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FOREWORD

The Canadian census, a national stock-taking of population, housing and agriculture, is of
the utmost importance. It is taken to obtain statistical information which provides the
basis for many important planning decisions made by the general publie, aboriginal
peoples' organizations, businesses and governments.

The success of the 1991 Census largely depends on you because you will collect the basic
facts from the people living in your ares. It is from these facts that statistical
information can be developed for aboriginal groups and their communities. I count on you
to perform your duties efficiently and effectively.

In order for you to do this, you must learn and use the procedures in this manual.

Good luck in what will be a challenging assignment! [ hope that you will enjoy your work
and find it interesting and rewarding. :

The Chief Statistician of Canada.
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[. INTRODUCTION

It is Canada's official counting of population, dwellings and
farms. It is like a photograph of the country every five years at
one specific point in time.

It is your responsibility to ensure that a Population
Questionnaire, Form 2D, is completed by interview for each
private dwelling within your enumeration area (EA). It is also
your responsibility to ensure you identify any agricultural
operators, agricultural land and collective dwellings in your EA.
You are required to perform these tasks by following the
procedures in this manual.

It is important that you encourage the co-operation of the people
who live in your enumeration area and that you promote the
value of the census to them.

*This manual .contains the information, procedures, questionnaire
‘content-explanations and definitions which you will require to
-enumerate the:Indian reserve EA and/or Indian settlement.

Since the STANDARD APPLICATION of these procedures is very
important for the collection of good data, you must become
familiar with this manual and learn how to use it.

Your responsibilities have been grouped in the manual as follows:

- Chapters I to [V describe general information, definitions,
forms and responsibilities; ‘ :

- Chapter V describes the procedures for private dwellings;

- Chapters VI and VII provide information related to your pay
and the finalization of your assignment;

- Chapter VIII is a reference chapter that provides additional
' .questionnaire content explanations;

- Chapter IX contains procedures for your Census
Commissioner;

- Appendix A describes the sections of the Statisties Acet which
apply to enumeration;

- Appendix B deseribes procedures for missing population
questionnaires and partial refusal cases.

- Appendix C is a chart that you can use if the respondent
wants help using his/her income tax return to answer
questions on income.



E.

F.

G..

Your Manual -
Concluded

Quality
Control of
Your Work

_2_

- Appendix D contains instructions for preparing the additional
questionnaires you will need if a household has more than six
members.

To ensure uniform quality of data and maximum coverage, it is
necessary that your work be checked. Your Census Commissioner
will perform regular checks on your work and will do a final
check of your completed assignment.

Following your Census Commissioner's check, your work will also

" be checked by a quality control technieian.

Terms and
Conditions of
Employment -
Census
Representatives
(Form 24A) ‘

Ilness or
Accident

- Confidentiality -
. and Security

1. Review your Terms and Conditions of Employment, Form
24A, to ensure that you understand your responsibilities,
method of payment, ete. If you have any questions,
contact your Census Commissioner.

[ ]
.

In the event of disputes arising from rates of pay and terms
-of employment, the decision of the Chief Statistician will be
final.

3. It is your responsibility to ensure that your automobile
insurance is adequate while working on the 1991 Census of
Canada.

1. Should you be ill on any working day, call your Census
Commissioner.

2. Exercise caution when confronted by situations which may be
dangerous to your health, e.g., dogs.

3. In the event of injury or accident on the job, advise your
Census Commissioner as soon as possible. You may be
entitled to compensation benefits as provided for by the
province or territory in which you are working.

During and after the Census, be careful not to reveal

. information to anyone other than the respondent.

The Statisties Act provides that all information collected by the
census be kept confidential. By law, Statistics Canada may not
reveal any information regarding an individual to any person,
business, agency or other department of the government. This
also applies directly to you. Disclosure of any information
obtained under this Act is an offence and any person found guilty
of this offence is liable on summary conviction to a fine not
exceeding $1,000 or to imprisonment for a term not exceeding

~ six months or to both (see Appendix A, section 17 and

section 30).
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The security of all completed questionnaires and census material
is your responsibility. At home, ensure that no one, inciuding
members of your family, has access to completed questionnaires
or other material. Follow the DOs and DO NOT's listed on the
back cover of this manual.

A eommunications program has been prepared to inform native
groups about the census. This program is designed to support
your efforts when you make personal contact with your
respondents. '

The Additional Questionnaire Content Explanations chapter,
Chapter VIII, is to be used to assist you in asking and obtaining
responses to questions.

The 1991 Census Guide (Form 9B) contains an explanation of why
each question is asked. This guide was designed for use by
respondents in mail-back areas; the questions and answers do not
match the questionnaire 2D exactly. However, the information
in the guide will help you when you need to explain a question.

