags

for secure disposal.
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IT Resources — Laptops

Government owned laptops may be loaned to Census Bureau personnel if
authorized and approved. All Census Bureau personnel handling or using laptop

computers are expected to adhere to the laptop policies that include:
e Do not allow unauthorized individuals to use the laptop.

¢ As much as possible, limit physical access to the laptop.

Store the laptop in a locked container or room w in use to ensure it is

out of sight and

inaccessible to potential thieves.

e Use a nondescript carrying-case to avoid unwanted attention.

e Lock the lapt v use or when unattended.
e Log out or shut down4 ( the end of each work session.
e Do not share passwords with anyone.

e Do not store passwords on the laptop in plain text.

e Scan all incoming and outgoing media for viruses.

¢ Do not maintain any expectations of privacy for data stored on, processed

by, or accessed by the laptop.
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IT Resources — Acceptable E-mail Use

Acceptable e-mail activities conform to the purpose, goals, and mission of the

Census Bureau and to each employee’s job duties and/or responsibilities. Examples

of acceptable use include:
e Job related communications.

o Communications for professional development or to maintain job knowledge

or skills.

e Communications with other agencies in, ngoing projects, subject

duties.

Census Bureau perso ould take into consideration the following when

utilizing the e-mail system (either through workstation software or via remote

access):

e Consider all messages sent over the Census Bureau computer and
communications as Census Bureau property (there should be no expectation
of privacy associated with information sent through Census Bureau

systems).
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® Do not send sensitive data of any kind in the text of e-mail (all data must be

encrypted and sent as an attachment).
e Do not e-mail title-restricted data for the purposes of telework.

o Lock the terminal, log-out of the session, or use a password protected screen

saver when leaving the computer while still in the e-mail system.

e Do not send illegal transmissions (respect copyrightlaws).

N

e Follow established retention (archiving) po

e Consent to monitoring and review act

IT Resources — E-mail Attachmen

Do not open suspic nts. Nearly all viruses propagate from a

familiar address. ¢ might be distributed in amusing or enticing
programs. Always sc ments for viruses. Examples of suspicious e-mail

attachments include attachments with files extensions .scr, .exe, .bat, .com.

To scan a file for viruses:

1. Be sure your virus definitions are up-to-date if you are not using
government-furnished equipment. If you are using government-furnished

equipment, your virus definitions should be updated automatically.

2. Save the file to your hard disk.
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3. Scan the file using Office Scan. To scan a file, right-click the OfficeScan

icon in the System Tray located on the lower right corner of your desktop.

4, Click ‘Office Scan’ Main.

5. Browse to and select the specific file to be scanned.
6. Click the Scan Drives button. Once the scan is complete, click OK.
7. Then, click the Scan Results tab and review the ry

8. If the file is virus clean, open the file.

9. If the file contains a virus, immed

(301) 763-3333.

he Customer Help Center at

If you scan a file and detect
at (301) 763-3333

diately contact the Customer Help Center

Also, contact the Dec ART at 1 (877) 744-1522 to report the security

incidents.

For additional information on viruses and the procedures for preventing, detecting,
and recovering, refer to Virus Central

(http://cww?2.census.gov/it/itso/itso_virus.asp) on the IT Intranet Site.

IT Resources — Auto-Forwarding and Auto-Replies:
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Auto-forwarding allows you to have e-mail sent to a Census Bureau mailbox and
automatically forwarded, via rule, macro, or script, to another account. Auto-
forwarding potentially creates a serious operational risk to confidentiality
obligations. Auto-forwarding to another destination outside the Census Bureau

network is prohibited.

Auto-replies are usually used when staff is out of the office or on vacation to notify

people of their absence. Auto-replies or out-of-office settings are permitted.

IT Resources — Internet Hints and Tips

Be aware that Internet transmissions may be rcepted, and modified.

When using the Internet, protect yoursel s Bureau by taking

from unauthorized disclosure

e Create the presumptig? that a Census Bureau employee is using government

resources for non-government activities on government time.

e Create the incorrect presumption that the user speaks with authority for the

Census Bureau regardless of the presence of any disclaimer.

Visit Census Policy on Employee Use of the Internet
(http://cww2.census.gov/it/itso/docs/Census_Policy on Internet Use.doc) to find

out more about Census Policy on employee use of the Internet.
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IT Resources — Internet Don’ts

Protect yourself and the Census Bureau. Do not use your Internet access to perform

any of the following activities:

.

®

Do not send sensitive information via e-mail unless it is an encrypted

attachment.

¢ Do not post Census Bureau or other DOC in

Census Bureau management.

e Do not access sites with co lata Streams (for example, audio or

video, such as Pointcasts ecifically authorized.

e Do not acce Internet Relay Chat sessions or use Instant
Messenger pre tus SameTime is the only Instant Messenger

program author or use at the Census Bureau.

e Do not obtain software in violation of the appropriate vendor's patent,

copyrights, trade secret, or license agreement.

¢ Do not allow any unauthorized person to access a Census Bureau or DOC-

owned system for the purpose of Internet access.

B-48
04/01/09



D-590 Appendix B: Administrative Training
No FEAR Act, PII, Title 13, and IT Security Awareness

¢ Do not download shareware/freeware software or executable programs

unless authorized by Census Bureau management as part of your normal job

function.

e Do not access sites known for hacker attacks or hacker activity. Hacker sites
are configured to capture information from the browser and put Trojan

Horse programs on browser systems.

IT Resources — Telework:

The Census Bureau is recognized for its Telework p s program allows

people to work away from the office without urnished computer

equipment. If you obtained approval to e protect your work and the

Census Bureau by scanning your w ated anti-virus software.
Employees who carry electronic work and an alternate site (including
any files/disks that are used personal computer) are responsible for

running the virus , efore storing and accessing them from a work

station connected

If you are unsure how to perform any of the above functions, contact the Customer
Help Center at (301) 763-3333 or click Telework Manual (PDF)
(http://cww.hrd.census.gov/hrd/Telework/telework policy.pdf) to access the

official Telework policy.

Teleworkers working from telecenters or who choose to use a home computer or
personal equipment will be allowed dial-up and remote e-mail access via the web,

consistent with existing I'T policy and procedures that include restrictions about e-

B-49
04/01/09



D-590 Appendix B: Administrative Training
) No FEAR Act, PIL, Title 13, and IT Security Awareness

mail usage. Specifically, no Title-restricted data may be transmitted from the office
to a teleworker’s home, telecenter, or unrestricted website or FTP site. Nor may

any Title-restricted data be removed from the office or accessed outside the

firewall.

IT Resources — Protection of Remote/Off-Site Information:

Sensitive information also needs to be protected from remote access or

transfer/storage off-site in an unauthorized manner. In compensate for the

lack of physical security controls when informati emotely, or

transferred or stored off-site, Census must tak ¢ sensitive agency

information is protected. The following is a ns that should be taken to

protect information from being remove rom outside the Census

Bureau.

2. Allow remote access only with two-factor authentication where one of the

factors is provided by a device separate from the computer gaining access;

3. Usea ‘time-out’ function for remote access and mobile devices requiring user

re-authentication after 30 minutes of inactivity.

IT Resources — Wireless Devices:
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Wireless devices are more vulnerable due to their portability. Wireless devices
include Personal Digital Assistants (PDA) and Portable Electronic Devices (PED),
such as Palm Pilots, cellular telephones, interactive television, and laptops. At this
time, the only wireless devices approved for use at the Census Bureau are
Blackberry devices issued by the Telecommunications Office (TCO). When using

wireless devices, protect yourself and the Census Bureau by doing the following;:

* Apply the same safeguards to your wireless device as you do to your

workstation (for example, use strong passwords ated virus

protection).

e Do not connect your personally-own deVices to Census Bureau

networks.

e Disable infrared ports and
IT Resources — B

A backup is a copy 0T a file g7 program that is stored separately from the original.

Backups are the key to reCovering from system failure, loss of data, and attacks.

Protect yourself and the Census Bureau by doing the following:

* Back up important files regularly. If you have an important file that you

have made a lot of changes to since your last backup, then back up again!

e Save files to a network drive, if available. Network drives are backed up

nightly. All mission-critical or business-essential files must be stored
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securely on network drives. Contact the Customer Help Center at (301) 763~

3333 if you do not have a home or personal network drive.

e Store backups in a secure location. If you work with sensitive information,
backups must be encrypted or stored in a secure location (for example,

locked office space or container). Contact the Customer Help Center at (301)

763-3333 if you need assistance.

IT Resources — Peer-To-Peer Technology:

At the current time, commercial Peer-to-Peer (P2P) Instant

Messaging, and file sharing programs are no r use at the Census

Bureau. The risk of compromise to syste sensitive information thru

Information Technology S

P2P technology vare or system that allows individual users of the

Internet to connect (directl rough the Internet) to each other to transfer or
exchange computer files. Department of Commerce Information Technology

Policy and Guidance provides more details about the P2P policy.
IT Resources — Media Sanitization and Disposition:

Before any Census Bureau-owned or managed system containing computer media
is transferred, surplussed, or donated, it will be purged by an acceptable media
sanitization method. It is the responsibility of all Census Bureau users and

contractor employees to be aware of and adhere to our data storage and disposal
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policies as explained in section 3.7.6 and 3.7.7 of the Census Bureau IT Security

Program Policies (PDF)
(http://cww2.census.gov/it/itso/docs/ITSecurityProgramPolicy 2006.pdf).

Contact the Customer Help Center at (301) 763-3333 for assistance with proper
sanitization procedures and for disposal of any computer equipment or media (for
example, floppy disks, hard drives, CD-ROMS, or any other electronic storage

media currently or previously containing sensitive information).

Your Responsibilities:

You are responsible for helping protect the Cef IT systems. To protect

yourself and the Census Bureau, please rg llow these simple security

e Limit physical and log o your PC by locking your desktop and

PC when not in use.

e Avoid storing Census confidential data or any other sensitive data protected
by law on the PC.. |

e Prevent unauthorized software from being installed on your PC.
e Scan all incoming and outgoing diskettes for viruses.

e Label and store diskettes securely when net in use.
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» Prior to reuse, overwrite all magnetic media containing sensitive information
a minimum of three times with a commercial disk utility program (if unable

to overwrite, degauss using a commercial degausser).
e Use a CD Shredder to dispose of magnetic media.

¢ Lock your workstation and use screen savers to protect sensitive information
from being displayed whenever your PC is unattended for short periods of

time.

Accountability and Security Controls:

You are responsible and may be held acc y actions associated with
your User ID. So, please remember
change your password periodically ‘ ck your workstation and use a
password-protected screen ct ourself. The Census Bureau has also
implemented vario i nical security controls to prevent common
IT security proble_as, i Ut not limited to, automatic removal of e-mail

attachments with Viru

Want To Know More About IT Security?

The following resources are available to answer your IT Security questions:

e If you suspect an IT security incident, contact the Decennial Computer

Incident Response Team at 1 (877) 744-1522.
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e Ifyou have questions about computer security policies, contact the IT

Security Office at 301-763-2862.

e For technical support, contact the Customer Help Center at 301-763-3333.

e Begin the Knowledge Check quiz and obtain your completion certificate.

Knowledge Check:

Knowledge Check Questions:

1. Internet and e-mail transmissions may intercepted, and modified.

True or False?

2. Which of the following IT licies protect you and Census Bureau IT

resources from se »ct more than one.

A. Automatic rem mail attachments.
B. Policies about pro asswords over the phone.
C. Automatic removal of suspicious e-mail attachments that might contain viruses.

D. Procedures for reporting software problems.

3. If you think your computer may be infected with malicious code, normal e-mail

use is encouraged. True or False?

4. You receive an e-mail with an attachment from a college friend whom you have

not heard from in a year. After scanning the attachment with OfficeScan, a virus is
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detected. This should be reported to the Decennial CIRT. Select

only one.

A. External threat
B. Vulnerability

C. Countermeasure

5. If you step away from your desk and someone sits down and types a derogatory

message to your boss, you may be held accountable beca ou are logged-in.

True or False?

6. The following are required by laws or reg :t more than one.,

A. Users of government [T systems are

training.

B. Sensitive information mu - d from unauthorized access.

C. Security inciden o the Decennial CIRT at 1 (877) 744-1522.
7. Social engineerif ing to the use of non-technical methods to gain

unauthorized access toa*computer system. True or False?

8. You receive an e-mail with a suspicious attachment from a stranger. What

should you do? Select more than one.

A. Not open the e-mail or the attachment.
B. Report receiving a suspicious e-mail.

C. Pass it on to some one else to open first.
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9. A computer security incident is any event whereby some aspect of computer
security could be threatened: loss of data confidentiality, disruption of data or

system integrity, or disruption or denial of availability. True or False?

10. It is tempting to use the same passwords for multiple systems, and to choose
passwords from words that personally mean something to us. However, easy-to-
guess user passwords have been shown to be one of the easiest ways that hackers

can gain ‘authorized’ access to a system. True or False?

KNOWLEDGE CHECK QUESTIONS AND ANAWE

1. Internet and e-mail transmissions may be ercepted, and modified.

True or False?

True is correct. Computer use may when necessary to assure

compliance to Census Bure True is correct. Computer use may be

monitored when ne

ry te mpliance to Census Bureau IT policies.

2. Which of the fo ecurity policies protect you and Census Bureau IT

resources from securit 1dents? Select more than one.

A. Automatic removal of all e-mail attachments.
B. Policies about providing passwords over the phone.
C. Automatic removal of suspicious e-mail attachments that might contain viruses.

D. Procedures for reporting software problems.
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B, C, and D is correct. IT Security policies about providing passwords, automatic
removal of suspicious e-mail attachments, and procedures for reporting software

problems protect you and Census Bureau IT resources from security incidents.

3. If you think your computer may be infected with malicious code, normal e-mail

use is encouraged. True or False?

False is correct. Do not send e-mail from a computer that may be infected with a

virus!

4. You receive an e-mail with an attachment from whom you have
ith OfficeScan, a virus is

ecennial CIRT at 1 (877)

not heard from in a year. After scanning the
detected. This should be
744-1522. Select only one.

A. External threat
B. Vulnerability

C. Countermeas

A 1s correct. This is an

CIRT at 1 (877) 744-1522.

rnal threat. Report all virus attacks to the Decennial

5. If you step away from your desk and someone sits down and types a derogatory
message to your boss, you may be held accountable because you are logged-in.

True or False?

True is correct. You will likely be held accountable for any actions associated with

your User ID. Lock your workstation and use password protected screen savers.
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6. The following are required by laws or regulations. Select more than one.

A. Users of government IT systems are required to have appropriate security
training.
B. Sensitive information must be protected from unauthorized access.

C. Security incidents must be reported to the Decennial CIRT at 1 (877) 744-1522.

A, B, and C is correct. Users of government IT systems are required to have
security training, confidential information must be protec

must be reported to the Decennial CIRT at 1 (87

nd security incidents

7. Social engineering pertains to the use of n ethods to gain

technology means - such as lj aton, and tricks - used to attack or gain

access to compute

8. You receive an suspicious attachment from a stranger. What

should you do? Select than one.

A. Not open the e-mail or the attachment.
B. Report receiving a suspicious e-mail.

C. Pass it on to some one else to open first,

A and B is correct. E-mails from unknown sources or e-mails with suspicious
attachments should not be opened and should be reported to the Decennial CIRT at
1 (877) 744-1522.
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9. A computer security incident is any event whereby some aspect of computer
security could be threatened: loss of data confidentiality, disruption of data or

system integrity, or disruption or denial of availability. True or False?

True is correct. A computer security incident is any event whereby some aspect of
computer security could be threatened: loss of data confidentiality, disruption of

data or system integrity, or disruption or denial of availability.

10. It is tempting to use the same passwords for multipl s, and to choose

True is correct. Easy-to-guess user en shown to be one of the
easiest ways that hackers can gain " access to a system.

Validation:

Congratulations a ! You have just completed the Census Bureau's IT

Security Awareness T g! Please complete the Certificate of Completion and

give it to your supervisor.

This concludes Module 4 on Information Security Awareness Training. Please turn
to the next page and complete the Information Security Awareness Certification.
Remember to hand all certificates to your supervisor after completion of all four

training modules.
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Certificate of Completion
US Census Bureau's

No FEAR Act Training

Your Name:

completed the

No FEAR Act Tra

~ on
Date:

Prist Nange

Blgnature

Pate

Printed Namse snd T10¢ of Census Bureau Representitive

Signature of Censoy Bureau Representative

B-61
04/01/09



D-590 Appendix B: Administrative Training
No FEAR Act, PII, Title 13, and IT Security Awareness

Personally Identifiable Information (PII) Training

- Certification

I certify that I have been trained on, and fully understand, the policies and

procedures on Personally Identifiable Information.

I will comply with the requirements for notifying the LCO, my supervisor or the
Decennial Computer Incident Response Team (Decennial CIRT) within one hour
of discovering any incident involving the loss, or suspected loss of PII. This

includes any paper copies or electronic media.

Print Name

Signature

Date

Printed Name and Title of Census Bureau Representative

Signature of Census Bureau Representative
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Title 13 Completion Certification

“ (Employee’s full name) has completed the Title 13 training and understands that when working
with Census Confidential data, you must follow specific confidentiality standards as required by
Title 13, U.S.C,, Section 9. (Employee’s name) understands that penalties of up to $250, 000 in
fines and 5 years in prison may be imposed for unauthorized or unlawful disclosure of Title 13
confidential information.” ‘

Employee’s Signature and Date Supervisor’s Signature and Date

(Employee’s Full Name (Print)
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Certificate of Completion
U.S. Census Bureau's
IT Security Awareness Training
for FYO9

Your Name:

Your Division:

2009 FY IT Secuyi eness Training

ntable Transcript
On

Date:
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Appendix C: 2010 Census Reimbursement Policy
for Use of Personal Telephones

September 26, 2008

2010 CENSUS
ADMINISTRATIVE MEMORANDUM SERIES FOR DECENNIAL NO.08-72
FIELD IMPLEMENTATION MEMORANDUM SERIES NO,.08

MEMORANDUM FOR All Regional Directors

From: Brian Monaghan
Chief, Field Divisi

Subject:

Action: policy and procedures immediately,

n implementing a reimbursement policy for
ocal Census Office (LCO) staff use of personal
. Additionally, it provides the Personal Telephone
ent to be signed by LCO employees at the operational
mployees as they are hired.

Regional Censu
telephones for bu
Reimbursement Polic
training sessions and

Policy

Effective immediately, for the 2010 Census, the Census Bureau will reimburse
employees for official census duty business related local and long-distance calls made
from their home, cellular, or a public telephone. Reimbursement will occur where those
calls result in charges, in excess of existing plans, or excess that was caused by Census
related calls. The Census Bureau will not reimburse charges for personal phone calls,
phones or basic telephone service charges.

Additionally, the Census Bureau is establishing a cap for reimbursement of $240/month.
No matter what the calculation for reimbursement equals (see examples below for
calculating reimbursement) the maximum amount an employee can receive for
reimbursement each month is $240.
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Procedure (L.LCO or RCC employees)
Claims for reimbursement must be submitted by the employees, approved by their

respective supervisor and processed in the LCO Administrative area (LCO employees) or
RCC Administrative area (RCC employees) utilizing the following steps:

1. The employee must submit a claim for reimbursement for the telephone charges on
a pay and work record form accompanied by an itemized telephone bill. If the
employee does not usually receive an itemized telephone bill, the employee will
have to contact the telephone carrier to obtain an itemized bill.

a)  For LCO employees using the E-308, Electronic Pay and Work Record,
the total business related telephone charges should be entered on the
E-308 Expense Screen, in the Communications sectj
For LCO employees using the D-308, Dai
business related telephone charges should
Reimbursements, in the Telephone section.

b)  For RCC employees, using the BC-2
the total business related telephone
Reimbursements, under column g

“ance, and Cost Report,
be entered in Item 7,

Additionally, the employee must:

ii. ills do not show up when they are copied or

iii. 0 charges are for a home or public phone, they should

cluded in the reimbursement amount claimed.

iv. large
phone), mployee will only be reimbursed for the minutes of calls
made for official business only. However, an employee is only eligible for
reimbursement if he/she goes over the monthly minutes allocated in their
plan. Since business minutes used within the plan allowance may be the
reason for going over the monthly minutes allocated in the plan, the
employee can use those business minutes in calculating the
reimbursement. To calculate the amount the employee will be reimbursed
for any one month, perform the following steps.

1. Determine the total number of minutes (business and personal) that

the employee was charged over the minutes allocated in the plan.
This is X.
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jo

Determine the total number of business related minutes the
employee used. Include the business minutes used that are within
the monthly allowance of the plan and over the plan. This is Y.
Determine which is the lesser amount between X and Y,
Multiply the lesser amount (X or Y) times the overage rate. For
example, the overage rate may be 40 cents per minute. The
overage rate will be shown on the itemized bill.

For example, an employee pays $39.95 per month for an allowance of 300
minutes in their plan. The cell phone provider also charges .40 per minute
whenever the employee exceeds the 300 minutes in the plan,

Example 1:

Minutes Used This Month
Total Minutes in Plan
Minutes Over Plan
Minutes for all Business
Related Calls (in plan and_ 280 (Y)
Rule: Reimburse thed
example, Over M;
would reimbur

etween X and Y. So, in this
Business Minutes. We
es Times the Over Minute

400
300
100 (X)
es for all Business
Related Calls (in plan and over plan) 80 (Y)

Rule: Reimburse the lesser amount between X and Y. So, in this
example, Business Minutes are less than Over minutes. We would
reimburse the 80 Business Minutes Times the Over Minute Charge
Per Minute.

80 Minutes X .40 = $32 reimbursement.

Example 3:

Minutes Used This Month 14060
Total Minutes in Plan 600
Minutes Over Plan 800 (X)
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Minutes for all Business
Related Calls (in plan and over plan) 680 (Y)

Rule: Reimburse the lesser amount between X and Y. So, in this
example, Business Minutes are less than Over minutes. We would
reimburse the 680 Business Minutes Times the Over Minute
Charge Per Minute,

680 Minutes X .40 = $272 reimbursement. HOWEVER, since the
cap on reimbursement is $240/month, the employee would only

receive $240.
vi, Provide the circled or checked telephone bill to their supervisor for review
and approval.
vii. Next the employee would enter the amount t ill reimburse the

employee into the appropriate section
employees) or BC-27 (RCC employee
bill of the calls made on official bus;

08 (LCO
py of the itemized

mployee) or BC-27 (RCC
mized telephone bill to the

r review and processing.

vand substantiate that the circle
aimed reimbursement.

ny of the circled or checked charges,
before processing the claim.

.2. The supervisor must approve the D-308/
employee) via the signature process apgil

or checked itemized bill docu
4, If the administrative area L
they will contact the e

Sometimes empl{ -

ou-go “prepaid” wireless plans, where an employee
buys a phone an

prepay for air time which equates to a certain amount
of minutes. The most po prepaid plan is administered by Tracfone, although
Verizon, Sprint and t carriers offer prepaid plans as well. When the prepaid

" minutes are used up, the phone ceases to work. In the case of prepaid plans, the employee
must follow all of the reimbursement procedures identified above (itemized bill,
checking/circling business related calls, adding up all official business call minutes,
supervisory approval...). The Census Bureau will reimburse employees with prepaid
plans for the Minutes of all Business Related Calls TIMES the Cost Per Minute. Under
no circumstances does the Census Bureau pay for the phone or service. Reimbursement
for pre paid wireless plans is also capped at $240/month.

For example, an.employee pays $99.99 for 400 minutes. This averages 25 cents per

minute, ($99.99/400).
Example 1

Minutes for all Business
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Related Calls for this Month 280

We would reimburse the 280 Business Minutes Times the Cost Per Minute.
280 Minutes X .25 = $70 reimbursement,

Personal Telephone Reimbursement Policy
For LCO employees, during the operational training sessions, employees will learn about
the Census Bureau’s Personal Telephone Reimbursement Policy. The employee will sign

Form D-1129, Personal Telephone Reimbursement Policy Agreement For 2010 Census
Staff (Attachment 1).

For RCC employees, when the employee is hired, the employee will learn about the
Census Bureau’s Personal Telephone Reimbursement Policy. The employee will sign
Form D-1129, Personal Telephone Reimbursement Policy Agregment For 2010 Census
Staff (Attachment 1),

28

The employee’s signature on the form acknowledges hisk ing of the Census
Bureau Personal Telephone Reimbursement Policy

References

The Telephone Reimbursement Policy a
Handbooks as well as the D-520, RC
Office Manual. 4

be referenced in the Employee
ual and D-501, Local Census

If you have any further quest > atact your local census office administrative
area. .

Attachment
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PEASONAL TELEPHONE REIMBURSEMENT POLICY
AGREEMENT FOR 2010 CENSUS STAFE

Attachment

2040 Cansus

\. o
e NOTICE D

Please read this stadement and the ouve-page attachenent carefully and

discuss any questions you iy have with a member of the management stalf

oy deslgnes of the Uensus Burenwy betore slguing 1€ and seknowledat
\_ understanding of the policy.
e

As stated In your Densus BEmployes Handbook, Chapter 4,

Expaises '

Thiy Consis Bursas will reimiiurss yuu R olicial cens

oalls s frsms your ome, oeliular, or & pubiic teleph

it was cansed by Censiigniated calls. The Densus Bu
\% Sl j
& STATEME NG )

T undorstand that | gary clalm el
calls made from my personal phe
related telphotie calls mardg
teimburse restor chakyesg
not pay tor the basie. s
Additionally, the Genm,
Usge-of

ial Cansts business related telophone
andari-or basio sevice or business

N The Census Bureau will not

my basic sarvios pan, The Gensus Bursat will
chamges that | make (o my bagle seivice plan,
ished a CAP for reitnfnirsement of S240m0nth.
ass telated calls is voltntary.

iy elephione bl that verifias the total of eimbiursable
o34 8

| have regd; rstand, and agree 1o the provedires regeeding spproval fortelephons
relmburgernent. | understand that failure to follow the policy and procedures wil resalt in my
refnbursernant olalm not being processed or paid, Falsification of charges-is grounds for
rareoval.

Signaturg of ooy V ity

|

Pl s ol argioyee « Ploaspand,

o

USCENSUSBUREAU
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1. When practiced, yse your personal land line for making business related calls. This will
duse. the ramber of minutes used against your sell phong plan;

2

H

Whah hevirig to.use your cell phone, use during evenings avid wookends when plans
provide: frpe minules i s adiantagoous to . you s the Catsus Bureai, The same
apafies toowithin pdary calle:{e.g:, Vertzon (o Velizon, or SpHnt 16 Sprint),

For the LOO Feld stafl, coll phone use should be limilad 16 selting up or confieming. the
dally mestings. Long conversations should 'be saved forwhen the partiss meet in
pason,

o

4
8

The Consus Bureay doos ot pay for reaming ohiarpes,

The Gensus Bureay dods net pay for this phone, servive plan, eny adiditional devices
(B4, car chargera-or the fke) or additionsd services ke text rressaging, ploiues; tng
lones, soraarn savers, web acogss, Soll transfers, or the like,

Under o dlroumstances should you use yout cgll phorie when diving accar without a
hands-free-device i place ad operalivnal. Without s hands-free device, you should find
awafe placeto park thon tuske your call. You should nover text white diiy

&

L

&

7. H the-charges celmed are for ol photie bsage (Versts fome or p
arfiploye wilk only be rabmbursad tortheminules of o
However, sncerployes s only eigite for teimburseme
monthly ivdnttes allossted nthelr plan. Slivos business
allowance may be the feason for going over he monthly mi
the emplayes osh use those business minites in caloulating it

To salculate the amount the employes will be relm

the-following. staps.

& Detarming tha wlad nimber of teinutes (bust
was chatged aver the minttes allccated in the

b, Determing the total number of bus!
the business-miinutes: used that are
over the: plan, This® Y,

. Dedermine which 2 he logs

d, Nultiply the lesssr amou
Gvaraie rale may be40 o
ftamized bl

mp[oyea uged, nciids
wiarioe of theplan dod

&8, Thele & specilic ralmbursemant of business related calls et
are It excass of ; hay Teduiire (amaong athier things):

this month 1 Tolal Minttes sdlocated Inthe Plas o
Raintad Calls

apropriate arsaaof e siiited antl appinved Work Redod or
copy of the temized. Bill attached

L

procudurss:for reimbureing employees for businsss related walle made
on.a pra-paid witsless plan,

10, This Cereus Bureauhag the dghtto limit e miontily amount of telmbursement: (capped
at 8240} for business rélated onlls, based on funding imtations.

Page
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Exercise 1: Review of Training Day 1

Fill in the blank space with the correct answer, This exercise is designed to give
you practice using the D-547, NRFU Enumerator Manual; the D-547.1, NRFU
Enumerator Quick Reference Guide; and, the D-590, Census Employee Handbook
For Enumerators, Recruiting Assistants, and Crew Leader Assistants. On the line
provided, write in the source and corresponding page(s) where you find the
answer,

Example:
NRFU is the operation in which the enumerator conducts a followup

interview because a census questionnaire was not received by the Census Bureau.
NRFU stands for Nonresponse Followup.

Source and corresponding page? Manual Appendix, page A-2

e Census Bureau
[ each address on
Census Day, and to complete the census questite f these addresses.

1. 1ocate and visit the addresses from

Source and corresponding page(s)?

2. The is the form y
worked and the number of miles y
paid.

rt the number of hours you
previous day in order to be

nfidentiality of census information for 72
ishes penalties for disclosing this information,

Source and ¢ page(s)?

4. A knowledge ; ousehold member ffom whom you many obtain an

interview is called a

Source and corresponding page(s)?

5. PIl is an abbreviation for confidential information that can be linked
to the respondent. PII stands for

Source and corresponding page(s)?

6. is April 1,2010. This date is the reference date to
determine census data collection for NRFU,

Source and corresponding page(s)?

7. A trains and supervises enumerators.

Source and corresponding page(s)?

8. are places where people live. These can include houses,
mobile homes, trailers, or a group of rooms that are separate living quarters,

Source and corresponding page(s)?
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Census Block Locator Map

5 IR TR TR

2010 Census NRFU and FV: Locator Map
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Census Block Map
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Map Legend

2010 CENSUS
Assignment Area and Block Map Legend

SYMBOL DESCRIPTION
County or County Equivalent
Incorporated Place
Colloction Block!

Tnierslate and U8, Highway
State Highway or County Road
City Street or Losal Road
AWD Tralf or Private Road
Watkway, Stairway or Path
Femry

Railroad

Pipeline, Power line, or Lift
Perstnial Stream
Intornittont Stream

Fence Line or Ridge Line

Nonvisible Boundary or Feature

Not Bisewhere Classifted
Map Spot2
Lake, River, or other water

Mifitary

i+

Whate internationdd, state, andlor county boundarics coinoida, the map shows the boundary syinbol for only the highest-ranking

of these boundaries,

1. An asterisk fotlowing 4 block number indicates that the Block nunber is repeated elsewhors in the block or the block is shown

partintly on the adjacent map sheet.

2. Anumber in parentheses following a map spot indicates the number of wiits at & multiple anit living quarters,

F TRAINING
{LLUSTRATION

ey

SYMBO! NAME STYLE
A EENE LR -N-] ERIE
W00 000000 Rome
SO SR W) 13265*
L e R%2
OO UV — CasheiRd
R R vk P Vo

Plessart Lake

Fort Baivoir

Yosemite NP
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ek Gonts ovrian
To¥ Geats feik

17



D-347.2 (NRFU)

NRFU Enumerator Workbook

Exercise 2;: Using Census Maps and the D-103.1, Address List

Question

Answer

. What is the purpose of the

census block map?

What is a map spot? What
does it mean if there is a
number in parenthesis next to
a map spot number?

. Look at the D-103.1, Address

List, on pages 11 - 13. What
map spot numbers are in your
NRFU assignment?

. Look at the D-103.1, Address

List, on page 11. How many
NRFU addresses are loc
at Fairview Drive?

columns do you complete on
the D-103.1, Address List?

. What are the three codes that

you enter on the D-103.1,
Address List, in Column 2,
‘Status,” and what does each
code mean?

18
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Address Labels for Practice Interviéw Cases
AA:

LT (st

1) | censusm: 32-10100 1457292 87

LCO STATE COUNTY TRACT BLOCK MAPSPOT

3520 54 101 010300 19998 00004
3011 FAIRVIEW DR
CENTERVILLE, TX 12345

AA:

IR~

CENSUSID:  32-10100 1457 322 01

LCO STATE COUNTY TRACT BLOC

2)

3520 54 101 010300 19998

2828 HORSE CREEK RD APT. 2
CENTERVILLE, TX 12345

IS

3) CENSUS ID:

. 32-1001
457 632 15

LCO BLOCK MAPSPOT

3520 010300 19998 00006
74 MOOSE
CENTERVI 12345
1 AA:
, [ , 32-1001

4) CENSUSID: 32-10100 1457 672 38
LCO STATE COUNTY TRACT BLOCK MAPSPOT
3520 54 101 010300 15998 00008

12 PINEWOOD TR
CENTERVILLE, TX 12345

19
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Address Labels for Practice Interview Cases (continued)
AA:

IR~

CENSUSID: 32-10100 1457 682 68

5)

LCO STATE COUNTY TRACT BLOCK MAPSPOT

3520 54 101 010300 19998 00009
424 PONY CREEK RD
CENTERVILLE, TX 12345

AA:

I st

6) CENSUSID:  32-10100 145791384

LCO STATE COUNTY TRACT BLOCK
3520 54 101 010300 19998

214 STARLINE DR
CENTERVILLE, TX 12345

I

7 ) CENSUS ID:

3

BLOCK MAPSPOT

19998 00011

20
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. NRFU Training Final Review Exercise

Read the questions below. There are four possible answers for each question. Choose one
correct answer from the four possible answers and circle the letter for that answer on the
answer sheet. This is an open-book exercise. If unsure of the answer, use your training
materials, especially the D-547, NRFU Enumerator Manual.

1. If you make a personal visit to a household and no one is home, where will you
record the date and time of your attempt?

a. Inthe ‘Notes’ section of the D-1(E), Enumerator Questionnaire.

b. Inthe ‘Record of Contact’ section of the D-1(E), Enumerator Questionnaire.
¢. Inthe ‘Status’ and ‘Date’ sections of the D-103.1, Address List.

d. Inthe ‘Statement’ section of the D-225, INFO-COMM.

2. When will you use a D-1(E), Enumerator Questionnaire, that does not have an
address label on it? ’

a. When you run out of labeled EQs.-

b. When adding a housing unit that is not o

¢. When completing an interview at a housing
household members.

d. None of the above.

3. On your initial visit to a NRFU addresg’y no one is home, but the house

b. Leave Form D-26

&/, and complete the ‘Record of Visit’ section
of your EQ

4, If the respondent is unsure who to report as a household member, what resources do
you have to help the respondent determine whom to include?

The general residence rule from Question S5 on the EQ.
b. List A onthe D-1(F), “‘WHO TO COUNT ON APRIL 1%/’

c. Appendix D: Household Residency Rules in the D-547, NRFU Enumerator
Manual.

d. All of the above.

5, PII data are:

a. Personally Identifiable Information — information that could be used to
specifically identify an individual.

b. Partial Information Interview — data from an incomplete interview.
Proxy Involved Interview — data from an interview conducted with a proxy.

d. None of the above.
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6.

NRFU Training Final Review Exercise (continued)

Why is giving the D-1(F), Information Sheet, to all NRFU respondents required by law?
a. DBecause it contains lists of acceptable answers to questions on the EQ.
b. Because it encourages respondents’ participation in the 2010 Census.

c. Because it contains the ‘Confidentiality Notice® that you are required by law to
provide to all respondents and it explains to them why they must provide the
requested information.

d. Because it tells the respondents you visited them when they were not at home,

The basic household residency rule says to count people where:
a. They are registered to vote and are legal residents.
b. They want to be counted.
¢. They sometimes stay.

d. They live and sleep most of the time.

The front page of the EQ asks “Are there any continuatio
What do you mark in this section for a housing unit with g

Mark ‘Yes,” then enter ‘01’ for the ‘Numb
Mark ‘No,” then enter ‘00” for the ‘Numb
Mark ‘Yes, then enter ‘02’ for the

d. Do not make an entry for this qug

ms for this address?”

&o®

e

For Question 4 of the EQ, a respondent does not know the exact day that his roommate
was born. What do you do?

Print ‘DK’ in the ‘Day’ answer field.

b. Leave the ‘Day’ answer field blank and print ‘DK in the white space below
Question 4 at the bottom of the EQ.

c. Leave the ‘Day’ answer field blank and print ‘DK’ in the blue space next to the
answer field.

d. Leave the Day answer field blank and explain in the ‘Notes’ section of the EQ.

For Question 6 of the EQ, how many races can you accept for each person?
a. One.
b, Three.
Twelve.
d. Unlimited.
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13,

15.

16.

NRFU Training Final Review Exercise (continued)

For Question 6 of the EQ, what do you do when a respondent answers with a race that is
not on the EQ?

a. Place an ‘X’ in the ‘Some other race’ box and print the response in the bottom
row of boxes.

b, Place an ‘X’ in the ‘Some other race’ box and print the response in the ‘Notes’
field on the EQ.

Place an ‘X’ in the ‘Some other race’ box only.

d. Mark the race (or races) you think is correct.

For Question 6 of the EQ, what do you do when a respondent states that his or her race is
‘Hispanic?’

a.. Mark a box based on your observation of the respondent’s race.
b. Leave the question blank.
Show the respondent List D again and repeat Question 6.

d. Insist that the respondent must give you a race that is not a Hispanic origin.

For Question 7 of the EQ, when asking the respo if} member sometimes
lives or stays elsewhere, do you read the answer ch ndent?

Yes, read them for Person 1, and re
needed,

for the other roster members if

No, it’s unnecessary to read

d. Don’t ask Question 7 if
respondent gave you

nt answers ‘Yes’ to the ‘Babies’ category and

re would you print the name ‘Mary Jones’ on the EQ?
ow under Question 1 on the inside of the EQ.

< name boxes below Question H1.
In both Question 1 and Question H1 name boxes.

d. Only in the ‘Notes’ section.

While asking Question 7 on the EQ, the respondent mentions that she and her husband
have a vacation home they visit one weekend each month. She also says that her husband
is in the Navy Reserves and is in Inactive Duty Training at the naval base two days each
month, What answer best describes how you would mark the EQ for Question 7?

a. Mark ‘At a seasonal or second residence’ for both the husband and wife, and also
mark ‘In the military’ for the husband only.

b. Mark ‘At a seasonal or second residence’ for both the husband and the wife.
Mark ‘For another reason’ for the husband only.
d. Mark ‘No’ for both.
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NRFU Training Final Review Exercise (continued)

17. For a vacant NRFU house where there’s a ‘For Sale’ sign in the yard, how do you select
an answer for ftem B?

a. Select ‘For Sale Only’ without asking, since there’s a ‘For Sale’ sign in the yard.

b. Ask the question as worded, read all the answer categories to the respondent, and
mark the answer the respondent gives you.

c. Ask the respondent ‘Was the house for sale on April 1,2010?" Do not read the
other answer choices. :

d. Ask the respondent the current status of the house.

18.  You are considering whether to add a basement apartment that is not on the D-103.1,
Address List. Which of the choices below would be a reason to add the basement
apartment?

The apartment appears to be a separate housing unit.

b. The occupant lives separately from the occupants of the main house, but he does
not have direct access to his apartment.

¢. The occupant lives separately from the occupants of the main house and has direct
access to his apartment,

d. Al of the above,

19. To be considered a housing unit, an unoccupi

a. Direct access and availability.
b. Separateness and livability.
c. Not open to the elements idential occupancy, and direct access,

d. Availability and livabili

20. If on Census I was demolished, what answers would you select for

Summary’?
a. ‘Vaca Item A and ‘00’ for Item C.

b. ‘Demolish

¢. ‘Demolished/burned out/cannot locate’ for Item A and ‘00’ for Item C.
d. “Nonresidential’ for Item A and ‘98’ for ltem C.

d out/cannot locate’ for ltem A and ‘98’ for Item C.

21.  How should you end the interview if the respondent refuses to be interviewed right after
you introduce yourself?

Inform the respondent that you will not leave until the interview is conducted.

b. Inform the respondent that you will ask her neighbors to provide information
about her household.

¢. Enter the month, day, time, and ‘RE’ for Refusal for the outcome of the interview
attempt in the ‘Record of Contact’ section of the EQ; and discuss this case with
your Crew Leader at the daily meeting.

d. Tell the respondent the 2010 Census is mandated by law, and she must cooperate
with you or go to jail.
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22.

23,

24,

25.

26.

27.

NRFU Training Final Review Exercise (continued)

What should you do if none of the household members at a NRFU address speak English
and you don’t recognize their language?

a. Give the household a D-26, Notice of Visit.

b. Document the situation on Form ID-225, INFO-COMM, and submit it to your
Crew Leader during your next meeting,”

¢. Locate an English-speaking proxy to complete an EQ for the household.

d. Use the D-3309, Language Identification Flashcard, so the respondent can
identify the language spoken in the household.

The first attempt to contact a NRFU address must be made in person, and the maximum
number of personal visits per address is

a. 3
b, 4
c. 5
d 6

What two-digit code do you print in Item C for
mobile home spot on April 1, 20107

a. 49
b, 99
c. 98
d. 00
A NRFU respondent must years old.
a. 10
b, 15
c. 16
d. 18

Who could you use as a proxy respondent for a vacant housing unit, assuming the person
has knowledge of its Census Day status?

a. Neighbor.
b. Real estate agent.
¢. Landlord.

d. All of the above.

If you make a personal visit to a NRFU address and the respondent hands you a
completed questionnaire in the return envelope, what do you do?

a. Accept the questionnaire as complete and thank the respondent,
b. Explain to the respondent that you need to interview him now.

c. Complete a D-225, INFO-COMM, to attach to the questionnaire the respondent
gave to you.

d. All of the above.
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NRFU Training Final Review Exercise (continued)

28, Which of the following reasons is not a valid reason for deleting an address?
a. The address was ndm'esidential on Census Day.
b. The address is a duplicate of another address.
c. The address is a Group Quarters.
d. The address burned down on March 20, 2010 and has not been rebuilt.

29.  Which statement best describes the Census Bureau’s overtime policy?

a. An enumerator may not work more than 40 hours a week without prior written
approval-from the Local Census Office,

b. An enumerator may work overtime if he or she thinks it’s necessary.
¢. Overtime hours are not entered on the D-308. A written explanation is sufficient.

d. When completing the D-308, it’s acceptable to carry over hours into the next day
of work if your Crew Leader approves.

30. I, on your initial visit to a NRFU address, the housing unit
should:

a. Make two more personal visits to the add
knowledgeable respondent.

ars to be vacant, you

finda

b. Compilete the EQ as vacant because yoy the housing unit is obviously
vacant.

¢ Try to find a neighbor or other |
status,

d. Leave a D-26, Notice o i mailbox, but call the utility company to see if
the electricity is on d
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Name: CLD:

Directions: Tear out this page very carefully. Circle the best answer below from the
Final Review Exercise.

ANSWER SHEET

1. abed ‘ 11, a bed 21, a bcd

2. abed 2. a bed 22, abecd

3. abecd 23. abed
4. abed 24, abed
5. abed 25, abed
6. abeced 26 abeced
7. abeced 27, abed
8. abcd 280 abed
9. abed 19. abvcd 29. abed
10, a bed 200 abed 30, abed
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Chapter 1: Introduction to Nonresponse Followup

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

Overview

U.S. Census Bureau
Mission Statement

The Decennial Census

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

The Census Bureau serves,as th
about the nation’s people g
protect confidentiality, share
our work openly. We :

and capable workfor

wurce of quality data
honor privacy,
7globally, and conduct
is mission by our strong

to innovate, and our abiding

pulation be taken every ten years, and it is,
ithe ‘Decennial Census.” This mandate is

'ode. In addition to the population count, the
collect other information, such as demographic and

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

1-1
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Other Census Bureau
Operations

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

From determining how many seats each state shall have in the
U.S. House of Representatives to providing the data used by
communities, businesses, and Americans everywhere, the

decennial census is the cornerstone of our knowledge about
our country.

In addition to the decennial census, the Census Bureau conducts
surveys on behalf of various feder and local government
agencies on topics such asgnemp come, crime, health,
and housing. Within the ( e are called
‘demographic surveys’ and th i conducted since 1902,
Because these ongoing place throughout the duration
of the 2010 Census, ask you about other census
representatives contac

1-2
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Topic 2: Ndnresponse Followup (NRFU)

Overview

Mailback
Questionnaires

Questionnaires Not
Mailed Back

What is ‘Census Day?’

NRFU Enumerator’s
Job

This topic explains how households receive their 2010 Census

questionnaires and why the Census Bureau conducts Nonresponse
Followup (NRFU).

The United States Postal Service (USPS) delivered census
questionnaires to most addresses. In addition, in some areas,

census questionnaires were delivered to housing units by census
workers.

A letter of explanation wa
This letter asked the occupantg
questionnaire and mail j
paid return envelope
questionnaire.

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

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

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

1-3
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Understanding the definition of a housing unit (HU) is an
important NRFU enumerator responsibility because we must
determine whether the address was an HU on Census Day, and, if
so, whether it was occupied or vacant on April 1, 2010. If the
address was not an HU on Census Day, we find out why, and
conduct an interview with a person who is knowledgeable about
the reason the address was not an HU on April 1, 2010.

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

Definition e Have direct access to their living quarters from the

outside of the building or through a common hall, and

e Live separately from other
Both of these conditions must be
classified as an HU. An is d
apartment, mobile home, tr
with direct access that i
if vacant, is intended

nts in the building.

iving quarters to be
ouse, townhouse,

Occupied Address to be a housing unit that was

U enumerator conducts an

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

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

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

1-4
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Not a Housing Unit on
Census Day

Empty Mobile Home
Site

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

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

s If the site is within a mo
must confirm that
on Census Day. In thy
the Census Day st
home/trailer

ark, the enumerator
iler was on the site
enumerator marks
unit as ‘Empty mobile

obile home park, such as beside
erator marks the unit’s Census
ed/burned out/cannot locate,’
with a"proxy who is knowledgeable about

1-5
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Topic 3: Your Responsibilities as a NRFU Enumerator

What does a NRFU
Enumerator do?

Census Day Status

Typical day

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

Information collected for an occupied address on Census Day
consists of the population count an graphic information of
the people who lived or stayed t time. If the address

NRFU case in his o
occupied, vacan

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

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

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

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

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

1-6
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Performance
Standards

Data Falsification

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

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

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

e Meeting daily with your Crew Leader (CL) or Crew
Leader Assistant (CLA) to report your progress, turn in

your completed work, and turn in your D-308, Daily Pay
and Work Record, for the previous day.

In order to collect the most accura,

ossible on schedule, the
} ss standards for all of
its employees. Your CL mO@itors: wg Kk and conducts on-

the-job training when ne
performance and progr

Performance s
for NRFU

d on the quality of your work and,
“cally include:

ining the correct Census Day status of the
n your assignment.

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

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

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

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

1-7
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General Courtésies
While Conducting
NRFU

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

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

Be courteous and polite with respondents.
Use appropriate language.

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

Do not park in reserved parking spaces.

Do not knock on doors a
hours.

in the early morning

Dress appropriately for hich you are working.

| stdke while Conducting
g to a respondent,
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NRFU Staff

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

Topic 4: Who’s Who in NRFU

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

The NRFU enumerator is the four
comprise the NRFU staff, This #
enumerator is critical to th

staff report to Local Census
census offices in key
1-10 is the organiza

of the many people who
your job as a NRFU
2010 Census. NRFU
Us), which are temporary
tions. Figure 1-1 on page
NRFU staff within the LCO.
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Figure 1-1: Organization Chart of the Local Census Office NRFU Staff

Local Census Office
{LCO)

Local Census Office
Manager
{LCOW)

Assistant Manager for Fisld |
Operations
{AMFO)

ity Assurance
(AMOA)

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

Craw Leader (CL)
NRFU

LCO Clerk
NRFU RI

Crew Leader (CL)
NRFU RI

—

Crew Leader Assistant

En@fgmr (CLA) Enumerator Crew Le{ag::; ;\smstam
NRFU NRFU R
NRFU RI
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Local Census Office
(LCO)

Field Operations
Supervisor (FOS)

Crew Leader (CL)

- and provide support to them. So

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

by LCO staff are recruiting
payrolls, and managing th
operations.

d

(FOS) is responsible for

_ities in his or her assigned Field
icWWFOSD). There are several Crew
s) in each FOSD. The FOS reports to the
Field Operations (AMFO).

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

e Training CLAs and enumerators,

e Making assignments and reassignments for CLAs and -
enumerators.

¢ Conducting initial observations of enumerators.

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

- e Monitoring performance and progress of CLAs and
enumerators.

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

e Providing feedback to enumerators and CLAs.

1-11
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Crew ‘Leader Assistant
(CLA)

Enumerator

¢ Reviewing and certifying payrolls for CLAs and
enumerators. ‘ '

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

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

The enumerator is the pe
public, and, therefore, is
Bureau to the public. The en
summary of your job d

t contact with the
‘face’ of the Census
orts to the CL. A brief
in Topic 3 of this chapter.
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Chapter 2: Payroll

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

Overview This topic provides instructions for filling out the D-308, Dazly
Pay and Work Record.

Note: Additional information about the D-308 is contained in
Chapter 3 of the D-590, Er e Handbook for
Enumerators, Recruiting o and Crew Leader
Assistants.

General Instructions Complete a D-308,

: d Work Record, for each day you
work, and follow the

delines below.

all your entries are accurate, legible, and

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

Keep the ‘Employee Copy’ for your records.

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

Pay and Work Record, which has been reviewed and certified by
the Crew Leader.
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Table 2-1: Completing the D-308, Daily Pay and Work Record

Employee ID

Enter your Applicant ID.

PART A =~ EMPLOYEE INFORNATION

v Name

Enter your-name.

1. Date worked, day worked, Reclaim

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

[\e]

. Task code.and Operation name

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

. Office Code and Office name -

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

. ‘Points of travel

. Hours worked

2. Times of day worked

| Entér the places to

| last travel seg‘m 8

h day. When driving

ion | & A for ‘in and

nty orl & A AA 1036
arts from your home and your
your home.

within a city or coun
around.’ For example,
Your first travel se

PAY INFORMATION

ng, enter hours on the ‘Training’ line.
actual work, enter hours on the ‘Regular’
es the field work you complete during the training

daily hours of work (whole or partial hours) using the
system. Do not include lunch periods or personal
15 minutes = .25; 30 minutes = .50; 45 minutes = .75 1
1.00. For example, 5.75 represents 5 % hours.

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

individual times of day worked match the total number of hours
worked.

3. Have you claimed ALL hours worked?

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

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

" ,4. Reimbursements

| Record the number of miles you drove as well as telephone and

Enter your daily expenses incurred while on official business.

other expenses, if applicable. Official miles include miles from and

-to your home for training or while you are doing work. Other
expenses include, but are not limited to, toll fees and public
transportation fares.
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Table 2-1: Completing the D-308, Daily Pay and Work Record (continued)

ITEM:

Cases Comple{ed

PART C ~ CERTIFICATION

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

Employee’s Certification

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

Supervisor's Certification

Do not make entries in this item. Your Crew Leader signs here.

2-3
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Figure 2-1: D-308, Daily Pay and Work Record
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Overview

Your Appointment

Pay Periods and Pay

Day

Overtime Policy

Topic 2: Payroll Key Concepts

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

Assistants, and Crew Leader Assistants.

You are appointed to a ti ary appointment with

a Not-to-Exceed (NTE) da

hat you will work for the entire
t. However, if work and funds
sforming according to Census

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

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

Types of Hours

" You are not allowed to m

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

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

hours. This means

that you must not work, foi s in one week and

record only 40 hours on your
then record the remain
subsequent work weg

e worked less than 40
urs and is grounds for

termination of the Census Bureau finds thata
supervisor ucted an employee to manipulate
hours, t [ ent is also subject to termination.

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

rd, lists five types of hours that can be claimed: ‘Regular,’
aining,” ‘Night Differential,” ‘Overtime,” and ‘Night
ifferential Overtime.” Most of your hours are recorded as
‘Regular’ hours when you are enumerating in the field.

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

Also, during training, you may be instructed to work overtime. If
so, your instructor tells you that you have advance written
permission to work overtime and assists you in completing your
payroll form. You are not allowed to work ‘Night Differential’
and ‘Night Differential Overtime’ hours.
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Note: See Table 3-3, Job Activities and Authorized Hours, in
Chapter 3, Topic 3, in the D-590, Census Employee Handbook for
Enumerators, Recruiting Assistants; and Crew Leader Assistants,
for detailed information on types of hours. |
Reimbursable Although the Census Bureau provides you with the materials you
Expenses need to perform your job as an enumerator, you may incur

‘reimbursable expenses’ while you are on official census
business. Reimbursable expenses include:

e All the miles you travel in your privately owned, rented,
or borrowed vehicle.
e Local bus, trolley car, ferryg yway fares.

e Road, bridge, an
your payroll forms

s Parking fees if f3 t available (receipts must

ms if over $5.00).

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

m for meals and lodging expenses when overnight
| is authorized.

Payments to interpreters hired to translate interviews with
households.

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

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

Topic 1: Plan Your Day’s Work

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

Basic Steps to Plan Begin your day by usin

sing basic steps to prepare for
Your Day’s Work work before you leay,

ave a labeled D-1(E), Enumerator

e, or EQ, for each NRFU address that you plan

ay in your AA binder and that you have sorted

he order in which you plan to contact the addresses.

our census shoulder bag with the materials you need to

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

Make sure you have the materials you need for today.

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

erasers.

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

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

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

e Smile and be confident. You are ready to work!

3-1
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Topic 2: Assemble the Necessary Materials

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

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

Carry to the Door Emergency Contact Information C, ached), and carrying
your AA binder, which contains 1, Address List,
census block maps, and lat ed to pack the
following materials in your c&

door:
The Asterisk (*) Means e D-547.1, NR Quick Reference Guide
You Need to Carry
Sufficient Multiple o D-1(F), Infiym
Quantities Each Day o D-1(FS), ; nition Sheet*

), Enumerator Questionnaires (blank)*

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

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

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

What About Public
Transportation and
Materials?

-Getting Additional
Materials

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

o BC-1199, Official Business Sign/Employee

o D-308, Daily Pay and Work Record

o D-547 NRFU Enumerator Manual

e D-590, Census Employee Handbook

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

All materials are importa
Clearly, you do not need

avier than others,
ial Business

your AA. Pack your
use most. Your D-54 erator Manual, contains all
in order to do your job well.
all times. The D-547.1, NRFU

uide, summarizes the most

> AA binders), the D-547.1 may be used in lieu of
only when absolutely necessary.

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

Overview

Contents of the AA
Binder

Confidential
Information

Topic 1: Overview of the AA Binder

The Assignment Area (AA) binder is a legal size (8 4” X 147),
three ring, black notebook. Its main purpose is to provide you
with a list of the addresses in your Nonresponse Followup
(NRFU) assignment, and the materials and census block maps
you need in order to locate the correct addresses in your NRFU
assignment.

The contents are placed in y
e D-101A, Special

n the following order:

surance Review Page

dpe — Contains census block maps, census block
ps, and a map legend

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

ote: Envelope(s) containing labeled D-1(E), Enumerator

Questionnaires, or EQs, are placed in the binder, but are not

considered part of the binder contents.

Because the AA binder contains names and addresses that can

* identify individuals, as well as maps that pinpoint where their

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

Writing Surface

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

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

In addition to helping you locate the correct addresses in your

NRFU assignment, the AA binder serves another purpose. As

you stand and interview respondents, you use the AA binder as
the writing surface for the EQs yo ompleting.
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07/10/2009



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

Topic 2: Using the Pages within the AA Binder

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

D-101A, Special Notice The D-101A, Special Notice Page, is the first page you see when

Page you open your AA binder. It contains a statement of

confidentiality in bold letters that should remind you to safeguard
the binder. It also instructs you to make all entries clear and

readable.
D-103, Cover The D-103, Cover Page/Q vice Review Page, is a
Page/Quality Assurance two-sided page. The fi ns the Cover Page. The
Review Page reverse side contain ssurance Review Page.

Cover Page int¥two formally numbered sections

section at the bottom of the page.

?

I

apnical information about the AA, including the AA
1, State code, County code, and so forth in this

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

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

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

D-114, Block Listing

D-103.1, Address List

-the CL is certifying t

The Quality Assurance Review Page consists of four sections.

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

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

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

Certification Specifications, has
statement is for the enumetator tof
first statement, you are ¢ i
in the AA binder according t
is for the CL to read and

atements. The first

ign. By signing the
mpleted all the pages
The second statement
gning the second statement
ewed the binder to ensure
sfactorily, according to

that you completed y
instructions. '

ing, provides a listing of the block numbers
The block numbers are listed in ascending (low
order. An AA may consist of one block or

s. Use the D-114 to make sure your AA binder
nsus block locator maps and census block maps for all
locks that comprise your AA.

Not all blocks contain living quarters, so you may have

“blocks listed on the D-114, Block Listing, that have no addresses.

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

The Header Information

Column (1), Line No.

Column (2), S

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

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

Every line on the D-
includes lines

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

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

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

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

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

Column (3), Date If the Status column is blank, then the Date column is blank. As
described above in the ‘Status Column’ subtopic, the case is a
NRFU case. If the Date Column contains ‘XXXXXX’ or is part

of a row that has been ‘lined-out’ by hand, the address is not in
NRFU.

Column (4), Case ID All addresses on the D-10 Case ID. This
number uniquely identifies e he Case ID is also

1 living quarters, ‘NLQs’ is
printed in colu for this block.

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

cks contain housing units. If you have a block
t does not contain any housing units, ‘NLQs’ is
umn (4) and ‘No Living Quarters’ is printed in

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

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

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

Note: 1f a block does not contain living quarters, ‘No Living
Quarters’ is printed in column (8) on the line for this block.

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

Column (10), Zip This column allows space for th
' addresses in the AA. Tt do
extension number.

Column (11), Mailing This column is filled e mailing address is different
Address from the addre

Column (12), Occupant ‘ yed in this space. If so, it indicates the
Name na

ng or mobile home park, and returned his or her
nnaire by mail. These names may be helpful in

nt mix-ups and questionnaire misdeliveries are explained
apter 6, Topic 9, of this manual.

ivote: 1f there is no entry in this field, you may enter any
information that you think will help you in your assignment.

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

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

¢ The definition of separate living quarters.
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How to Determine the You must verify that the NRFU address is located in the
Census Day Status of the designated census block and, if so, determine whether it was a
NRFU Address

housing unit (HU) on Census Day. If the address was an HU,
determine if it was occupied or vacant on Census Day. If the
address was not an HU, determine why it was not an HU on
Census Day by following the questions on the questionnaire.

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

When and How to Make When you complete th

n of an address, you enter the
Correct Status Entries status in the ‘Status’

entries are:

ie address was occupied on

e address was vacant on Census

of ‘D’ means the address did not exist as a
init on Census Day and that you are ‘deleting’ it.

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

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

D-103.A, Add Page for The D-103.A, Add Page for Housing Units, is similar in design to

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

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

Housing Units

4-8
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The Header Information

Column (1), Line No.

Columns (2) an
Status and

Column (4), Office Use
Only

Columns (5) and (6)

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

addresses in the following order: RCC/L.CO, ST/COU, TRACT,
AA,

Refer to the D-103.1, Address Li
Use the next number in
List on the first line on the
If you add more than o
numeric sequence that
Page.

e last number listed.
e from the Address
age for Housing Units.
it In your AA, continue the
on the first line of the Add

As an exampl
You disco

ddress List, has 80 addresses listed.

-address i Use number 81 for the first additional unit

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

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

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

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

4-9
07/10/2009



D-547
NRFU Enumerator Manual

Chapter 4: The NRFU Assignment Area (AA) Binder

Columns (7) through (12)

Map Envelope

Labeled EQs

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

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

ator map, the census
s of the map
3, on the next page.

The envelope includes the census }
block map, and the map legend.
envelope are described in

Labeled EQs for NR
AA Binder and

= placed in an envelope inside the
d part of the AA Binder.
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07/16/2009



D-547
NRFU Enumerator Manual

Chapter 4: The NRFU Assignment Area (AA) Binder

Topic 3: Using Census Maps to Locate Addresses

Overview

Census Block Locator
Map

Census Block Map

Map Legend

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

The census block locator map helps you determine the location of
the block where your assignment jg@i8@&=d and ways to get there.
The block is a small shade the center of the page,
within a large white area w
pinpoint the exact location o

_census block where your

es such as rivers, streams, streets
tures that clearly define the census block.
spots and map-spot numbers that identify the

Th ‘map legend shows symbols and other information to help you
i Jerstand the census maps. These include:

e Street or road types (including interstate, U.S. and state

highways; secondary streets or roads; other streets or roads,
and trails).

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

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

e Landmarks (including airports, campgrounds, schools,
cemeteries, hospitals, and parks).

4-11
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Chapter 5: The Enumerator Qﬁestionnaire

Overview

Match the

Topic 1: Introduction

The purpose of this chapter is to provide you with an item-by-
item description of the D-1(E), Enumerator Questionnaire, or EQ
for short, because you must complete the EQ for all addresses in
your Nonresponse Followup (NRFU) ass1gnment Since you may
need to use a continuation questio or some interviews, this
chapter also provides information L(E)SUPP,
Enumerator Continuation

Mt is very important that you

Questionnaires with check to make sure ealgaa abel on the D-1(E), Enumerator

the Address List

Census Day Status

rmation on the D-103.1, Address
meed to do this each time you

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

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

Note: 1If you have an address on your Address List without a
matching EQ or if you have a labeled questionnaire that is not
assigned to you, contact your Crew Leader (CL) or Crew Leader
Assistant (CLA) immediately.

The EQ contains questions to establish the status of the NRFU
address on Census Day, April 1,2010. If the address was a
housing unit (HU) that was occupied on Census Day, you obtain
the population count of the household, ask six demographic
questions about each household member, two questions to
determine that each person is counted at the correct location, and
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one question about housing ownership, that is, if the occupants

own or rent the housing unit, or occupy it without payment of
rent.

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

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

Address Was Occupied When you complete a que
on Census Day occupied on Census Day yo
you determine the HH
NRFU enumeratlon
attempts, you m

dress that was

dult HH member. If
be absent during the entire
ave exhausted all allowed
nhousehold member who is
ants at the address.

Address Was Vacant, RFU address was vacant, was not an HU,
Not a Housing Unit, or mobile home park site on Census Day, complete
Was an Empty Mobile

Home Site on Census

b dress. If you are enumerating at an address that has
ay

ts, such as an apartment building, or at a mobile home
, you should find someone who has knowledge about all the
or sites in order to obtain interviews for all units or sites that
Vere vacant or were not HUs on Census Day.

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

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

5-2
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Personal Visits

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

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

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

attempt must be made in perso (e maximum number
of personal visits per addge
contact, so that you can try
example, if no one is at ho
weekday evening or ong

You may make at m onal visits to a NRFU
address. If, aftesii onal attempt, you are unable
idents of the HU, and you have

nextended period of time and are not expected to
g'the NRFU operation, then conduct an interview with
spondent to complete the questionnaire.

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

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

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

important.
Handle the Since you use the AA binder as your wrltmg surface in most
Questionnaire interviews, you have the challeng ' ing on a document that
Carefully is much larger than its writi . EQ is a tri-fold

document. The two perm
folds that the optical scanni
For this reason, use !
folds.

EQ are the only
designed to handle.
lds. Do not make any new

Fill Out the Neatness

ureau keys in specific items
Questionnaire Neatly from eack

ire to turn the information you record on the
ctronic data that are tabulated by computers.

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

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

No. 2 lead pencil to fill out the questionnaires.

Do not use an ink pen or colored pencil.

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

Print all information on the questionnaires in capital letters.

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

Recommended print style:

ABCDEFGHIJKLMNOPQRST
UVWXYZ 01234567819

Always print. Never use cursive hapdwriting. When you are
filling in boxes, use an ‘X’ and d utside of the box. Do
not use a check mark. So
with a slash through it to di
not use a slash. Some p
across the slanted line £
these numbers. The
characters. :

nd/or a ‘Z’ with a dash
. Do not use a line through

v I not |
4
4 4 M et M
& not 6 N et M
7 7
7 not 7 Z nt Z
9 9

When printing a capital letter ‘I,” make sure to add the horizontal
line at the top and bottom as shown in the example above. Also,
when printing an ‘M’ or ‘N,” do not round the humps.
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Erase Entries If you make a mistake, erase it completely. Do not cross it out.

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

‘Don’t Know’ or If a respondent does not know the answer or refuses to answer the
‘Refused’ Answers  question, do the following:

e (o to the bottom white ma
column,

r the ‘Question’

e  Write the person nur
‘DK’ for ‘Don’t
e Do not write i

‘te is about and enter
or ‘Refused.’

area of the questionnaire.

See Figure 5-1 fo
‘Refused’ answé

PATE oF Bire h

Print Responses in the In addition to printing neatly, you must also print your

Areas Provided responses in the areas provided on the questionnaires. However,
for boxes in which you print words, you may continue printing
around the ‘write-in’ area. See an example of printing around the
‘write-in’ area in Figure 5-2 on page 5-8.
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Fill Check Boxes When you fill a cﬁeck box, follow these rules:

e Enter response in the white boxes on the questionnaire forms.

~  Mark boxes with an ‘X’ rather than a check mark or
some other type of mark.

~ Keep the ‘X’ within the segmented lines of the box.
Do not print your ‘X’ near or let it extend into the box
for another answer.

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

e Print responses within each white box.

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

If there is not enough !
around the ‘write-in’ area

thin each segmented
se, continue printing

See Figure 5-2 for an

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

This is the correct way to fill in the questionnaire.

E Ple&se lcmk 1L tmxnd chaaee cm or mc:’
What 16 {Name’s) race? :

Head i necessary : i
Exaniples of other Asian groups :r;ciuda nen :
Exwanipips of olbier Facific fafa:)dw gmups e F ; ,n, Tcmg m, gnd soon

T

X White

gk, Arerican Whak is"me harme: m the enroled of princma! t be? A e
CAfrican Armetican, o indian of i
ofNegro Aiaska;\saiwe ey FQNIS H EQKCQN IN

Chingse:
¢ Kogan

- Astan 1ndlan
(% Japatiese

L Elipine S
L4 Vietnamess

o8

Native Guarnanian
Mawalian at Charmorio

i Some uther rage «Whal lg thﬁi gwup” ——w-w-w,\v N

Samﬁan , thatgrowp? | =

This is the wrong way to fill in the g

6 Pleam lamk & Lim 4] and chmme tme- o)
AWhat s (Nztme Al racet
Read i pecessaly:

Examples of other Asian,
Examples of othef Pags

¥ white i - Wha& & tﬁe name 0¥ the enml*ed or princlpal tr!be” ;2’ ’
. ,rz han-or -

: askai\ﬁatwe J,{ U'\N»—M GWLM \QW‘

sian Indian

% : : Ll :
; Hawauan : e Ohamnrm j :
Bume ather race <~ What g thm gmup? m--—-——b
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Topic 3: Completing the D-1 (E), Enumerator Questionnaire

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

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

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

Note: Chapter 6, of this

elephone interviewing.

Fill Out the : This topic provides yo nation of each item on the

Questionnaire D-1(E), Enumerator ire, or EQ for short. Text in the
EQ is written spg you know which questions to
ask, when to ag 't w to ask them.

mples of each writing convention on the first
. EGLook specifically at questions S1 and S3. For

‘Writing Conventions Yo

d text - read exactly as worded to the respondent.

Italic text-- reminders for you, do not read them to the
respondent.

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

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

LOO BTATE
BE20 54

1244 CLIFF DRIVE

Label Section

Continuation Form
Question

(11 et

cENsUS I 32-20001 0276 491 64
COUNTY TRALT BLOCK MARPSPOT :

2203 18os8 9903 re there any continustion forms Tor this sddress?

L Yes Nﬂﬁvbe!oﬁam imm,wé
e

The first thing you shoul

\_ (E), Enumerator
Questionnaire, is the label, bel that is placed on
the left-hand side of the the ‘Record of Contact’

section.
The label provid

n includes the address and the
10t Ips you read the census block map
ase you have a problem finding the address.

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

T¢ the right of the barcode is the AA number. Below the Census
number are the LCO, State, County, Tract, Block, and Map
Spot numbers for the NRFU address. The address is printed
beneath these numbers.

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

In the bottom right corner of the label section is the question, ‘Are
there any continuation forms for this address?’ Generally the
answer is ‘No’ and you place an ‘X’ in the ‘No’ box.

When you do use a continuation form, place an ‘X’ in the ‘Yes’
box, and fill in a numerical entry for the ‘Number of forms.” For
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example, if there are two continuation forms used for an interview,
enter ‘02’ in the ‘Number of forms’ box. Refer to Topic 4 of this
chapter for information about the continuation form.

Record of Contact

' e Mo
1§ Parsgnal }O

& Oeeorre = Typs Mo
Fam foem L Pl o
o fN% E1 Telaphons !

Mo Dy T

w Day

iy, § P

¥ Personat o pp—

£ Yelephons 3 Telephons L. H ?

Ko
L T 1 fam pe 1 person
Pdeptase Lol L g L) D

OUTCCHE CODES; MY« Leff Nafise of Vish N« N Detlaet B

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

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

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

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

¢ Lnter the appropriate two-letter outcome code.
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Outcome Codes You must record each contact attempt you make to visit or
telephone a NRFU address in your assignment using one of the
following outcome codes:

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

¢ ‘NC=No Contact’ means you were unable to contact the
respondent and could not leave an ‘NV.” An example is no
one answered the telephon you made a callback.
Document the situation i ites” section of the EQ.

e ‘RE=REfusal’ m
an interview. Alway

section of the

#ic situation in the ‘Notes’
ith your Crew Leader at your
sals and how to convert them
ter 6, Topic 2 to learn about

. iew’ is the outcome code you will
t of the cases assigned to you. ‘CI’ means
an interview for a NRFU address.

her’ is used for any other situation that is not
bed above, such as a safety issue, a language

em, a quarantined area, and so forth. Always
Gocument the situation in the ‘Notes’ section of the EQ for
the *OT’ outcome code and talk about it with your CL at
your daily meeting.

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

Four Contact Attempts

Type Mo Dy % Uueome | e o Dy T ) Oulsony
¥ poonal "“”"j * i aimn, Py 1L Fersond [‘:‘3{”* M"j %”M*"’% 'z a, ir“‘“”‘”"
LU [ b . | T teuphone o b e bk P i

Mo Dw

o) g ‘ orome
{7} femonst e

sl IO m L]

CUTCIME CODES: MWV = Lolt Hotioe of Vsl N0 = Ho Contost BE = Hefusal (= Condudled intaview 07 = Ofhae

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

‘personal attempts. You may als e two telephone attempts
if you have the information to dg

‘will best help you get
ontact a NRFU address must
ther attempts to contact a NRFU
r you think will be best for you to

Ouinome
PR e
S0 N -

Typs Mo Loy Yime Outcarmss
Persongt 7 $ -
Telgphons

Eraloorae
s 1 e, e “g

L YN B

Ky

Trapmona]  proy ey R
Teluphons mmé [:,} K}lm,m

5N

MIE COREEL NV = Loft Nastize of Wiglt NI » No Geataet RE » Refusal Ol w Gondugtad nforvioss OT o Other

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

personal attempts. You may also make one telephone attempt if
you have the information to do so.

Note: You may make all attempts except the first attempt in
person or by phone in the order you think will best help you get
the interview. The first attempt to contact a NRFU address must
always be made by personal visit. All other attempts to contact a
NRFU address may be made in the order you think will be best
for you to obtain the interview.
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Final Attempt When you make the final attempt, you must enter a final outcome
code. If you have been unable to contact a resident of an occupied
housing unit, obtain the information about the Census Day status
of the unit from a proxy respondent.

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

Questions S1 - 85 Begin your interview with questions $1-S3, the introduction

section. It includes the interview questions you must ask each
respondent for the NRFU address.

When interviewing an occupant
must ask all questions exactly

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

However, an intervi
place at a different
you will need

% respondent will usually take
the NRFU address. This means
you ask the first few questions on
sense.

Suggested Wording for a W

Proxy Interview a 3 as closely to the original wording as possible

1 31, after introducing yourself, and showing your
D, you can say something like, “I have a few questions
ut (NRFU Address). Do you think you can help me?”

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

Question S1

As you read the question, insert your name. Always wear your
Census ID and show it to the respondent.
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Putan ‘X' in the ‘Yes' box and | Putan ‘X in the ‘No’ box and
continue with 82. ask: Can you tell me where
to find (Address)? END
INTERVIEW

If the respondent cannot give
you directions, go back and
check your census block map
to verify that you are in the
correct census block. If you
are still uncertain, look for
someone familiar with the area
to helavou. Do not show the
' ing sheet or any
s to anyone who is
g yoi (Title 13 and PII).
[ unable to find
ddress, tell your Crew

Question S2 T SR
omplete a Census questionnalre for this

< K rhould take about 10 minutes. (Hand ,

dent an Informétion Shedl.) The firet patt explains .
r answers are confidential. I'll refer to the other:

s later, Did you or anyone In this household live or
here on April 1, 20107 : : ;

et Yes - Continue with question $3.
L3 No - Skip to question 54,

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

Putan "X’ in the ‘Yes' box and Put an ‘X" in the ‘No’ box and skip
continue with Question $3. to Question $4.
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Question S3

33 Does someone usualty hve atthis
(house/apartmentimoblle home}, or Is this a vacatlon
ot seasonal home? : :

N Usually lives here - Skip to questlon 55.

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

This question is designed to determine whether the housing unit

i$ a usual residence or is occupied only seasonally. If the address
is used as a secondary or vacation e the occupants should be
counted at the other residence w ive most of the time.

S a vacation or seasonal
home or held for occasional
Use...

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

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

Complete the Interview Summary:

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

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

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

e Complete ‘Certification’
section.
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Question S4

34 (Only ask if no househo!d rember ied here on Aprll 1.)
On-April-1, was this unlt vacant, o occupied bya

~ dlfferent household? ‘

1 vacant - - Skip to “Respondent Information" on back page.

[ Oceupied by & different housetiold - Using a
knowledgeable respondent; complete. this
- guestionnalre for the Census Day household,

L Not a holsing: uriit = Skip o ”Ffespondent Information”” ‘ '
on:back page.:

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

IF VACANT... ‘ IFNOT AHOUSING
: UNIT s

Put an ‘X' inthe Putan ‘X' inthe

‘Vacant’ box and ‘Not a housing unit’

skip to the box and skip to the

‘Respondent ‘Respondent

information’ Information’ on the

back pa this back page to

! questionnaire for the | complete the

Census Day remainder of the
household. questionnaire.

55 We need 1o count peopke wher £;{'they !Ive and sleep ;
, ;‘mest of the time. "

. Please look at list A, it contams examples of D
- peopie who should and should not be ccunted at
this. piace (S, L e

; Based on these examples how many people were

}Hvlng or staying in this (house]apartment/mobile
home) on Aprll 1° ; .

= Number of people

Allow the respondent time to review List A on the D-1(F),
Information Sheet, and then enter the number of household
members on April 1, 2010.
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Complete Columns 1-7

Column 1: Name

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

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

start Wil
was Hving hore!
adult living hers,

1 Lets make g fist of
““the narie of a
; ikt

mn | is where the name of each person living in the
ehold on April 1, 2010 is entered.

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

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

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

¢ Do not enter anything but names in Column 1. If the
respondent refuses to give names, enter ‘REF — Person 1,
‘REF - Person 2,” in the white space on the bottom border.
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Note:

Column 2: Relationship

After completing the interview and leaving the respondent,
enter information in the ‘Notes’ section about the refusal of
names.

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

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

2. Please took at st B on the intormation
Eheet. How I {Name) related 10 (Raead natne
of Person 1)? Co

Mark (% ONE box.

Ld Sonvindaw or
daughtaer-in-iaw
Other rilative
Bosmer ior buarder
Housernate
orroommate .
S Linewartied” partter
- had SOthRY DOtiTelative

gloal sor or daughler
opted-sun o daughter
Btepsorvor stapdaughiar
Brother or sister ;
Father or rcther

Parent-indaw.

ow the respondent List B on the D-1(F), Information Sheet,
hich lists various types of relationships. Column 2 is where the

relationship of each household member to Person 1 is listed. For
example:

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

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

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

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

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

Column 4: Age and Date
of Birth

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

o Write the person’s age in years in the ‘Age on April 1,
2010’ box. If the respondent is unsure of the person’s
exact age, ask for his or her best guess.

e Print the ages of babies as:

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

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

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

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

5, Piease look at %.;si“ ot (Nama}o Htspamz, Le¥ 'c ar -

Head i necescmy L
Examples of anotfier H:spamc,, Latmm or Spanr?h :mg;m :
dnolude. Argentinean, Colomibian, Dvmfmcan, N»oaraguan, I

: $afxfadaran, Spanjard, and sp.on o =

Yeg, Pusrio Rican
8s, Cuban

people assume the question is
of the household member, but it is not. It is

e respondent time to refer to List C.

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

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

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

People who identify their origin as Hispanic, Latino, or Spanish
may be of any race.
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Column 6: Race

Additional Information

Top Row of Write-In
Boxes

6 F‘ieass ok & List D ant choose oﬂs more races: For !ﬁ?ﬁ cénsﬁs Hls‘nsrz a2 mgm & mt k ram s
S What Is lame's)racs?.

2 Bead i pecessaty: - » R s
7% Evamilos of ofter Astan prougs w;c!ud@ vH 3 {aobsm, “rm Féfk&b&ﬁ Cammaw :mdw cm _

e vf oﬁ‘se: ow:* fstarder grodps hiddes Fijion, ng&ar dng g on, : : E

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

Ask this question of all
assumptions. The respon
self-identification, and

ter. Do not make
uestion are based on
nterpreted as being

r the response given to you

This is a multi = respondent can choose more than
ox for each race the respondent

tifies with both an ethnicity and a racial

the EQ in the appropriate available ‘write-in’ lines.

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

When a respondent selects, ‘ American Indian or Alaska Native’ as
an answer, place an ‘X’ in the box beside that race and then ask,
What is the name of the enrolled or principal tribe?

Print the response in the top row of boxes.

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

then ask, What is that group?
row of boxes.

ponse in the bottom

Note: If the answer is to
continue printing nea
5-8 for an example.

the spaces provided,
area. See Figure 5-2 on page

tateS@is olger race is ‘Hispanic’ or provides a

Hispanic Origin If the resp !
i thnicity you should:

~’in which the respondent identifies.

n ask the question again, exactly as worded “Please
look at List D and choose one or more races. For this

census, Hispanic origin is not a race. What is (Name’s)
race?”

e Explain that race and Hispanic origin are two distinct

concepts, and people of Hispanic origin may be of any
race.

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

If the respondent again answers ‘Hispanic’ or provides a specific
Hispanic ethnicity, you should place an ‘X’ in the ‘Some other
race’ box and print the response in the bottom row of boxes.

5.23
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Explanation of the Race The following are examples for each category and are not all
Categories inclusive:
‘White’ The category ‘White’ refers to a person having origins in any of

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

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

‘American Indian or The category ‘Ame
Alaska Native’ person having origi
South Americ

tribal affiligti

laska Native’ refersto a

he original peoples of North and
al America) and who maintains
tachment. This category includes
n Indian or Alaska Native,” or

»s Navajo, Blackfeet, Inupiat, Yup’ik, Canadian

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

‘Native Hawaiian or The boxes for ‘Native Hawaiian,” ‘Guamanian or Chamorro,’
Other Pacific Islander’ ‘Samoan,” and ‘Other Pacific Islander’ are part of a larger category
of ‘Native Hawaiian or Other Pacific Islander.” ‘Native Hawaiian
or Other Pacific Islander” refers to a person having origins in any
of the original peoples of Hawaii, Guam, Samoa, or other Pacific
Islands, such as Tahiti or the Mariana Islands.
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‘Some other race’

Column 7

Places Where People
May Sometimes Live or
Stay

College

The category ‘Some other race’ includes all other responses not
included in the race categories described above. Respondents
identifying as multiracial, mixed, interracial, or a Hispanic, Latino,
or Spanish group (for example, Mexican, Puerto Rican, Cuban, or
Spanish) are included in this category.

7 Doss (Name) ecsmetlmes fve
.. of slay somewhere else for
. Caany of these re&sens'>

. Fead respoaae categories
Mark'X: all reasons that appl .

in college ‘hdusj’ng
In the miitary -

whether a household member
er address. This question allows
in one choice for each person.

ach box for all the circumstances that apply to
pEach time the respondent reports another place, mark
cordingly. Do not try to judge whether the person stays
t of the time. If there are no other places where a person
or stays, mark an ‘X’ in the ‘No’ box.

fter reading all of the choices on the list for the first household
member, it is not necessary to read the choices again, unless the
respondent seems unclear about the choices.

Refer to the following list. It explains the meaning of each choice
listed in Column 7.

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

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

Seasonal or Second
Residence

Jail or Prison

e In the United States or outside the United States.

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

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

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

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

e In military treatment facilj
and medical cent
personnel assigned

This question does not app

as military hospitals
tive duty military

1 BNCCT A person can live at two or more
, week, month, or year, such as:

e who have a second residence for work.

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

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

e City or county jails,

e Work farms or camps,

e Other municipal confinement facilities.

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

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

5-26
07/10/2009



D-547 Chapter 5: The Enumerator Questionnaire
NRFU Enumerator Manual

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

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

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

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

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

e  When someone s
friend or relative.

ence to care for an ill

Question H1

M Have hoan staying hete ol ApriF 1,
'y mention; for example:

Llves 11 Mo

Warg thero an
Babies?

Dl
20 Mo
ylig here on Apri 1
rmanent place to ive? : £4 No

ey, ashe Whatle that pereon’s hame?

Last: MNane

T

Firgt Mame Lagt Mama

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

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

HZ. po you-or dose someona 10 thls housshold own this (houesipartment/molile home) with & mortgage or logn,
imtudlng home equity foans; own It-free-and-cleat; rent i or ocoupy It without having 10 pay rent?
1 own with 2 morigage-or (oan: (ncluding. ome equdy foans)
£2:0wn free dind cloar (wﬂham & mortgage or lr)an)
L Rent :
11 Ououpy without paymend of tert

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

Mark this answer when the housing
held against it. The housing unit pgf
meaning the owner or co the unit. Include units
being bought on land contra ‘ ; ) purchase, deed of -

trust, trust deed, purchase units built on leased land
if the unit is mortgag in
installment loans a

it has a mortgage or loan
owner-occupied,

A mortgage is

trust deed is used in some areas instead of a
olves a third party, known as the trustee. The

onds, and vendor’s liens are types of deeds of trust.

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

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

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

‘Rent’ Mark this answer when:
® Rent is paid or contracted for, even if people who are not
members of the household pay the rent.

e Rent is paid for by a federal, state, or local government
agency.

e The unit is a rented cond

e The unit hasa ‘c
‘life care,” meaning
services be provi

ract, sometimes called
uires that shelter and

‘Occupy without payment

ing unit is not owned or being
of rent’

usehold, or when it is not being
mber of the household. Examples
are occupied without payment of rent include:

ary, such as a parsonage, military housing, and so forth.

Question H3 — Address
Information

HB: t thers is not s adivssscinbel affised, or'ff the, yiabei i onfy & doeation Sescriiticn wsk =
Vehatie the audress-of this unit? RS

House nuinbisr L . Strowt raaie or rial roite sridiess

£ : g
Apsstment number . i
s ’ |

City St 2P Codg

]

G-t Respondentiiformalion m bask poge.

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

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

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

You must print notes in ¢
other written entries on the
include:

as you are to print all
of appropriate notes

ELL. KNOCK LOUDLY.
ENCE NOT DANGEROUS.
ENCE DANGEROUS. HONK

P SLOPES. BE CAREFUL.
AIL IS LOOSE. BE CAREFUL.

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

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

Complete the Back You must always-complete the three sections on the back page of
Page the questionnaire.,
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Questions R1-R3 S
CRE Yo
i (A m@;wm UtE to ol
Fiest Haes L émﬁ(ﬂxl»ﬂ Ne@t‘,we
-‘_Lss{a‘ﬁlﬂ‘{é‘u; P ,/’;(é m{ MMS} i . :
;%:mmm PR ‘
To complete the ‘Respondent Information” section, you must ask
or enter the following:
R1 “What is your name?” |

name of the person
mation. This person may or
of the household. If the

Print the first name, middle 1,
who provided the questi i
may not be listed in

tion is useful if we need to verify
s to provide a name, enter a note in

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

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

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

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

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

Item A, Unit Status on
April 1, 2010

Bt vt osk Which caropory best - C. Mk 51 beoite Yo o Koo
CoRries UNe wiosnt uni as of e i Yorad prioph i
ADHRE, J0T0T feadsaisgoven) Tl 0w Vst j

sl einsld hong st ahibee 1

Far sabe su H =
Bold. ot deeupied

Far Sesdahil, mesp
w

- For migrant worXsss

D3 wiat languasime wesh the. msicsoity 51 e inbenvisd) oniicand o)

e questionnaire based
you must complete the

‘Interview Summary’ section ot need to obtain more

information from the

h as the reason a housing unit

was vacant on Cens can thank the respondent and

leave before comzo

annot locate’ through ‘Duplicate,’ the addresses will be
*ted from the census Master Address File (MAF), with the
eption of empty mobile home/trailer sites. Empty mobile

home/trailer sites remain on file because there is the expectation
they will be occupied again in the future.

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

Demolished: When you find from a knowledgeable
respondent that the NRFU address identifies a location
where a housing unit once existed, but it has now been
destroyed, you must first confirm the Census Day status of
the unit with a person who has knowledge about the
address. If the person confirms that the address was
demolished on Census Day, classify the unit as demolished
on Census Day by marking the ‘Demolished/burned
out/cannot locate’ category in Item A.

5-32
07/10/2009



D-547
NRFU Enumerator Manual

Chapter 5: The Enumerator Questionnaire

Note: Do not classify a unit with a ‘To Be Demolished’ sign
posted as demolished. Select the category that best describes
the unit. However, if the unit is occupied as living quarters,
no matter its condition, complete an interview with the
occupants if they lived there on Census Day.

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

Cannot Locate ol may not be able to locate
\ le, you may be interviewing in
a hard to enuk that contains small multi-units or
<sidences, or the address is now
911’ changes. When you cannot
nd you have exhausted all sources

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

the empty site as an ‘Empty mobile home/trailer site’ in
Item A.

¢ Uninhabitable (open to elements, condemned, under
construction): When you find that the NRFU address is
open to the elements (for example, an old housing unit that
is decaying from neglect), condemned (posted evidence
such as a sign saying ‘To Be Comdemned’), or under
construction (no walls or frame are present), and you
determine from a person who has knowledge about the unit
on Census day that it was wied on Census Day,
classify it as ‘Unighabi elements, condemned,
under construction ever, if the unit is
occupied as living g atter its condition,
complete an ir the occupants if they lived

two forms for one NRFU address,
orms are for the same NRFU

nly one of the EQs to conduct the interview.
‘Duplicate’ box in ‘Item A’ for the other form,
print the case ID number from the label of the EQ
#tich you conducted the interview in the boxes below
‘Duplicate’ box.

Item B, Vacant Units the Unit Status in Item A is ‘Vacant — regular’ or ‘Vacant —

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

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

rent, mark the ‘For rent’ category rather than the ‘For sale
only’ category.

* Rented, not occupied: This category includes units where

any money has been paid or agreed upon, but the renter has
not yet moved in.

¢ For sale only: Th
for sale only, in.
condominium

es units being offered
operatives and
individual units are offered

; is category includes units that have
sold, but the new owner has not yet moved

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

e For migrant workers: This category is for vacant units

intended for occupancy by migratory workers employed in
farm work during the crop season,

¢ Other vacant: Mark this category for vacant units that do
not fall into the other classifications. For example, this
category includes vacant units held for the settlement of an
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estate; held off the market for personal reasons of the
owner, such as the owner has not yet decided whether the
unit will be torn down, or the owner is remodeling or
repairing the unit and will not make it available for sale
and/or for rent until the work is completed; held for the
occupancy of a caretaker of janitor; temporarily used for
storage of excess furniture; and vacant units where renters
have moved out during the month although they paid the
rent through the end of the month.

Item C, Number of Item C must have a two-digit entry.
People
P e Ifltem A is marked ‘Occupied,’ the entry in Item C is

either the actual count of who are listed on the EQ, |
which falls in the range of gh ‘49’ or ‘POP
unknown’, which’

e Ifltem A is marked lar’ or ‘Vacant — usual
home elsewhe Item Cis ‘00.

o Ifltem A is 1§ any of the remaining choices
(from ‘ d out/cannot locate’ through
‘Dupli > nItem Cis ‘98

Item D, Language

han English or Spanish, mark an ‘X’ in the ‘Other
Fthe code from the D-3309, Language Identification
n the spaces to the right. If the language is not

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

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

Item G Do not make any entries in Item G.
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Item H

Item I

Items J, K, L, and M

Conclude the Interview

Complete the _
‘Certification’ Sectio

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

Item I is marked as a last resort, only when all attempts at
collecting household data have been made and you cannot
complete the interview with a houg#; ember or a proxy
respondent. Your Crew [gader qgize the use of ‘Closeout
Procedures.” If you are a
mark an ‘X’ in Item I, indi

Do not make

Before

ety bk SRS Uk P o s it s
ue ape b b SR S

Emnimesry ghifdiute e : Bl (SROE

Bapat im'" :

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

e Sign your name in the space marked ‘Enumerator’s
signature.’
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Conclusion

Because this topic provides an i
D-1(E), Enumerator Que
is the last section on the EQ,

Enter your Applicant ID in the ‘Employee ID’ space. Your
Crew Leader provides this number to you during your
classroom training.

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

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

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

If necessary, the questionnaire will be returned to you for

_ corrections.

‘Certification’ section
oncluded.
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Topic 4: Completing the D-1(E)SUPP, Enumerator Continuation Questionnaire

When to Use
Continuation Forms

How to Fill In the
Continuation Form
During the Interview

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

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

required, list all HH
lowed by Column 1 on the
have listed everyone, ask the
ugh 7 for the five HH members listed
‘ s thtEQ. Then ask the questions in

.7 for the HH members listed on the next form,

members in Colum
continuation fo;

-
fruvtty

, follow the same procedure. Ask the questions
rough 7 for the HH members listed on each form

you have obtained all household member information,
lete the interview by continuing with question H1 on the EQ.
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CHAB No UGO]’-GQ’?SM’”' Approval Expires 12/31/2011

ﬁNﬂMﬁKA’f DR C()NTINUA !QN

formis)

How to Fill In the When you Tl iew, copy the information from the
Continuation Form printed \

Alfter the Interview is use oiily one continuation form, write form ‘01’ of
Completed

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

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

Procedures to Follow The first visit to a Nonresponse F
When No One Is Home confirm that the address e

Chapter 6: Interview Situations

Topic 1: No One Home

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

(NRFU) address is to
sus block and whether it

occupied or vacant. If it appe ousing unit is occupied, but
no one answers the dog told by a knowledgeable person
that the housing unité fotlow these procedures:

e Fill out and, tice of Visit,

person. Do not interview a

rson for an occupied address unless the

re absent and not expected to return by the end of

have made the required attempts and have not been

#d the occupants there.

any contact information you obtain in the ‘Notes’ section

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

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

outcome of your visit as ‘NV’, :

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

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

¢ If, after the allowed number of attempts or after your third
personal visit, you are unable to contact an occupant of the
housing unit, find a person with knowledge about the housing unit
and its occupants to act as a proxy respondent, and obtain as much
information as possible to complete the EQ.
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07/10/2009



- D-547
NRFU Enumerator Manual

Chapter 6: Interview Situations

~ D-26, Notice of Visit

The D-26, Notice of Visit, tells the occupant that you visited the

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

Figure 6-1: D-26, Notice‘of Visit
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G oriyaurhouselion Fedaral iy
He 13 Urited Siatpe B
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| Bections U and 214) .

s Imponant 16 cout svary
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The best tire
or BRI IS oot PRI e (G

R Cotls (LD No. | A& N,

Map St Blo. Bloek Mo

CUSCENSUSBUREAU

Sus respussins son confidenciaes. Bsto Siniics qus b Ofina get

Graciag.

en casa. Porfavor, lameme por lellonn pars soordar cuands
plotir sstienirovista, FPor 1o gerieral, Iy airevista toma :
te 10 mim i 2iE fatlo dentro de g, 0

Lenss no puede dhuiner infomnacion gue o entitious & tsted 65

Bogare 1 Loy fedural neotsne Ia sontidenciaidhel o 508 fespunstas
{S6C0I0T & ¥ 214 el tlul 15 del Codign de fos Estados Unidas).

£ imponante qus contemios & todas en el oense,

Wi noone a8 -

B PLISTS aamtnianr sannvigs Sarnndy sf -

L mrefoe .
o pata A, &1,
DT 8% o Lo

s FICE INFORMATIO

loe e and phone nlrmirer

WO Mo, IO NG

P Gt T BIRNSTAR Ne,

 Blook M

i s Bpot i

USCENSUSBUREAY.

6-2
07/10/2009



D-547
NRFU Enumerator Manual

Chaptef 6. Interview Situations

Where to Leave the D-26

Contact a Knowledgeable
Person for Information
About the Occupant

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

Slip the D-26 under the outside door if possible. Do not leave it
where someone from the street could see that the housing unit is
vacant or no one is home. Do not open the storm door or other doors

in order to leave the form on an inside door. Try to wedge it in the

crack of the outer door so that the wind cannot blow it away.

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

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

Do not look inside the ma the occupant’s name

0 obtain data about household

u make the allowed number of

erview the household. However, if
from a person who knows about the Census Day
ing unit that the entire household will be away for

2e NRFU operation, you may obtain a proxy interview
on at that time. There is no point in making repeated
hen you know no one will be at home.
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Topic 2: Handling Refusals and Reluctant Respondents

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

Be Positive and When people are not cooperative, it is important that you maintain a

Professional positive and professional attitude. The best way to handle people who
do not want to cooperate is to be prepared for the questions they ask
and the objections they raise. Remain calm, do not threaten or
antagonize the respondent, try to find out the reason for the refusal,
and do not take the refusal person

Common Reasons for People who resist or refuse o
Refusals and Reluctance reluctant to participat
to Answer

ame reasons for being
Frequent objections include:

‘I don’t have tim¢ our questions.’

How to Handle Common ' things you can do to answer common objections and
Objections ; cluctant respondent to cooperate.

Anticipate and know the answers to common questions.

Be prepared with the proper credentials and materials to explain

your reason for asking census questions.

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

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

e Although every census question is important, let the respondent
know a question he or she finds objectionable can be skipped. It is

better to get as much information as possible rather than nothing at

all.  You will usually find that, once you start the interview, the

respondent will answer all the questions.
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‘I do not have time.’ You should tell the respondent that the census questionnaire only
takes a few minutes to complete and that everyone’s participation is
vital because it provides the needed information to our government for

apportioning seats in the U.S. House of Representatives and allocating
funds for each state.

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

“What about identity You should hand the D-1
theft?’ contains information about

the census. Explain tha

laws. No other gov

census data are kept

protected by confidentiality
can see census data, and all

‘You are wasting time and
money!’

at the first census of the United

90 to determine each state’s representation in

of Representatlves The U. S. Constitution mandates
r country be taken every ten years for this reason.
Hsus is the nation’s 23™ census. In addition to its original
census provides statistics to governments, businesses, and
organizations for planning purposes. For example, census data
sed to plan and fund childcare centers, road construction,

aries, hospitals, and nursing homes.

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

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

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

If you feel uncomfortable in asking a potential proxy about the

housing unit, or if you feel threatened in any way, do not try to find a
proxy respondent.

You must tell your Crew Leader about all refusal cases. Your CL
may reassign the case to another enumerator, so the notes you provide

are extremely important to someone tries to get an interview from
a household that refused to give y&

as possible about the household from
has knowledge about the housing

your next meeting that you could not persuade
to participate.
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Topic 3: Language Problems

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

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

e If you do not recognize the language, use the D-3309,
Language Identification Flashcard, and motion for the
respondent to point to the language he or she speaks.

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

e If you are unable to find an in; n the household, the
respondent may be ab
Because the household’
get the household meg

1551on to use a non-
er. Be sure to record the

the ‘Intervi

e Ifall the n Jes fail, report the language problem

°r the appropriate information in
n of the EQ, being sure to include the

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

Interview in Spani usehold member speaks Spanish, and you are bilingual in

ish and English, then read the questions as they appear on the
E)(Job Aid)(S), Enumerator Job Aid. Mark the respondent’s
swers on the labeled D-(1E) Enumerator Questionnaire which
is printed in English. In Item D of the ‘Interview Summary’
section of the D-1(E), Enumerator Questionnaire mark the

‘Spanish’ box to indicate that you conducted the interview in
Spanish.

Sign Language If you determine that the respondent communicates in sign

language, there are several options for completing the interview,
based on the respondent’s preference.

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

e Another person can help the respondent complete the EQ.

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

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

If the language is not listed on the D
Identification Flashcard, place a
Make no other entries. Pril
of the EQ. -

09, Language
e box for ‘Other.
the ‘Notes’ section
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Topic 4:

Overview

Single Family House

Multi-Unit or Mobile
Home Park Address

Respondent Mailed the Questionnaire

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

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

Apologize for any inconvenience
the information to you ag:
began before their question
been received, and we

if he or she will provide
low-up operation
gistered as having
1onnaire for each address.

—

~already returned the
unit is a multi-unit or mobile home
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Topic 5: Respondent Hands You a Completed Questionnaire

Overview If the household received and completed the paper questionnaire

and wants to give it to you, follow the steps described in
Table 6-1 below:

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

ACTION

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

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

2. If the questionnaire is in the return envelope a
Bureau, accept the questionnaire as cd |

the Census

3. If the questionnaire is still in the original en
and the original envelope is unopen
complete a questionnaire for each

sed to the household,
e respondent that you must
|-only take a few minutes.

4. If the questionnaire is

anen pe, i
entries. If the house ‘

L _nade one orm

onnaire for each address and it will only take a few minutes.
ent that if he or she gives you the information, you do not need

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

7. If you accept the paper questionnaire from the respondent, complete a D-225,
INFO-COMM, and attach it to the paper questionnaire. Give both the NRFU EQ

and the respondent’s paper questionnaire to your CL or CLA at your next daily
meeting.

8. Thank the respondent again and leave.
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Topic 6: Adding Housing Units

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

When You Think You Often, the additional housing unit shares the same basic street

Found an Additional address (for example, ‘115 Main Street’) as the NRFU housing

Unit unit, but the address is sllghtly dif for example, ‘115 Main

Street, Apt. A’ or ‘115 nt Apartment’).
First, review the Address separate unit is on
the list. If it is not on the li ictermine if the unit

FU address.
Is ‘Separate’

it quahﬁes as a separate housmg

one else’s house or apartment.

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

The occupants live separately from the occupants of housing unit

any other unit, ask whether they have direct access
| to their living quarters. If they do not have direct access, the space is not
a separate unit. Do not add it as a housing unit.
Combine the occupants with the NRFU
household.

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

Table 6-3 describes situations where you do not conduct ete questionnaires

because these places do not qualify as housing units.

DO NOT ENUMERATE ...

Tents, boats, railroad cars, and
other similar places N

extra sleeping space or vacations

Pior business purposes

ly for extra sleeping space

For sale or rent on dealer's lot

Not intended for occupancy where they stand

Trailers and mobile h

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

s  First, complete the questionnaire for the original NRFU
address.
e Take out a blank questionnaire from your supply.
e Interview at the additional housing unit using the blank
~ questionnaire.
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How to Interview Using
the Blank Questionnaire

Ao —————

After You Complete the

Interview

[

APPLY LABEL HERE

\

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

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

Determine the housing unit status on Census Day.
Complete the questionnaire as you have been instructed,
according to Census Bureau procedures.

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

Thank the respondent and leave.

: :e there any :;onimuauon forms for

Yes - Number of forms -

me

er leaving the property, complete the following information

“on the unlabeled questionnaire, above the space marked ‘Apply

Label Here:’ -

e The two-digit operation code (32)
o The four-digit LCO number

@

e & e @ o

The two-digit State number

The three-digit County number

The six-digit Tract number

The five-digit Block number

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

Copy this information from the original EQ, the D-103.1,
Address List, or the census block map.
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Note: Do not enter the address of the added HU in the space
where you enter the geographic information described above.
You should enter the address of the added HU in Question H3
on the EQ during the interview.
Fill Out the D-103.A, Each AA binder contains some blank D-103.A, Add Page For
Add Page for Housing Housing Units, directly following the D-103.1, Address List,
Units Complete the D-103.A as follows:

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

e Print status code for 1
Column (2).

e Print date the inte

e Leave Columng

e Print block
obtained
housi

‘V,”or ‘D" in
mpleted in Column (3).

mn (5). The block number is
block map where the added

ber Column (7).
eet name or the physical location/description (if

e unit designation (if applicable) in Column (9).
 the five-digit zip code in Column (10).

Print the mailing address (if different from the basic street
'~ address) in Column (11).

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

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

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

Complete the Labeled You must always complete the labeled questionnaire for the
NRFU EQ NRFU address, based on its Ce status (occupied, vacant,
or other). 8

How Do You Know the When the NRFU add ed housing unit, always begin by

Occupants of the NRFU asking an adult hou r Question S1, which is the question
Housing Unit Are In- verify that you have located the
Movers?

stion S2. If the person with whom you
Z, you have just learned that you are
ver, If the answer to Question S2 is ‘no,” you are

The In-Movers Ma
Abile to Help{ ou
Complete the NRFU

r to Question S$4 is “Vacant’ or ‘Not a housing unit,’
e rest of the skip instructions on the questionnaire and
lete the interview with the current resident of the NRFU address.

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

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

Refer to Table 6-4 on the next page for a summary of working with in-
movers to complete the NRFU questionnaire.
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IF THE IN-MOVERS KNOW THE CENSUS DAY STATUS OF
THE NRFU ADDRESS, THEN. .

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

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

3. If they tell you they did comgﬁ!ete a census
questionnaire for their previous address, thank
them and leave.

4. If they tell you they did not complete a census

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

Table 6-4: In-Mover Summary Table

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

. Ask the current residents if they can direct you to
anyone who might know the Census Day status
of the NRFU address.

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

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

. Then, ask the current residents if they completed

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

. If they tell you they did complete a census

questionnaire for their previous address, thank

not complete a census
t sure, ask them to allow

he subtopic on the next page

er you leave, as instructed in either ‘4’ or '8’
above, immediately find a knowledgeable proxy
respondent and complete the labeled EQ for
the NRFU address based on its Census Day
status.
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Completing the
Labeled EQ for the
NRFU Address

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

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

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

- e Remember you are condu interview for a housing unit
that is not located ess.

o Leave the ‘Label’ s, ’ fiy ¢ page of the EQ blank.

sus Day and, if they provide it to you,
tion of the EQ.

2gh D (as appropriate) in the ‘Interview
* section of the EQ.

“Jor Housing Units, since it is not considered to be an
ed’ unit. See Topic 6 of this chapter for information on
adding housing units.
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Topic 8: Whole Household Usual Home Elsewhere (WHUHE)

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

Complete the Labeled You must always complete the labeled questionnaire for the
NRFU EQ NRFU address, based on its Census Day status.
How Do You Know the When the NRFU address is an occupied housing unit, always begin by

NRFU Housing Unit Is asking an adult household member

tion S1, which is the question

Occupied by a WHUHE? where you introduce yourself an t you have located the
correct address. Then rea@@®ue he person with whom you
are speaking answers ‘yes’ t y asking S3. If the
answer to Question S3 i sonal home or held for
occasional use,” you h that you are at a housing unit in
which all the househ have a usual home elsewhere
(UHE). The Ce s to this housing unit situation as a
‘Whole Hou Elsewhere.’

How to Complete the termined in Question S3 that the NRFU address is a

Labeled EQ for the al home, follow the skip instruction that tells you to

WHUHE Respondent Information” on back page’ to continue to

labeled questionnaire.

Questions R1 - R3 c sure to get all the information for the respondent in Questions R1

through R3. This includes the address where the respondent usually

lives.
Interview Summary, When the answer to Question S3 is ‘Vacation or seasonal home or
Item A held for occasional use,” always mark ‘Vacant — usual home

elsewhere’ in Item A of the ‘Interview Summary’ section.
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Interview Summary,
Item B

Interview Summary,
Item C

 Interview Summary,
Item D

After You Complete
the NRFU EQ for the
WHUHE

If You Complete a
Blank Questionnai
for a WHUHE

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

Always enter ‘00” for vacant units, whether the status is ‘Vacant —

regular’ or ‘Vacant — usual home elsewhere.’

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

nyone in the census, when
eled EQ, ask the respondent if
nsus form based on the Census
swer is ‘yes,” thank the respondent
not complete a form for his or her
ure, ask the respondent to complete a

Because we donot want tom
you complete the interyag
his or her household

Q, follow the guidelines below:

ember you are conducting an interview for a housing unit

hat is not located at this NRFU address.

Leave the ‘Label’ section on the first page of the EQ blank.

Print the complete address, including any apartment

designation, for their Census Day residence in Question H3 on

the blank EQ.

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

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

e Do not list their previous housing unit on the D-103.A, 4dd
Page for Housing Units, since it is not considered to be an
‘added’ unit. See Topic 6 for information on adding housing
units,
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Topic 9: Questionnaire Misdelivery/Apartment Mix-ups

Overview Questionnaire misdelivery is a situation in which one or more

households in an apartment building or mobile home park
receives and returns a questionnaire intended for another housing
unit within the same building or mobile home park.

Housing Units in Multi- Sometimes questionnaires are delivered to the wrong address, and
Unit Structures or a household occupant may complete the questionnaire not
Mobile Home Parks realizing that the form he or she completed does not represent his

The Respondent Says the If the respond
Questionnaire Was Mailed was mailed b

or her housing unit designation. Misdeliveries and mix-ups
happen most often in large multi-unit apartment buildings and
multi-unit mobile home parks. A enumeration, the
names of respondents whegfille d back census
questionnaires for addresse buildings are
Column 10, Occupant Name 1, Address List,

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

, in your Assignment Area (AA) binder.

Back  who filled

contains all the addresses in the AA, including
the questionnaire by mail. Look for the basic
s and then look down the list of names beside each
tion. If you see the respondent’s name by another
thank the respondent and indicate that you or another
erator may call back. Then, go to the unit where the
~“spondent’s name appears. Interview at that unit as if it is the
address on your list,

Example of a Simple For example, assume the respondent in Apartment A at 312 Carey
Apartment Mix-Up  Lane told you his name was Henry Burns and that he returned the

questionnaire by mail. After checking your address list, you see
his name on the line beside Apartment D. After thanking him,
you go to Apartment D and begin the interview by substituting
Apartment D for the original Apartment A. You will complete
the labeled questionnaire for Apartment A based on the census
day status of Apartment D. Do not make any corrections to the
label.
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Document the
Misdelivery/Mix-Up in the
Notes Section of the EQ

Difficult Misdelivery/Mix-
Up Situations

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

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

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

In some misdelivery or mix-up si
of your Crew Leader. Ift :
D-225, INFO-COMM, and
your next meeting. Refe

informatien about th OMM.
Your CL has pro unravel difficult misdelivery
situations. Yo an up-to-date report from the

sus Bureau from respondents in multi-unit
Zrome parks who tell you they mailed back
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Topic 10:

Overview

The Use of Cellular
and Cordless
Telephones

Job Aid for Telephone
Interviews

Conducting the Interview by Telephone

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

you may conduct interviews by telephone, if the respondent
agrees.

Generally, if the respondent indic
interview using a cell pho
interview by using your ¢
cordless telephone to cond

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

Because the w
will be differe
y in some of the mtroductory

Also, because you cannot provide the
Sheet, to a respondent with whom you are
hone interview, you must read the

aire in a Telephone Interview’ begins on page 6-23. It
wi assist you when you conduct an interview by telephone.
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Job Aid for Completing the Q‘Liestionnaire ina Telephone lhterview |

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

questions and provide the respondent with information about confidentiality, as required
by law.

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

the interview,

following text scripted for a telephone intervi

$1. Hello. 'm (Name) from the US Census 1 ¢ to reach someone who lives at
{address). ls this (address)?
Yes - Continue with question S2 ber ce an x’ in the ‘Yes’ box on the labeled EQ.)
No - Thank the respondent VIEW. You must make a personal visit to the
address. Use the confirm you are at the right location.

S2. I need to co JUestionnaire for this address. It should take about 10
minutes, ify 2 to completing it by telephone. Or, | can schedule a personal

visit if you prefer.
thank the responde respondent agrees to the telephone interview, continue with the
following text.)

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

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

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

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

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

Continue the interview using thye labeled EQ by asking the questions as worded with the
exception of telling the respondent to look at the lists on the D-1(F), Information Sheet. Instead,
you must read all of the possible answers on the lists at the appropriate place in the
interview.
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Topic 11: Gated Communities, Locked Buildings or Other Access Problems

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

Steps to Follow When Locate a manager or other knowledgeable person who can
Access is Restricted provide access to the building. Pr t person with the
following information:

e (Census data are used

Form D-1 (F), Information
Confidentiality Notice, and
t to protecting each individual’s

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

f they violate their oath ($250,000 and/or up to
years in prison).

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

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

* Asalast resort, tell them access to the housing units in
their building or community is mandatory.

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

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

6-25
07/10/2009



D-547 Chapter 6: Interview Situations
NRFU Enumerator Manual

6-26
07/10/2009



D-547
NRFU Enumerator Manual

Chapter 7: Working with Your Crew Leader

Chapter 7: Working with Your Crew Leader

Topic 1: Your Crew Leader’s Responsibilities

The Crew Leader is
Your Supervisor

The Crew Leader is
Your Trainer

The Crew Leader is
Your Observer

your initial training

The Crew Leader (CL) is your direct supervisor and is responsible
for all work performed in his or her Crew Leader District (CLD).
The Crew Leader supervises a ‘crew’ that consists of enumerators
and, in most CLDs, two Crew Leader Assistants (CLAs). The CL
may designate the CLA to perfor CL duties, so at times
you may meet with a CLA, rathe your CL.

The CL trains you to d
overall performance

nd is responsible for your

ith Your first day on the job in
rving you in the field as you

ou complete your work, your CL.
g that you are well trained and

terview you complete during the observation, your CL
ides immediate feedback after you leave the respondent. If
CL feels that you need additional training in order to

rform your work correctly, he or she may conduct a second
observation with you.

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

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

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

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

» Determine the status of the household on Census Day,
April 1,2010.
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On-the-Job Training
OJn

Your Crew Leader
Monitors Your
Performance

Quality Assuran

o Read the D-1(E), Enumerator Questionnaire, or EQ, as
worded.

o Complete the interview and all appropriate sections on the

EQ.

e Use the D-1(E)SUPP, Enumerator Continuation

Questionnaire, if there are more than five people in the
household.

Your CL trains you continuously while you are employed as a
Nonresponse Followup (NRFU) enumerator. If you do not
understand a concept, have any problems in the field, make errors
on your work, or ask for help, your ay conduct on-the-job
additional
observation, or it may simjs, a training concept.

The way your CLL m p ormance is by meeting with

pter). However, your CL’s
re that your work is accurate,
Census Bureau, and is being

primary respo
meets the g
done on}

reau is committed to producing accurate data by

t all employees follow the procedures and rules

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

ected for random reinterview. A separate staff will recontact
NRFU respondents to verify the accuracy of work. In addition,
your CL can select supplemental cases for reinterview if he or she
believes an enumerator is turning in work that needs to have a
more thorough examination than a CL and LCO edit.

Reinterview helps determine if an enumerator does not
understand a procedure or concept; however, the most important
reason is suspicion of falsification. Never cut corners in order to
complete assignments.

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

Overview This topic helps you prepare for daily meetings with your Crew
Leader. Keep in mind that the CL may designate the CLA to

meet with you, so you may not meet with the same person each
time.

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

What to Take to the Take the following

you to ybur daily meeting:
Meeting

erator Questionnaires, and, any
or Continuation Questionnaires.

D-308, Daily Pay and Work Record, for the

completed questionnaires given to you by
pondents.

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

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

What to Expect During your daily meetings, your CL:

e Reviews and collects completed questionnaires and any
continuation forms.

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

» Reviews AA Binders and collects completed ones.

e Assigns new work.
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D-225, INFO-COMM

Your Work
Performance

e Reviews and collects any completed INFO-COMMs,

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

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

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

Although most notes you write are about your cases and should
be written on the enumerator questionnaire, you may use the
D-225, INFO-COMM, to docume sons that need special
attention, such as unsafe a spondents, and
locked buildings or gated ¢ o forth. You should
discuss these situations with
an example of an INF

‘_ urs and miles you claim on your payroll is
&he amount of work you have completed, and should
i the guidelines established for your CLD.
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Figure 7-1: D-225, INFO-COMM
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Chapter 8: Census Related ISsues

Topic 1: Equal Employment Opportunity (EEO)

Census Bureau The Bureau of the Census has a long-standing commitment to

Commitment to EEO the principles of Equal Employment Opportunity (EEO). The
Census Bureau believes in fair and equal treatment of all
employees and job applicants.

nd be evaluated for
i-merit factors as

§0n, disability, age,
The EEO complaint
~designed to safeguard these
ees have a right to freedom

What is EEO? EEO is the right of all perggns t
: job opportunities without
race, gender, national origin, ¢
marital status or politicg
process is an admini
ic
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Topic 2: Safety

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

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

Personal Security | Your personal safety is of the

portance to the Census
preciate the work you

do. You are the reaso our important census

work. To maximize

f you must bring it with you,
wr shoulder with the clasp next to your body. -

your wallet in an inside or front pocket.

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

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

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

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

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

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

e Always report anything suspicious to your supervisor.,
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* Driving Safety and Seat
Belt Use

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

provides suggestions to help you stay safe while you are
driving.

e Never attempt to review census materials while you are
driving. -

e [fyou need to check any census materials, including
maps, on the way, pull off the road to a safe location

such as a well-lit parking lot and turn on your hazard
lights.

¢ Donottalkona cell p
road to a safe |
before using a ce

bile driving. Pull off the
ell-lit parking lot

e Follow all
includin
vehicle’s
S0

icle laws while driving,
stéd speed limits, turning on your
weather, using turn signals, and

3 at belt. Executive Order 13043
2all federal employees traveling on official

a vehicle with seat belts to have their seat
roperly fastened whenever the vehicle is in

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

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

e Do not try to drive on impassable roads.
e Do not try to drive in bad weather.

e Never pick up hitchhikers.

e Keep your doors locked at all times.

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

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

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

If you are bitten by an animal:

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

e Report the bite to the
department.

department or police

® i ervisor,

Assaults and/or ( mind and be aware of your
Threatening Situations i

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

o not enter locked buildings or gates without
permission.

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

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

Insurance Coverage

Bodily-Injury Accidents

Accident or Injury Forms

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

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

The RCC will send you the appropriate forms to complete.

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

You are reimbursed fi
on official business. Th

ating expenses.

ur¢au employee, you are covered
while performing your official

ed to immediate first-aid care and
hospitalization.

any major or minor injuries while on official

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

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

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

If you have any questions about the forms you need to fill out,
refer to Chapter 5 of the D-590, Census Employee Handbook
for Enumerators, Recruiting Assistants, and Crew Leader
Assistants. 1t details which forms are necessary depending on
the type of accident and/or injury. Copies of the forms are in
the appendix of the handbook. Keep this handbook with you at
all times.
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Vehicular Non-Injury If you have a non-injury automobile accident while working, do
Accidents the following:

» Exchange information with the other involved party.

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

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

e Fill out an SF-91, Motor Vehicle Accident Report.

» Notify your supervisor of your accident as soon as possible.
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Topic 3: Confidentiality and Data Stewardship

Census Confidentiality

Title 13

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

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

Title 13 of the United States C
the confidentiality of census i
establishes penalties f
confidential census info
share responses, add

the law that guarantees
“on for 72 years. It also

Examples ; s that contain Title 13
informag

3.A, Add Page for Housing Units (when you
ousing unit)

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

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

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

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

PII Data PII data include any information that could be used to
' specifically identify an individual. In the context of the
decennial census, PII includes a person’s name, age, address,
and telephone number. In a broader sense, it includes
information about a person’s personal finances, medical
history, and so forth.

9 protecting information about census
s, the Census Bureau is also obliged to protect
1on about its employees.

Reporting Loss of Title

When you are calling to report a loss or suspected incident,
~orPI1

be prepared to provide the following information:

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

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

e Time of the incident.

e Summary of the incident.

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

e The number of persons or addresses affected by the
loss, if known.
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Decennial Computer If paper documents containing Title 13 or PII information are
Incident Response Team lost, missing, or stolen, contact the Decennial Computer
(Decennial CIRT) Incident Response Team, or Decennial CIRT for short, at

1-877-744-1522 within one hour of the occurrence. The
Decennial CIRT is staffed 24 hours a day, seven days a
week. Contact your supervisor immediately after calling
Decennial CIRT. Remember, the reporting procedure and
all the phone numbers you need are on the D-449,

Emergency Contact Information Card, which is behind your
ID badge.

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

Data Stewardship The Census Bureau wtsf
commitment that is back
release Title 13 or

Data stewardshi
good while prg

This is the core responsibility.

ables the Census Bureau to

he public trust is critical to our ability to Carry out
ion as the leading source of quality data about the
ation’s people and economy.

Ways to Maintain Y ou must maintain the confidentiality of all census
Confidentiality as a Data information. Follow these safe practices:
Steward '

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

e Do not put census materials on top of a vehicle or
beside it when opening the door of the vehicle.

e Never leave forms containing Title 13 or PII
unattended or unsecured.

e Never put Title 13 or PII in a written message.
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o Be careful when discussing Title 13 and PII with
other Census Bureau employees in public places.
Make sure no one else can hear you.

e Return anything containing Title 13 and PII to your
Crew Leader when you no longer have a use for it or
you have completed your work for the Census
Bureau.

e Do not share Title 13 or PII with another sworn

employee who does not have a business need to
know.

o Always ask your Crew Leader if you are not sure
whether something is considered sensitive
information.

Uthe confidentiality

Public Participation Confidenti es the public more likely to
icipd use they know the Census

'y Act of 1974 requires that each federal agency
eople of their rights when collecting information
hem. Specifically, a person must know:

Privacy Act of 1974

Under what law the information is being collected.
How the information is used.

e Whether an answer to a question is mandatory.

¢ The consequences of not answering a question.

D-1(F), Information Sheet, The D-1(F), Information Sheet, contains the ‘Confidentiality
and the Confidentiality Notice’ required by the Privacy Act of 1974. Census field
Notice staff are required by law to give an Information Sheet to

each person from whom they request census-related
information. The D-1(F) also contains the flashcard lists for
determining occupancy, relationship, Hispanic origin, and
race.
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There is a separate D-1(F) in Spanish.. Both versions of the
‘Confidentiality Notice’ section of the D-1(F), Information
Sheet, are shown in Figure 8-1 that follows.

Figure 8-1: D-1(F), Information Sheet
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Topic 4: Restrictions On Political Activities

Restrictions on the While you are working for the Census Bureau, you are covered by
Political Activities of the Hatch Act, which restricts certain political activities of federal
Federal Employees employees. The following are examples of activities that are

allowed or are prohibited under the Hatch Act.

Activities Allowed by Census employees may participate in the following activities
the Hatch Act during non-duty hours:

e Register and vote as they chog

e Contribute money
e Attend polifical funa

e Attend and be al rallies and meetings.

Activities Prohibited Census emp
by the Hatch Act ity while on duty.
Jolitical activity in a government office.

in political activity while wearing an official

gaging in political activity while using a government
vehicle.

Soliciting or receiving political contributions.

e Wearing political buttons or displaying political bumper
stickers on their vehicles while on duty.

Note: Employees may display a partisan political sign or sticker
(such as a bumper sticker) on a privately owned (or rented)
vehicle, as long as the vehicle is not used for official government
work. The employee must remove or cover up any such sign or
sticker on their vehicle during the period in which the vehicle is
used for official government work (for example, while the
employee is on duty). Employees may display a partisan political
sign or sticker from a past partisan campaign after the
election, so long as the person named on the sign or sticker is not
currently running in a partisan political campaign.
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How Does the Hatch It is your responsibility to speak with your CL about permissible
Act Affect You? political activities. Federal employees should know that certain

political activities may also constitute criminal offenses under
Title 18 of the U.S. Code.

For more information on the Hatch Act, refer to Chapter 2 in the
D-590, Census Employee Handbook for Enumerators, Recruiting
Assistants, and Crew Leader Assistants.
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- Appendix A: Abbreviations
AA Assignment‘ Area
AMA Assistant Manager for Administration
AMFO | Assistant Manager for Field Operations
AMQA Assistant Manager for Quality Assurance
AMR Assistant Manager for Recruiting
AMT Assistant Manager for Teglnol
BSA Basic Street Address
C1 Conducted Intervie

CIRT i cam
CL

CLA

CLD

CO

COU

DAPPS Decennial Applicant, Personnel, and Payroll System
DK Don’t Know

EEO Equal Employment Opportunity
EQ | Enumerator Questionnair_e

FLD Field

FOS Field Operations Supervisor

FOSD Field Operations Supervisor District
GQ Groﬁp Quarters
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HH
HU
D

INFO-COMM
LCO
LCOM
LQ
MOV
NC
NRFU
NV
NTE
oCs
0JT
008
oT
oT
PII
QA
RCC
RE
REF
SP

ST

Household

Housing Unit

Identification

Information ’Communications
Local Census Office

Local Census Office Manager
Living Quarters

In-Mover

No Contact
Nonresponse Followup

Notice of Visit

Personally Identifiable Information

Quality Assurance
Regional Census Center

Refusal (Outcome Code on EQ)

Refused (Write in bottom margin when réspondent refuses)

Spanish

State
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UHE Usual Home Elsewhere

WHUHE Whole Household Usual Home Elsewhere
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Appendix B: Census Forms for 2010

Census Employee Handbook
for Enumerators, Recruiting
Assistants and Crew Leader
Assistants, D-590

Census Employee Handbook
for Field Operations
Supervisors and Crew
Leaders, D-591

Daily Pay and Work Record,
D-308

Enumerator Continuation
Questionnaire, D-1(E)SUPP

Enumerator Questionnaire,
D-1(E)

INFO-COMM, D-225

A reference document for use by enumerators, Recruiting
Assistants, and Crew Leaders Assistants that contains

~ information about personnel, payroll, employee relations, and

safety issues.

A reference document for use by Field Operations Supervisors
and Crew Leaders that contains information about personnel,
payroll, employee relations i

A two-page, payroll form completed by
field employe y worked on census business.
The payrg d of the hours worked on census

e expenses. Employees must certify

| on the form is correct to the best
dge. A separate form is required whenever
one task code is used.

d worn on behind the enumerator’s identification badge
a neck lanyard. It contains the procedures to follow if
census materials containing Title 13 or PII data in the
enumerator’s possession are lost, misplaced or stolen.

The form used by enumerators to collect person data for
households with more than five members.

The form used by enumerators to collect information about
NRFU addresses.

A form used by enumerators and other field staff to document
situations that are not specific to the EQ, such as dangerous
areas and large-scale apartment mix-ups.
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Information Sheet, D-1(F) A form that enumerators give to all respondents from whom
: information is requested. The Information Sheet contains the

‘Confidentiality Notice,” which the Census Bureau is required
by law to give to all respondents. In addition, the Information
Sheet contains lists that provide respondents with choices for
the questions on household residency, relationship to the
reference person, Hispanic origin, and race. This form is
available in both English and Spanish.

Language Identification A document that contains statements in 59 languages which is
Flashcard, D-3309 designed for enumerators show to respondents who speak a
language other than English or Spanish. A respondent can
scan the flashcard and poin nguage he or she speaks.
The enumerator ca Leader to provide an
interpreter who speak s language, if the
interview cannot be ob

NRFU Enumerator Manual,
D-547 Nonresponse Followup

arms, processes, and concepts. It is the primary

NRFU Enumerato

{ie-page reference document for use by NRFU
Reference Guide,

cnumerators that contains the most important information
about Nonresponse Followup procedures, forms, processes,
and concepts. It is designed for enumerators use in the field
when they need information in a hurry. It is used in addition
to the D-547, NRFU Enumerator Manual.

Notice of Visit, D-26 A form for use by enumerators when they cannot find anyone
at home at an occupied housing unit. The Notice of Visit tells
occupants that an enumerator visited them and will be
returning to gather census data. It also provides occupants
with information about the enumerator and/or the LCO so
they can contact the enumerator and/or the LCO if they have
questions or are willing to be interviewed by telephone.
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Official Business
Sign/Employee, BC-1199

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

A sign for census field employees to place on the dashboard
of their vehicles when they are using their vehicles for official
census business. The sign should be visibly displayed in the
windshield of vehicles, so the public can tell that the driver is

. representing the Census Bureau on official census business.
‘However, the sign should be placed in a position that does not

block the vision of the driver.

A form that contains a verbatim Spanish translation of the
English Enumerator Questionnaire with enumerator
instructions printed in English. It is designed for use by
enumerators who speak Spanish well enough to conduct the
interview in Spanish with a speaking respondent.
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Appendix C

2010 CENSUS: Block Map
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Appendix D: Household Residency Rules

Who to Count Count people at their usual residence, which is the place where
they live and sleep most of the time, with a few exceptions.
People who do not have a usual residence, or cannot determine a

usual residence, should be counted where they are on Census
Day.

Include people on the D-1(E) Enumerator Questionnaire, (or EQ
for short) who:
e Live or stay at the address on the EQ most of the time.

e Stayed at the address on t April 1, 2010 and had
no permanent pla iv¢

e Stay at the address ori

ime than any other
place they mig

If the respondent is
or her EQ, please

hether to include someone on his -
on ‘Special Living Situations’
rmation is organized by headings
situations to help you find the

Special Living __ es below that apply to a variety of special living
Situations |

Births and Deaths not include on the EQ:

e Babies born after April 1, 2010,
¢ People who die before April 1, 2010.
Do include on the EQ:

e Babies born on or before April 1, 2010.
e People who die on or after April 1, 2010.

Correctional Facilities Do not include on the EQ:

e People in correctional residential facilities on April 1,
2010.

e People in federal detention centers on April 1, 2010.

D-1
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e People in federal and state prisons on April 1, 2010.

e People in local jails and other municipal confinement
facilities on April 1, 2010,

e People in military disciplinary barracks and jails on
April 1,2010.

e People in correctional facilities intended for juveniles on
April 1,2010.

People in these places will be counted at the facility.

Foreign Citizens Do not include on the EQ:

e Citizens of foreign countrie
such as on a vacation or b

Do include on the EQ:

tirig the United States,

e Citizens of forei g in the United States, so
seping most of the time at the

the EQ.

ries living in the United States,

e diplomatic community, so long as
ng most of the time at the United
n the EQ. That could be the embassy,
United Nations facility, or other residences
lomats live. However, they have the right to

o provide any or all information.

eign students living in the United States while
attending college in the U.S., so long as they live and
sleep most of the time at the address on the EQ.

Group Homes Do not include on the EQ:

e People staying in group homes on April 1, 2010.
Do include on the EQ:

e People staying away in religious group quarters, so long
as they live and sleep most of the time at the address on
the EQ.

e People staying away in workers group living quarters and
Job Corps Centers, so long as they live and sleep most of
the time at the address on the EQ.

D-2
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Healthcare Facilities

Merchant Marine

Do not include on the EQ:

e People in hospitals on April 1, 2010 who have no usual
home elsewhere,
» People in mental or psychiatric hospitals on April 1, 2010.

e People in psychiatric units for long-term non-acute care in
other hospitals on April 1, 2010.

¢ People in nursing facilities or skilled nursing facilities on
April 1, 2010.

e Juveniles in residential treatment centers (non-
correctional) on April 1, 2010,

e People in military treatment facﬂmes on April 1, 2010
with assigned active duty

Do include on the EQ:

e People staying away
sleep most of th

long as they live and
ddress on the EQ.

atient hospice facilities, so
most of the time at the address

ptaying away in Veterans Affairs hospitals, except
satric units, so long as they live and sleep most of
ime at the address on the EQ.

ewborn babies staying away in a hospital, so long as
they will live and sleep most of the time at the address on
the EQ.

Do not include on the EQ:
e Crews of United States flag maritime or merchant vessels,
who on April 1, 2010, were:
- Docked in a foreign port,
- Sailing from one foreign port to another foreign port.
- Sailing from a U.S. port to a foreign port.
- Sailing from a foreign port to a U.S. port.

o Crews of United States flag maritime or merchant vessels
who live and sleep most of the time on the vessel.

D-3
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Do include on the EQ:

e Crews of United States flag maritime or merchant vessels
docked on April 1,2010 in a U.S. port or sailing from one
U.S. port to another U.S. port, so long as they live and
sleep most of the time at the onshore address on the EQ.

e Crews of U.S. flag maritime or merchant vessels engaged
in U.S. inland waterway transportation on April 1, 2010,
so long as they live and sleep most of the time at the
onshore address on the EQ.

Military Do not include on the EQ:

e United States military per

¢ United States mili
with them, who live
outside the United

ing in barracks.

dependents living
tary installation

el on U.S. military vessels
he ULS.

rsonnel on U.S. military vessels
ey live and sleep most of the

itary vessels if they live and sleep most of
n the military vessel.

son in military disciplinary barracks and jails.

rson in military treatment facilities on April 1, 2010
with active duty patients assigned to the hospital.

All other people living in military quarters.
Do include on the'EQ:

e United States military personnel living on an installation
or off an installation and not in barracks in the U.S., so

long as they live and sleep most of the time at the address
on the EQ.

¢ United States military personnel on U.S. military vessels
with a U.S. homeport, so long as they live and sleep most
of the time at the onshore U.S. address on the EQ.

e People on military vessels, so long as they live and sleep
most of the time at the onshore U.S. address on the EQ.

e Patients in general or Veterans Affairs hospitals, except
psychiatric units, on April 1, 2010, so long as they live
and sleep most of the time at the address on the EQ.
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07/10/2609



D-547 ; Appendix D: Household Residency Rules
NRFU Enumerator Manual

e Newborn babies still in a Veterans Affairs hospital on
April 1,2010.

More Than One People may live in multiple places for several reasons. For
Residence example, they might live away from home while working to be
closer to work. They might live at two or more residences during
the month, week or year (i.e., those who travel seasonally). And,
sometimes children live in more than one place due to shared
custody or other arrangements,

Do include these types of people on the EQ:

¢ People who stay at the address on the EQ more than
anywhere else.

o People staying at the add
and their time is e
might stay.

Q on April 1, 2010,
veen other places they

Movers Do not include

aed f'the residence around April 1,
Saho artalready listed on a census form for

' who moved out of the residence around April 1,
and who are not already listed on a census form for
another residence.

Nonrelatives Include everyone on the EQ who lives and sleeps most of the time
at the address on the EQ, even if they are not related to anyone
living there.

Do include on the EQ:

e Roomers or boarders.

¢ Housemates or roommates.

e Unmarried partners.

¢ Foster children or foster adults.

¢ Live-in employees, such as caregivers or domestic
workers.

D-5
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Shelters and Outdoor Do not include on the EQ:

Locations '
peation e People in domestic violence shelters.on April 1, 2010.

e People staying in emergency and transitional shelters with
sleeping facilities for people experiencing homelessness
on April 1, 2010.

o People at targeted nonsheltered outdoor locations.

Do include on the EQ:

e People who live and sleep most of the time at the address
on the EQ, even if they sometimes visit soup kitchens or
regularly scheduled mobile food vans.

s People in living quarters for victims of natural disasters,
so long as they live and sl of the time at the
address on the EQ

Students Do not include on th

e College
time a

onot live and sleep most of the
, even if they return to the
break or vacation.

nts iving at and attending college outside
ites.

ying in residential schools for people with
lities on April 1, 2010.

nclude on the EQ:

College students if they are living and sleeping most of
the time at the parental home.

¢ Boarding school students living away from their parental
home while attending boarding school below the college
level, including Bureau of Indian Affairs boarding
schools.

e Foreign students living and sleeping most of the time in
the United States while attending college.
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Transitory Locations ~ Transitory locations include recreational vehicle (RV) parks,
campgrounds, hotels and motels including those on military sites,
hostels, marinas, racetracks, circuses, and carnivals.

Do include on the EQ:

e People who sometimes stay at transitory locations if they
live and sleep at the address on the EQ most of the time.

e People who stay at the address on the EQ more than
anywhere else.

e People staying at the address on the EQ on April 1, 2010,
and their time is equally divided between other places they
might stay.

United States Citizens Do not include on the E
QOutside the United States

s U.S. citizens living ed States.

Visitors and Travelers

, 2010 who will return to their

> temporarily away from their usual residence on

, 2010, (such as on a vacation or business trip,

ing, or traveling outside the U.S.), so long as they live
and sleep most of the time at the address on the EQ.

People temporarily away from the address on the EQ on
April 1, 2010 working elsewhere without a usual
residence there (for example, truck driver or traveling
salesperson), so long as they live and sleep most of the
time at the address on the EQ.
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Additional Housing Unit

Adult

Assignment Area (AA)

Assignment Area Number

Assignment Area Bind

Assignment Area Bi

Glossary

A housing unit an enumerator discovers while interviewing at
a NRFU address that is not listed on the D-103.1, Address
List, in the AA binder.

For the decennial, an adult is a person who is at least 15 years
old.

A geographic area established
usually consisting of ing

collection purposes,

ecific AA on forms. The AA
git number that is begins with the
and a hyphen. An example is *32-

(8 /2" x 14”) three ring, black notebook that
omplete listing of the addresses for all known
units in an AA. Each AA Binder contains the

D-101A, Special Notice Page, is the first page in the AA
binder and contains a statement that the contents of the binder
are confidential.

D-103, Cover Page/Quality Assurance Review Page, is a
two-sided page. The Cover Page is used to record the AA
number, the Crew Leader’s name, and the enumerator’s name.
The Quality Assurance Review Page contains the checklists
the enumerator, CL, CLA, and LCO staff use to review the
questionnaires and the binder contents as they are completed
by enumerators.

D-114, Block Listing, provides a listing of the block numbers
within the AA.

Glossary-1
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D-103.1, Address List, contains the addresses of all known
housing units in the AA. ‘

D-103.4, Add Page for Housing Units, is used by the

enumerator to list additional living quarters discovered in the
AA. :

Map Envelope

The map envelope contains census block locator maps, census
block maps, and a map legend.

Assistant Manager for The AMA oversees and is responsible for the administrative
Administration (AMA) area in the LCO, which includes personnel and payroll
activities.

Assistant Manager for The AMFO oversee

Field Operations (AMFO) managing, and m d data collection production
operations, whi U. The AMFO directly
supervises t DO0S for field operations.

e for planning,

Assistant Manager for The
Quality Assurance
(AMQA)

=sees and is responsible for planning,

nd monitoring all field quality assurance

he AMQA directly supervises the FOS and the
d quality assurance operations.

Assistant Manager he AMT oversees and is responsible for managing and

Technology (AMT) monitoring the computer system and other technological
systems in the LCO.
Basic Street Address 'The house number and street name portion of an address that
(BSA) does not include a unit designation. An example is ‘11 Main

Street.” When a building uses a fractional number or letter,
the fraction or letter is part of the BSA. Examples are ‘120%
Main St.” and ‘505A Market Street.’
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Callback Attempts

Census Block

Census Block Map

Census Block Locator
Map

Census Block N

Census Day

Confidential Data

After the enumerator’s first personal visit attempt to obtain
information at a NRFU address, the enumerator may make
two callback attempts in person or, depending on the number
of contacts allowed in the ‘Record of Contact’ section on the
EQ, between one to three (usually three) telephone callback
attempts.

A geographic area bounded on all sides by visible features,
such as roads, railroad tracks, or rivers; or by invisible
features, such as county lines, city limits, political boundaries,
or property lines.

A map that shows the €
an AA is located. Itisavy
roads and housing unj
located within the

five-digit number that identifies a specific block on census
aps and forms.

The reference date for collection of census data. For the 2010
Census, Census Day is April 1, 2010.

All existing and newly collected address and personal data
(including map spots) contained in Census Bureau materials
are considered to be confidential data and are protected under
Title 13 United States Code (U.S.C.). Confidential data must
be maintained in secured, locked areas. Only persons who
have taken the Oath of Office or have special sworn status,
with a need to know, are allowed access to confidential data.
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Confidentiality Not divulging any of the data that is census confidential,
including the data we collect, to anyone who is not sworn to
maintain census confidentiality or who does not have a
business need to know. Confidentiality is required by law,
and is the basis for the public’s trust that the Census Bureau
protects their privacy.

Confidentiality Notice The section on the D-1(F), Information Sheet, that is titled
‘Your Answers Are Confidential,’ which, by law, must be
provided to all respondents, either as a handout when personal
contact is made or read by the enumerator during a telephone
interview. - ‘

Crew Leader (CL) A Census Bureau empl
Crew Leader Assist
the FOS.

ses enumerators and
CL reports directly to

Crew Leader Assistant

who assists the Crew Leader by
(CLA)

rom the CL. The CLA reports

Crew Leader Distr
(CLD)

ohic area assigned to a Crew Leader.

Data Stewardship Providing quality data for the public good while protecting

individual privacy and confidentiality is the Census Bureau’s
core responsibility.

Decennial Census Article 1, Section 2 of the United States Constitution mandates
that a census of the population be taken every ten years, and it
is, therefore, called the ‘Decennial Census.” The constitutional
reason for conducting the census every ten years is to
determine the congressional representation of each state in the
U.S. Congress. However, the results of the census are used
for many purposes in addition to determining congressional
representation,
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Demographic Surveys Surveys the Census Bureau conducts on an ongoing basis,
between and during censuses, on behalf of various federal,
state, and local government agencies.
Direct Access An entrance to living quarters directly from the outside of the
building or through a common hall.
Enumeration The process of gathering census information and recording the
information on census forms.
Enumerator A Census Bureau emplyee ws people to get
‘ information for the ce tor reports directly to
the Crew Leader.
Equal Employment EEO is theri s to apply for and be evaluated
Opportunity (EEO) j regard to such non-merit factors

igin, color, religion, disability, age,
liation. The EEO complaint
inistrative process designed to safeguard
All applicants and employees have a right to
retaliation for filing an EEO complaint,

g in the EEO complaint process, or opposing

| discrimination.

Falsification The deliberate act of entering false information on census
forms, including EQs and payroll forms. Falsification is not
tolerated by the Census Bureau and is grounds for immediate
termination of employment.

Field Operations A Census Bureau employee who supervises Crew Leaders,

Supervisor (FOS) The FOS reports directly to the AMFO.

Gated Community A community composed of houses, duplexes, townhouses,

and/or apartment buildings that has a secured gate, fence, or
other barrier to limit access to nonresidents.

Glossary-§
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Hatch Act The law that regulates federal employee’s participation in
political activities. :

Household (HH) A person or group of people who occupy a housing unit as

. their usual place of residence.

Housing Unit (HU) Housing units are places where people live, such as houses,
townhouses, apartments, mobile homes or trailers, single
rooms, or a group of rooms that are occupied as separate
living quarters or, if vacant, are intended for occupancy as a
separate living quarters. '

Identification Badge - Commonly called the ID gl cd to identify all
census employees a orn at all times when they
are working on siness

In-Movers oved into the NRFU address

Local Census Office
(LCO)

y office established for decennial data collection
LCO staff manage and support census field

Local Census Office A Census Bureau employee who has overall responsibility for

Manager (LCOM) the quality and progress of all field and office operations in a
single Local Census Office (LCO). The LCOM directs census
activities for the LCO area, and monitors the progress and
costs of operations to ensure they are on schedule, within
budget, and meet data quality standards. The LCOM
supervises the AMA, the AMFO, the AMQA, and the AMT.

Manipulation of Hours Moving hours from one pay period to another in order not to
‘ be paid overtime. Also called moving, accumulating, or
banking hours, manipulation of hours means the employee
knowingly submitted a false payroll. Manipulation of hours is
not tolerated and is grounds for termination of employment.
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Map Feature Any part of the landscape portrayed on a map as a point, a
line, or an area, including invisible boundaries of legal
entities, such as city limits or county lines.

Map Legend A single sheet of paper that shows the symbols used on census
maps and gives a brief description for each one. A map
legend is placed in the map envelope in each AA binder.

Map Spot A circle symbol on the census block map with a number. It
identifies the location of residential addresses on the census
block map.

Map Spot Number The number assigned to ¢ n the census block

map. If the map sp
- parentheses besid
structure or mobi

s a number within
represents a multi-unit

Mobile Home/Trailer Park ile homes/trailers or sites occupied or

ancy at a single location.

Mobile Home/Trai home/trailer site is a location in a mobile

railer park that is occupied by or intended for
ccupancy by mobile homes and trailers,

Multi-Unit Building A building that contains two or more housing units at the
same basic street address.

Nonresponse Followup Nonresponse Followup is the field operation in which
(NRFU) enumerators visit the addresses for which the Census Bureau
did not receive completed census questionnaires by mail.

Not-to-Exceed Date (NTE) The expiration date of a decennial employee’s appointment,
which is eight weeks from the date the decennial employee
began working for the Census Bureau.
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Observation Enumerators are observed by a CL or by a CLA after initial
training, usually during the first week of field work, to ensure
they understand and correctly follow census rules and
procedures.

On-the-Job Training Additional training after initial training class for enumerators

(0JT) who do not understand a concept or procedure, make errors on
their work, have problems in the field, or ask for help.

Outcome Code The code the enumerator prints in the ‘Record of Contact’
section of the EQ every time an pt is made to contact
someone about a NRFU addr

Overtime Hours of work that urs in a workweek. Overtime
must be approved in writing by the appropriate
supervisor at the I

Pay Period d, beginning with Sunday and ending on the

Payroll Hotline ree number decennial employees call for personnel

rol]l problems. It is 1-877-233-4776.

Personally Identifiable Any information about an individual maintained by an agency

Information (PII) that includes, but is not limited to, education, financial
transactions, medical history, criminal history, or employment
history information, which can be used to distinguish or trace
an individual’s identity.

Privacy Act of 1974 The law that requires each federal agency to advise people of
their rights when collecting information from them.
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Proxy

Quality Assurance (QA)

Reference Person

Reimbursable Expenses

Respondent

Separate Living Quarters

A nonhousehold member of a NRFU address who has
knowledge about the Census Day status of the address, and its
occupants, if the address was an occupied housing unit on
Census Day, with whom you conduct the interview for that

address. Any eligible respondent must be at least 15 years
old.

The process of reviewing work to ensure that accurate data is
collected, and that census rules and procedures are being
followed. The main purpose of QA is to detect and deter
falsification of data, and is one of the CL’s primary
responsibilities.

Person 1 in Question 1
household member
housing unit.

s usually an adult
owners or renters of the

“tor which they receive repayment.
mileage, tolls, and telephone calls that

he person who answers questions about the NRFU address.

“Living quarters in which one or more occupants live

separately from any other individual(s) in the building and
have direct access to the living quarters without going through
another living quarters, such as from outside the building or
through a common hall. For vacant units, the criteria of
separateness and direct access are applied to the intended
occupants.
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Title 13 of the United Title 13 of the U.S.C. is the positive law that governs the

States Code (U.S.C.) Census Bureau. Title 13 stipulates that information gathered
by the Census Bureau can only be used for statistical
purposes, not for any use against and individual by any
government agency.

Unit Designation A designation for each living quarters in a multi-unit building
or mobile home park. Examples are: ‘Apartment A,” ‘Unit
302,” and so forth. Sometimes a description is used as a
designation. An example is: ‘Basement Apartment.’

Vacant — Regular A housing unit that is intende -round occupancy and
was not occupied on

Vacant — Usual Home A housing unitt be occupied for seasonal or

Elsewhere occasional use onl e occupied by persons with a
usual resid 1 the time of the NRFU

Whole Household — Usual the household at the NRFU address has a usual

Home Elsewhere

(WHUHE)

Writing Conventions riting styles that the enumerator uses to print information in

fill-in boxes, or that helps the enumerator determine how to
read and administer the EQ.
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(07-30-2008}
First'Name

Last Name

DAILY PAY AND WORK RECORD
~ 2010 CENSUS

U.5. DEPARTMENT OF COMMERCE
Economics and Statistics Admipistration
U.8. CENSUS BUREAU

Wi ‘Employee 1D

tonth Day Year

1. Date worked.

2. Task code ... Operation name . .

3. Office code . . Office name ... ..

Day worlked -
Mark X

SunMon ! Tue Wed Thu Fd o Bat

DE][]EJDE][]

if RECLAIM —
Mark: (%) ]

thisbox. ———>

Remarks

Points of travel

iE

From

Hours worked

~ Do notinclude breaks.

200,115,
FINISH {30 5]
Regular - - o Dam: 5 [ Jam
H "
D’~ D pm
Training. o o —
mng " oam ' O am
'l(\light Differential L] pm O pm
(B pm—Gam).. .. A
tl am . O am
£ oy
' 1 pm 1 pm
Overtime. .. .. .. T,
Night Differential/: O am . 0 am
Overtime ]
(6 pm—6 am). ... U pm O pm
[} am 2 (] am
H :
Total oL vvinl » E e Il pro | pm
3. Have you claimed ALL hours w. not.— Please list number . of hours, -date(s) hours were ‘worked, and.an Cases Completed
explanation of why you are not claimlng 1-for payment {Filled by supervisor)
‘ CLD: number
4. Reimbursements S ]
: e Other = Specify Cases supmitted
in:Remarks and.
\ : altach -receipts
 Miles:driven Telephone $ = where.requirsd. $ »
' FO Cages accepted
U

$

Privacy Act Notice - All information furnished will. be treated in-accordance wilhithe Privacy ‘Act of 1874 No information will be ‘released except.as authomed by the Acl.

Employee's Certification ~ Under penalty of fine and/orimprisonment, Loertify
that the information on th;s form isfrue and correct ic the best of my knowledge:

“Supervisor's Certification - | cortily that.i have reviewed the emnes tmade and
they-appeario be reasonabie and atourale;

Sngnature Date

Signature Date

Alidited by (nitial. Remarks

FOR OFFICE . * date)

USE ONLY

Copy distribution: ORIGINAL - Fayroll
USCENSUSBUREAU

COPY - Employee

i
£
X
a)
o
-
2
£
S
&
>
2
8
o
@
1]
i
m
|
-
<
Z
g
o
O
@
3
@
@]
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U.8. DEPARTMENT OF COMlMERCE

(07-30-2008) DAILV pAY AND WORK RECORD Economics and Statistics Administration

, 2010 CENSUS U.S. CENSUS BUREAU
Part A - EMPLOVYEE INFORMATION
First Name Mi Employee 1D
L.ast Name

Month Day Year
Sun Mon Tue Wed Thu Fri Sat If RECLAIM ~
Day worked - Mark (X,
1. Date worked. Mark (X} . ... .. uoooooao this bogc)—*——* U
Remarks
2. Task code . . . Operation
3. Office code . . Office name . | . ..
4. Points of travel ‘
Erom To From

Part B - PAY INFORMATION
1. Hours worked %% rom oFFicE usE ONLY | 2 d - Do not include breaks.
FINISH 130, :48)
Reguiar ... .... L1 am . U am
L 4
CJ pm [T pm
Training. ... . ... [T am . M am
[
Night Differe)miai 0 pm L pm
(6 pm-6am).... .
O am . 7 am
a
. [J pm O pm
Overtime. . . .. ..
Night Ditferential/ L] am . LI am
Qvertime H
(6 pm—6 am) . . . . O pm O pm
O am . 0 am
Total . ......... O pm ) ] pm
3. Have you claimed ALL hours wo not ~ Please list number of hours, date(s) hours were worked, and an Cases Completed
explanation of why you are not claiming them for payment. (Filled by supervisor)
i CLD number
4. Reimbursements Other ~ Specify ) Cases submitied

Miles driven ) Telephone $ u
FOR
OFFICE
USE
ONLY $ M

in Remarks and
attach receipts
where required. $

Cases accepted

$ .

LT

Pari C - CERTIFICATION

Privacy Act Notice - All information fumished will be treated in accordance wilh the Privacy Act of 1974, No information will be released except as authorized by the Act

Employee’s Certification - Under penalty of fine andfor imprisonment, | certify
that the information on this form is true and correct to the best of my knowledge.

Supervisor's Certification ~ | cortify that | have reviewsed the entries made and
they appear te be reasonable and accurate.

Signature Date

Signature Date

Audited by (Initial Remarks
QR SRFICE | 4

Copy distribution: ORIGINAL - Payroll COPY - Employee
USCENSUSBUREAU

3081

D-308 COPY — Prints black ink only



WOTTY

ay
i

from all

g

WAL

PR

¥OALT BTRT

JOt

255k

.
&

This page prints on reverse of D-308 COPY enly; black ink, 40% screen



.@LmVEhQ.NNWNws@ JOFD IR

“CHE-Q PIPDY 2yl Jo ORI ALEUINNG MIAINU],

3y up g ura] UF (HHL, LA TI0USPISAI [Rasn oty JO
ssa1ppe 2 Fursu spuednooo sy J0j Juapuodsal 3§ Yiis MITAIIIUL
ue Jonpucs pus ‘sxsunegsoub JuL(g B asn BOTLPISI [EaSN
aaq 1oy aapsuuonsanb v serdures Jou pyp proyasnoy s4; 1eY)
sapes Juspuodsas a3 I 9OUSPLSAT (UNST 1Y) 40§ ayeutonsanb

® pejorditros Lot J1 yse uayy “OF POIGR] U3 U0 ABLAII NAYN
a1y ojopduiio)) “samig PaliUf] SYI UL JISYMIS]D HOUTPISAL [ensn

e aasy Lot pue ‘sroyy Suke)s ouokinas sof osnoy L1Epuodds
30 uOpEYA B SI $SOIPPE ST Juys nok suuaj wuepuodsas
ployssnoy oy “yun Buisnoy (YN 8 10) astatop ue Sugonpuod

“YIIO} 0§ Pue “SIIYRIDIED SpIO{pUL]

‘s10qyBian apnpu spuapuodsor Axoxd su sa1es UsYo oym sjdoad
30 sofdiuexy "SSAIPPE JRY) 1O} MSLAISIIL S} JOUPHOD N0 WOUMm
LM puv “ssaIppe (LN 843 JO sms Ar(] sasua)) oy Jnoge

0B PojAOLD] S8Y O JOGILSW POYISHOYLON Jnpe Uy “ATOIY

“aapuRoysangy soppiawnu g ‘(Y 1-(1 poppe 243 Jo

UOOOS AIBHIUNG MILAIDILY, AU} UL 4 WAL UL AQI, WIBW
‘proyesnog aip Jo ssarppe Leqf sasuasy 2y usn wwapuodsal

oY M MBIAIT T Jonpuca pae xeuuonsonb yusq v osn
“Ke(] STSUIL) LO POAT] A9U3 DI0YA SS2UPPE Y3 10} dateunoysanb
AU 1) papR{PU] JOU SEM PIOYISNOY I JBYS SIEIS JUSPLSOL
JHaLIne S §] "oouspisal Kg(] susus)y N3 1of sneuuonsonb

e pajajdurod Loys g1 yse uayl ‘D pajeqe] 241 U0 Mataldjul
NAIN 24 230jdEo])y AB(T $HSUI)) UO SSAIPPE dY) J& IAL 10U
PIP PIOYSSHOY 104 10 511 NOA SULIOJUE JUSPISHI AL 34} ‘JuR
Fuisnoy (1N B 10§ matatequr tz Suionpuoo sYM, TSACIAU]

-Kecy snsuayy uo siat Sunsia sjdoad pey sary 1wu Lews
10 Keus Jei o8N [RUOISEAOO 10 |Eu0sEs 10} AJuo Lsuednoos
10} POpUMUL (1H UY “SIIGMIS[H SUHOF] [ENS[] — JUEITA ~
“Ke(] snsus?y uo paidnoso 3ou sea jey) siaysenb Fuial spesedas
s Kousdnoos 10} popuait (JH Uy “TE[RISY — JOEIEA ~
-oouapisal Jo a0efd [ensn Joy) s
Auposy o3 a8n oy sjenprAIp 1oy stopenb Sural] 51y SIIEAL
“Qrednaco sy o souspisal jusuruiad i se pordnoso sxe Aoy
voym s3un uisnoy se payisse]o ore soos]d IejIUNs pUY ‘S{SI0U
“$[030Y U1 SWOO] JO SajIns 10 swool pardnoo( -(dig ssewisng
# U0 JO uolEsta uo AL S8 Yons) juasqe jueiodwo) arem
spuednooo au J1 taaa ‘Ke(y susuary uo (YH oup ut Bugar] suosiod
10 tostad agy Jo souapisad jo soepd jensn o TPIAMISG ~
ssnun ursnoy
10} S3PED SUORO 34 JO Yoes 10} suonIuLep 21e Jumoljo) oyl
QIBYMIS[F JUIOK] [BNS[} —JUBIEA  ®
’ aemdoy —JUBIEA e
padnang e

ey

suun Fuisnoy Jog $3pod SWdN0 94, jley uowkos g ySnony

10 SPISINO W) $53008 100IP ARy ISat jiun Fmisnoy v sspenb
Faragp s1rsedss se Louwednodo 10) papuail Juuses ji o siapeab
Buray] sresedos se pardnooo woat s{3us e 1o swoo: jo dnoxd

® ‘Iajieiy/cutoy afiqow ‘uatruede ‘esnoy v

XAVSSOTD

IpING IUBIIDY HOMQ) L0} IAUNUT (LTUN

“Kamssaoou Jt “sepoadiopl s §u J0 4B 1 J0 988 oy Jopun st

Oy JOGUIAN P{oyasuoy v "suonsanb somsuz of s1qi81o st 98e Jo
s2eak ¢ 1562} 18 19qUIS PIOYOSHOY B “IDADMOY "SWIOY o $1ual
10 SUAO OYA Joquiat ployasaoy (+§ | 288) yjape e st juepuodsal
pausjerd oyl (T POMAIGS0 U8 10]) RBPUOASIY 1IN

ISty $sa4ppy *1'E01-Q T UO PaIst] SI 18Y3 §S3Ippe
sasuss Jupsixs Layous Jo eondnp © St SSUPPE NLIUN 3|
ey SunLEIP ROA BAYM LOSEDL 2}a(0p I 25 “SFEONAI -
-tun Busnoy pardnoso ue
JOY MSIAIIJUL LB JOnpPUOD SN B0k ‘K8 SUSUS)) U0 AOUIPISAT
© S8 POlIQEYUL $BA 31 1 I9A0MOH HOLOMIISUOS 1opun
3O “PBULLIAPUOD “SHBUISTD 31 01 uado §1 SSIPPE [1LAN O 1)
SUILINGP ROA USYM OSB3 S1919p SUR 95 TSTABENAEHIN]] -
“AB(] SOSUS)) UO SUS DY} UO IDPEN/DUIOY
spqow ou sem alay pue xed Jsjreg/euoy spqotu e ui (ped
10) 5U$ # 10J $1 S$2IPPE [LIUN S JBL) SUILLINOP NO UoyA
00sEa1 S1a{p Sl 08} SIS IOEA L0 TGO Gy -
‘uatdojaasp Buisnoy ¥ ut suoy opout v 30 *Aufroey 28eios
© JUSIYSIIGRISa SSAUISRY & S ssaIppe 3y ‘apdurexs Jog “Ae
SOSUST) UO IDUSPLSII & SB PISH JOU Sem SSUPPR [ TIN o4t 16l
QUIULIAIOP NOA USYM UOSBII 03P SIY) 5[} TENUOPISITTON -
' . pefurys
4599 SeY JOGUIRU 9$n0Y ¥ asuedaq 1saf 91800] Jouues,
STyEIS JUL) SY3 OST 10U O apop] "POJq SNSUSD U3 U ISIXD
10U S0P S52IPPE N1 AN Y3 ‘3durexo Jog ssUpPe (LLUN 9Y) 4
puL} JouLEs NOK USLM UOSBAI BJ9J3P SIY) 95[) IIEI0] JOUTE,
“Kp¢] snsua)y 218
30 10 JNO POLING SEA SSOIPPE [LTYN U I8 Jtun Buisnoy &
Jeis SUILIIIOP NOA USYA UOSES) 21015 Sup 281} THe PITING

IO U0 PAYSHOLISP SEM SSIPPE (14N oY
UL} SULLLINP NOA UHYM UOSBSI 2)O[3P 81
110889 939]2(F YOBS 104 SUOL

PAVWIPUBD *SPUIWY] -
EXTER °

oN e

23EI0] JOUUEI/IBO g .

SaphOUl *BuPUUOHSING, Liawnuy ()11 99
uO SUeSERE P[P Y, PAIdEP 3G pi SSQIPPE I UOSEII YL
suisep o) Axoad & gim DF te slopdwios *Ae] sasua)y uo Y

uE SU J5[Xe J0U PIP SS0IPPE (LINN OUl WS THGSEIY SPRU
(" IAOIN-uY, 298} @
(232 MOS|I] OSNOJY [BUS) PIOYISNOY OYM, 39G) o
‘smyegs Kv(] snsua)) sit 303 O Yuelq e Junajduwios
Aq [1H 0 ppe ‘sino00 sup 31 (eSered v ioao
yuswpedy ue ‘o)diuexs 10§) ISI] SSIIPPY JNOA U0
300 51 1nq ‘Ke(q SUSUL)) HO PIASIXS 1oyl [JH (PUOUIPPE
Ue 19A0051P NOA ‘MaraTol ue Funoupuod M. .
(H) Hupy Susnofy ¥ Suppe 10 SUOLEIS 39T 318 3194, PPV

XUVSSO'TO

20004092-SY5—6002 TTD1H-0 DNILNIYG INIWNKTIACD '$ 06D

(SOVA) SNOLLSANO
@ISV ATINENOTHA

“sawil [[B 18 A32185 In0K JO arme 2F

puE IS[rusIBW [BIUSPLUC) SASUAD WOl0LT
Suapuodsar oi} YuBl) pUe SNOSLNOO o]

‘papross s8 £po8xa suousenb oy peay

Sooys uoyouofiy {()1-d 3y suspuodsar sy aaiy
AU OO) DU 0P EABA I SNAILINIUL OYY SUTD IPUCY Y

* e 0 o

‘snye)s KB(J $USUS)
ot ULIUOs wes oym Axoeid
Bgum OF teepdmo) e

KG(] SNSU)) U0 JUBOBA J1

39(0Q 94 JO suonIuyop

10y A1BsSO[) 903 TSIA I o)

38 Axoxd e TIOY MIAIAIIUY
a ue weqgo Lein nok ‘pouad
SSAIppY awofdng - o AL 215u8 oy Sunp

Ijqenqeymiuy e Keme aq Jpa spuednooo
SUS Jo[1BL] SWOH oy sufusep NOAJ] e
spqop Adury e “matatonn 243 108 03 ssazppe
[BHUSPISSIUON. ¢ | o 16 styess Aeg] snsUa)) ot
B0 JOUURT e noqe saowy oym (Axoid)
o powing quisul ployasnoyuou
paysijowaq & {npe We puly paoys

nok ‘Jwoy 18 QN
ployesnoy e puty jouued
pie (30441 Jo (103) sydivsne
-§sa1ppE {euossad jo saquinu pamolje

“Suossay 919[0(

Q1 930pp 03 Axoad o e nOAJ] . - e
g pia Oy e sspdwoe) *2IUIPIEAL
“010z 1 1y wo (1H uE o Je soAl] A(jensa
30U SEA 3 Alja SUILLNOP oYM JaqLIsL PioYasnoy
PuB SSAIPPE A} JO STYBIS ynpe SGIBIS UB MIIAIIIUL
A3 snsusD) 9 SM0WY 0} A pue uosiod ut

oym Kxoxdepun e durspe 185y A MjBN @

v snsu9) ue I e heq
snsua)) uo pardnasg If

J0u sea J AYA suuaate(

aH
YETOU SESSIPRY A WesSISSaappy
S Lo

‘0107 1 114y w0 (RED 300

Bugsnogg e sea 1 JT OWULISIOP ‘SISIXS $saUppe I}l G
“§oo|q snsuss payeudisap
. DY} Ui BISIXS SSAUPPR [JUN SYI 18UY ULILFUO])
“JORIUOD (BRI
oy 10} SsaIppPE (L LYN 243 O HSIA [puosiod € R
a0 paey Justoiyo ue wejd 01 sdew snsuad ot 8s()
“gojews sateunonsanb pojaqe;

pue sdew G517 ss01ppy ‘Bunsy doold 241 18Y JUopA T

v

o

“epuig (V) eaiy
wswuSissy ue nok suBisse (D) Wper | Map MO T
pRue)) [rhuy

J0 syse) soiesamnay (NIAN) dnsoptey asuodssinoN

MSV.L HOLVATNANT

6002/07/80) 1'L¥S-Q
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ensus - -

2010 LANGUAGEleNTIFI

Hello, I'm from the U.S. Census Bureau. Is someone here now who speaks English and can help us?
If not, please write your phone number and someone will contact you in English.

Buenos dias (Buenas tardes), soy de la Oficina del Censo de los Estados Unidos. ¢Se encuentra
alguien que hable inglés y pueda ayudarnos? Si no, por favor, anote su ntimero de teléfono
y alguien se comunicara con usted en espafiol.

Pérshéndetje, uné vij nga Zyra e Regjistrimit t& Popullsisé s& Sh.B.A-sé.
@ flet anglisht dhe mund t& na ndihmojé? Nése jo, ju lutemi shkruani numr
dikush do t’ju kontaktojé né gjuhén shqipe. ,

ATRIHT 1 hACRET PAWHAL Bmd L Y
CULTN QD+ AA? hAA AT PAAR RTCT S
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Paspetliete fa BU Ce NPeACTaBs, a3 CbM CIyUTen Ha BIopoTo no npeBposisaHe Ha HacenenneTo
Ha CALL. Vima 1 TyK HAKO#A, KOWTO roBOPU aHrNMACKY 11 61 MOTbA ia HY MOMOTHE? AKo HaMa,
MO, HanuiieTe CBOS TenedOHEeH HOMED, 3@ [1a MOXE HAKOW OT HALWTE CRYXWUTeNu Aa Bi ce
obagn Ha Bbnrapcku,

USCENSUSBUREAU

01. English

02. Espariol/
Spanish

03. Shqip/
Albanian

04, ~¢RC TN/
Amharic

05. 4y il /
Arabic

06. 3wykiptu/
Armenian

07. e/
Bengali

08. Gwrrapcku/
Bulgarian

D-3309 (03-24-2008)
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Dobar dan, ja sam iz Ameri¢kog biroa za cenzus.
nam pomodi? Ako nema, molim Vas da napiSete svok
kontakt na hrvatskom jeziku.

koga tko govori engleski i moze
18, pa ¢éemo stupiti s Vama u

U S. Census Bureau). Je zde nékdo, kdo

Dobry den, jsem z Amerického Gfadu R
¥ ne, napiste prosim své telefonni &islo a nékdo Vas

hovofi anglicky a mlZe nam | i?
bude kontaktovat v Sestiné 4/

e of yoo Wl alaize digda g sliyl Wy pul sodada SWL 3 (s lad ugds B3 3 e Dk
ST 38 S 1 Lo 20 45013 18] gulb ol 1y 4 o S i
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Kudual, yen ye raan de maktam de kugén de koc de Amerika. Non raan ye jam & thon de Linglith 18u

bé wok kony & ké looiku? Na liu, ke yi gd3r telepundu ku anor raan bé yiin col & thuonjén.

Hallo, ik ben van het Amerikaanse Census Bureau. Is er iemand hier die Engels spreekt en ons kan
helpen? Als dat niet zo is, wilt u dan uw telefoonnummer opschrijven? Dan zal iemand telefonisch
contact met u opnemen in het Nederlands.

D3-3309 (09-24-2008)

09

10.

11,

12.

13.

14,

15.

16.

17.

Gioo/

Burmese

manigi/
Cambodian

R/

Chinese
(Simplified}

X/

Chinese
(Traditional)

hrvatski/
Croatian

Sestina/
Czech

B/
Dari

Thuonjan/
Dinka

Nederlands/
Dutch
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Bl ol 4s 4S G Lo s S U o o.m,oc;s/yg\ﬁju&ywmm}s_sew ks
DS ey g | Ol o jlad lad sy eSS SIS (SaS Le g 23 gisa 9 A Ui
w2 Rl ga (et Ladi by gl 03 4

Bonjour, je travaille pour le Bureau de Recensement des Etats-Unis. Y a-t-il quelqu’un ici qui parle
anglais et puisse nous aider ? Sinen, notez votre numéro de téléphone pour que quelqu’un puisse
vous contacter en Frangais.

Guten Tag, ich komme im Auftrag des Bundesbtiro zu Durchfuhrung von Volkszahlungen,
Kann ich mit jemandem sprechen, der Englisch spricht und der uns helfen kann? Wenn nicht,
schreiben Sie bitte thre Telefonnummer auf und es wird sich jemand in deutscher Sprache mit
thnen in Verbindung setzen. -

I"g1d oog,
Bipoote and myv Yanpeoia Anoypoghs tov HITA. Eiver xovel £36 avth
eLumnpetnoey; Av &yl TopaKeid onperdote To TMAEEOVO cog kot Ba. ¢
o1o EAAHNIKA.

Ayyhra vo pog

™ o"m/mﬁ
g pali oog

Bonjou, mwen se anpwlaye biwo resansman amerik
konn pale anglé ? Si pa gen moun nan kay la ki pale
moun kki pale kreyol ayisyen rele w, "

pale ak yon moun nan kay la ki
kil nimewo telefdon ou pou yon

B13% TPYRIR TATAW T VAT WYY
1A DWA DONK M

TP MR YW PO TRon TWN0 IR, DY
OO%W 1YY MDD AR 1AND RIX KDY 702 700 e

Bal, H e SRR o) W &)y ond gwl twr wd @l ¥ Sl ool gierar €) ok g waw o e 817
afy =@, 1 puar s B A ford ofw w1l s B A wud v

Nyob zoo. Kuv tuaj hauv Teb Chaws Asmeskas Chaw Suav Pej Xeem tuaj. Puas muaj leej twg nyob
hauv tsev uas txawj lus Askiv thiab pab tau peb? Yog tsis muaj, thov sau koj tus xov tooj tseg, mam ki
muaj ib tug neeg hais lus Fimoob hu tuaj rau koj. ‘

J6 napot kivanok, az Egyesiilt Allamok Népszamlalasi Hivatalatol vagyok. Van a kézelben valaki, aki
beszél angolul, és segiteni tud nekiink? Ha nem, kérem, irja le a telefonszamat, és kapcsolatba fogunk
lépni Onnel magyarul.

D-3309 (09-24-2008)

18.

19.

20,

21.

22.

23.

24.

25.

26.

a4/
Farsi

Francais/
French

Deutsch/
German

EAAvikG,/
Greek

kreydl ayisyen/
Haitian Creole

nmay/
Hebrew

Hindi

Hmoob/
Hmong

Magyar/
Hungarian

Page 3



Hello, taga Census Bureau ako ng U.S. Adda kadi kadakayo nga makapagsarita ti English ken mabalin

nga tumulong kaniami? Nu awan paki surat yo iti numero iti telepono yo ta adda iti tumawag kaniayo
nga ag llocano.

Salve, chiamo da parte del Census Bureau degli Stati Uniti. C'& qualcuno che parla inglese ed
¢ in grado di aiutarci? In caso negativo, scriva il numero di telefono e sara contattato da qualcuno
che parla ltaliano.

CAICER, MEKERBRERORETT, CE55 CREBEERTEZORAELCHIVERG
BIHAVE2LPVETA?2ELVWARVERE, SLLOBBEESEBEEVEF T,
AAREZHEIRBIEREVELET,
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2
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ﬁﬂb‘]ﬂﬁ@‘)wﬂ%ﬂef)ﬁﬂ ey aammawamsq\mu.
ke wonida ssfodmanay (Juwagax

SeneS0sauine. u“iwsjznm
b U121 (A1) Ynav§ugoqmay

Cia dabar yra kas nors, kas kalba angliskai

Sveiki, as esu i§ JAV Gyventom suras -
g syti savo telefono numer] ir su jumis susisieks

ir galéty mums padéti? Jei
lietuviy kalba.

anGRI0, MM ) af)my ervadavas sniyeoo@lad alamosmy, g_)og%fﬁ LG 1A 0N EYHOBIRN. 0G0
NoiHswIEME0 aMEBHZ Tanowendm? megimlm, Manaes asalicanomB MU ag ey MmTde:)d.
DRIOFODIITE TVLOEEMIN BYHOBS]RI GO MITWES)o.

Y4’at’ééh, Neezndd mnahahaago Bila’ashdla’ii nd6ltah bit haz’4 ba naashnish. Haidaaish k66 Bilagdanaa bio
zaad yee yalti’igii h616? *Adingo *éi nibéésh bee hane’é nihd *4diiliit do6 t’44 haida t’44 Diné Bizaad
yee yalti’igii nich’{” ndhodoolnih.

THEY, H AHHTET FrHr aftpgare o | ggt Hisl dren s e BT we wee mii
W, B 7AW, qUTEe] B AR diafe] aft wder audfad Al e g e |
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27.

28.

29.

30.

31.

32.

33.

34.

Hlocano/
locano

Italiano/
ltalian

HAFE/

Japanese

BHEol/
Korean

WagIRNN0/
[Laotian

Lietuviy/
Lithuanian

2RI0B/
Malayalam

Diné Bizaad/
Navajo

. Aredy/

Nepali
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Dzieft dobry. Jestem z Amerykaiiskiego Biura Spisu Ludnosei. Czy ktos tutaj méwi po angielsku i mégiby
nam pomaéc? Jezeli nie, proszg napisaé swoj numer telefonu, a ktos skontaktuje sig z Panstwem po polsku.

Ola, sou do Servigo de censo dos Estados Unidos. Alguém aqui fala inglés e pode nos ajudar? Caso
contrério, escreva seu telefone e alguém vai entrar em contato com vocé em portugués,

Buné ziua, sunt de la Biroul de Recensdmaént al S.U.A. Este cineva aici, in acest m
englezd si ne poate ajuta? Dacd nu, v rog scrieti-va numirul de telefon gi cineva va va
in roménd.

a telefonic

3npaserryfiTe! A npencrarmsro Bropo nepenucn Hacene
KTO-HUOY b, KTO POBOPUT MO-aHIIMICKY d MOT BBl TOMOU
teseonsiil HoMep, 4Tobs! HAILE COTPYIHIKH MG

HHpIx Lrator, IpueyteTeyer 3nech
, TO, TOsKANY HeTa, HANUIINTE CBOH
¢ BaMu I10-pycekH.

HoGap nan, ja cam u3 Amepuuxor Gup
roBoOpY EHIVIECKM 1 MOXKE 1A OMO
Tenedona, ra hemo koHTaKEn

FAHOBHMILTBA. [la 11 oBlle MMa HeKoTa KO
0 Hema, Monium Bac a nanumete cBoj 6poj
CPIICKOM jE3UKY.

Hallo, Waxaan anigu ka tirsanahay Xafiiska Tirakoobka Mareykanka. Halkan ciddi ma Joogta hadda
oo ku hadasha Ingiriisiga 0o na caawin karta? Haddi kalese, fadlan qor lambarka talafoonkaaga
markaasna qof ayaa kugulasoo xidhiidhi doona adiga Scomaalliga.

Halo, nimetoka Shirika la Sensa la Merika Je, kuna mtu hapa sasa anayezungumza Kiingereza
na anaweza kutusaidia? lkiwa hakuna, tafadhali andika nambari yako va simu na mtu atawasiliana
na wewe kwa Kiswahili,

Hello, Ako'y galing sa U.S. Census Bureau, Mayroon ba ditong marunong magsalita ng Ingles
at makakatulong sa amin ngayon? Kung wala, pakisulat ang telepono ninyo at may tatawag
sa inyo sa Tagalog.

D-3309 (09-24-2008)

36

37

40.

41.

42.

43.

44.

. et/
Panjabi

Polski/
Polish

. Portugués/
Portuguese

. Roména/
Romanian

pycekwmit/
Russian

cpricku/
Serbian

Soomaali/
Somali

Kiswahili/
Swahili

Tagalog/
Tagalog
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Merhaba, A.B.D. Istatistik BUrosu’ndanim. Orada ingilizce konusan ve bize yardim edebilecek birisi
var mi? Yoksa, litfen telefon numaranizi yazin, sizinle Tirkge dilinde temasa gecilecek.

ITpusit, Mu 3 CIIA. Cencec Biopo. TyT € XTOCh, XTO BONOIE aHIIHCHKOIO
nonomorty Ham? Axino i, Gy J1acka, 3anumith Ball tenehonHyy Homep 1 3 B
3B SKYTRCH Ha YKpaTHCHKIH MoBI.

5 W s 0 s o add Ll (35S Ul
e el Sl i sesd el g Wil s
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Xin chao, t6i la nhan vién cia Cuc Théng |
giGp ching t6f khong? Néu khongein vui 1§
quy vi bang tiéng Viét,

; y. O day hién c6 ai biét néi tiéng Anh va c6 thé
i lai sO dién thoai cda quy vi. Ching t6i s& lién lac lai véi
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TTITOWIRD PTUYT WINR TR W ROYIVY TWTR ORI VU YOI 00T 3R 210990 1IN
TR NN TR 07
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45, g/
Thai

46, 1C%/
Tigrinya

47, TURKCE/
Turkish

48, yrpatHoska
MoBa/
Ukrainian

49. 331,
Urdu

50, Tiéng Viét/

Vietnamese

51. WX/
Yiddish

Page 6



Dealt § 1271872008

; . ENUMERATOR CONTINUATION
Copgns . oA

TRANSCRIBE UNIT 10 FROM THE LABEL ON D" 1(E) D D-15 QUESTIONNAIRE

State . Ghunty i ‘ Map Spot

%
k1
H
z
&
H
&
£
F
&
&

™

USCENSUSBUREAU




Drait 3 1271872008 H

Is census, Hispanic origin {500t & race: 1L 7, Do [Maite) sometimes

1. Who eise fived 0r stayed here on Aprt 1, 20107 . Ploase Yaok at #ist B on the information A1 iName) 4. What was.(Name ) agé b . Please look at List C. i 35:& ot :.mv.aﬁ Laskno, o1 6. Pleuse ook at LIS O and choose oné of more 339 g
o L Shiet, How Is (Mame) related to (Roai rau ste or Aprit 1, 20307 What 15 Spanish oalghn? Whet Is (Nome'srace? -
of Pirsom 112 temaie? .Zu&:-mm»ﬂn_b at ng \«Qg § nesessan: - Fond # necessary: - 3 - ;... any of these reasons? -
“Exnmpias of another Hispan, Liting, o u«ﬁ:ﬁ. agin indide Sxnnples of ofher’ Astaa groups incude Firiong, i Pakisian, Cambodian, 2nd 50,00 T Rend response Eategonios.

. Mark x: ONE box. Mark £ ONE box Argantinean, Gorombian, ominican, Niaraguan, Exanlos of alhor Pacths sndor g kel vigan, 2 50 .
i : . Sariara, od 30, o : s

stiand af wite e Rl g £ Mals £ N, ot of Hispanic, Latew, 5 Spanish Srigit - £t T Bl i w?@% i What Js the name of the snrolied or principal ttibe? 7
i v e i o 3 s £ Adrian Amenan, dian o : s
togioad son o daugiey Famak , Mexican, MeXioan Anencan, Chiciing oty e enis 3 L3I the miitary
- - At o seasonsl .os

i Name
i 65, Pueio Ricats
Yes, Cuban ; Asian ndiont Chiness
Yus, divthor Hiapaoic, Lk, dr Spanish aigin »< 3
Whai Is that orgin? 37 ;

5o oF gaughter
o stapdavghter

seconil rusidence

Agian - Whst {6 that group?' 7

et Lo Japniwse Kotwan. -

In 2 riirsing fiome -

. Unmaived pasner . : : i : o
ctat LT Ot noneskoticy ¥ Guamardan Other Paciic starcior - Whal is that woup? N o andther faaton
X g o Ghaivioim . i - ¥ e
Stdie"otvar face =+ What 1 13 grodp? - ke g
.} Sop-n-taw ol s L Ny et of Hispanic, Latie, of Spanish orighn Vibity £ Black, U Ametican . Whatls the hairid of the enrolied-or prifivipal tibe? =
ikgial sorar danght daughisrrios . Va5, Moxican, Mexioan Armiccan, Ghisand. Atfcan Adetican, bt o DR
Adipted 50 of daight Dine selaitas 7 Yos. Puato Aisan o Negra 25t Aaka Nty . i
Stopson. or stepdaightet - 1. Rodmet & boafder Vs, Gubdo £ Aglan Jodian L Clioese "I Faping Citrer Asian - What i that group?. 7
rotar o7 Sister L5 Housemate Yes, ancther Hispank, La; 15 dapaness. i Korwan ) : -

Father or mother oranal What ls thit aHgin? 7 Pl i
y v, e Ui PR . o . Sl -
5 it noviretiib T UMH%E: i Mcm...u:&au Ot Pacile .mm:&a - What is that graup?. %
£17 Some ot sace — WhaE 5 Bt grogp? - il i
L7 Bondndaw or T wnite Bikack, 1T Amarican What is e name of the snrofied ot principal Iive? 7
Catightiriaw African Amercan, . Indanior '
Fiest Name it sl o Negro Aksska Nat : i
1 Hodinar gt boartas I Agian tndias’ .7 Chiddse b Filiping. 7.3 Gthar Asih — What te that grous? 2
77 Univied patied = ; ; ; )
L. Other nanralative 1 Mk o 3 Samaan Othar Pacifio Iskrntir = What 1 that group? X
; Hanvakan’ | _of Chamorro i .

Yoar of bl i’ : X 2
- 117 Bine oot 1008~ Wt is. 1hat Group? i 3
3 : e B " o e k]
{ Husbénd or wita i Sanilaw of i3 Hake »wwun_.. o ‘ot of Hispanic, Laiin; o Spanish ongh < wmite L7 elack, P Amedcan. | What is the natme of the drolied or principsl fribé? . I colloge hausing [
£ pivlogicud son of daughiter .- Cavghierinlaw 1 Famale Mexian, Mexizan Amaran, Shicado Aftican American. _.ﬁwmwou r § it iy =
Adoptad 560 o daiif Other et DATE OF BIR Pusrto Rican o Negro e ew R R NP TN €
Stépson o stepdaugh Foomer. ot bibaate: B Luban 173 st tntian - L Chinese HRping o T Other'Astan s What fs that graup? 7 2
Biditase o, sister {10 Holisanate Vees; srotties Hapank; Latiic, 8 Spanisn origh E E . a
Faher 56 mothier ot TGOl What is that cogin? 37 Lo duparese . L Kain i : H ] i
‘ ++ Ureniried parinar N 7 i & i £ Ot P What é % z
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§7 Some bther rade -~ Wha is that group? SRyl R AN R EE S e
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Emergency Contact Card D-449 (PBO)

Front:

Form D-449 (PBO) U.S. DEPARTMENT OF COMMERCE
(4-30-2009) Economics and Statistics Administration
LCO: . (U.S. CENSUS BUREAU)
Applicant ID: : :
FOSD: _ ‘ CLD:

EMERGENCY CONTACT INFORMATION CARD
2010 Census

If any of your assigned Census materials that contain Title 13/P1I are lost, missing or stolen, you must;

(1) Contact the Decennial CIRT (Computer Incident Response Team) at 1-877-744-1522 within one hour.
(2) Contact your supervisor immediately after calling the Decennial CIRT.

Examples of Title 13/PII materials are address lists, questionnaires with printed address labels, completed
questionnaires for facilities or individuals, listings of residents, etc,

USCENSUSBUREAU

Back:

Important Telephone Numbers:
LCO i
Help Desk ovvviniiiiniiiiiiniiiciee e 1-888-505-2010 (toll-free)

Payroll/Personnel Issues .......ovvverennnens 1-877-233-4776 (after contacting LCO)
Decennial CIRT......ccoovvvviiiiiciiiieneene 1-877-744-1522

.................................

Form D-449 (PBO)
(4-30-2009)
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