1. Legal-Requirement

Is there a legal requirement to take a census?

The information sought in relation to, or associated with, the
census of population is requested pursuant to the Statistics
Aet. As indicated in the top right-hand corner of the front
cover of census questionnaires, there is a legal requirement
to provide this information. The questions which relate to a
census of population or census of agriculture are preseribed
by the Governor in Council or asked pursuant to seetion 22 of
the Statistics Aect.

2. Invasion of Privacy

{a) Is this information not already available from other
government records?

- Answer: No. While some information is available from the

" records of other departments, it is not complete and
would not provide reliable statisties on a national scale.
Most other government records do not aceount for all
persons and all households in Canada; however, the census
does. ‘

. (b) Why do you need all this personal information?

Answer: Information cbtained with respect to each person
is made into statistics whieh reflect economie, social and
cultural conditions throughout Canada, not only as of
Census Day but as they change from census to census.
The questions asked provide data for forming statistics
only. The data cannot be identified with individuals.
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3. Confidentiality

(a) How do [ know that information I provide on my
questionnaire will be kept confidential?

Answer: The Statistics Aet requires that information
about individuals be protected. The Statisties Aet ensures
that only employees who have been sworn to secrecy can
see individual information. Penalties for employees who
breach the Act include both fines and imprisonment.
Special security measures are enforced throughout the
collection process to protect your information. No one
outside of Statistiecs Canada will have access to individual
records at any time or under any authority - not other
government agencies or departments, not even the RCMP
or the CSIS (Canadian Security Intelligence Service).

(b) Why do you need persons' names as well as an address on
the questionnaire? ’

- Answer:'Names and address are required to make sure
- that no one is missed in:taking the census and that no one
is .counted twice.

Names and street addresses are not included in the
statistical tabulation of the data from the questionnaire.

(c) What happens to my questionnaire after it is completed? 7

Answer: After your census questionnaire is completed, it
is checked for completeness and then given to the Census
Commissioner to be forwarded to the regional processing
centre in your area. From there it is shipped to Statistics
Canada head office in Ottaws, where the questionnaires
will be retained in secure storage until they are
destroyed.

{d) Who has access to these questionnaires?

~. ~Answer: Only employees sworn to secrecy under the
... Statisties Act will have access to your questionnaire.

4. Uses of Census Data

(a) What is census data used for?

This census will provide information important to the on-
going administration of the band. The population figures
alone will help the band establish a rate of growth and
project future needs. It will tell how many schocl age
children there are, what labour activity the people of the
band are involved in, how adequate housing is and the
present education levels. By comparing data from
previous censuses, the band can measure the relative
well-being of its people and trends in the retention and
use of aboriginat languages.
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5. Census Procedures

(a) Which member of the household should provide answers to
complete the questionnaire?

Answer: Population Questionnaire - Any adult member,
or members together, with a good knowledge of the
information that is required.

(b) Can I give you my answers in private so no one else hears?

Answer: Yes, I will record your answers in private.
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II. DEFINITIONS AND FORMS

Absent Household is a household in which there is no member
at home.

Absent Individual is 8 member of a household who is not at
home.

Agricultural Holding is defined as a farm, ranch or other
agricultural holding (other agricultural holdings include, for
example, feedlots, greenhouses, mushroom houses, nurseries,
fur farms and beekeeping, sod, berry and maple syrup
operations). There do not have to be sales in the past 12
months but there must be the intent of sales in the next

12 months.

Agricultural Products include any of the following:

- field crops;

- - tree fruits, berries or grapes;

-. 'vegetables;

- seed;

- livestock (cattle, pigs, sheep, horses, goats, rabbits, ete.);

- poultry (hens, chickens, turkeys, ducks, geese, ete.);

- animal produects (milk, cream, eggs, wool, furs, etc.);

- other agricultural products {(greenhouse or nursery
products, mushrooms, sod, honey, maple syrup produets,
ete.) -

Canvasser Enumeration is a method of enumeration whereby

a census representative enumerates each household and/or

each agricultural operator by conducting an interview.

Census is an official count of population and recording of

- age, sex, marital status, mother tongue, ete., of each resident

of Canada. It is also an official aceounting of the agricultural.
resources used for agricultural production in Canada.

Census Commissioner Distriet {CCD) is an area for which a
census commissioner is responsible. it is made up of a group
of enumeration areas within a federal electoral distriet
{FED).

Census Day is Tuesday, June 4, 1991, If a more specific time
is required, use midnight between June 3 and June 4.
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9. Dwelling is a set of living quarters in which a person or group
of persons resides or could reside.

(a) Private dwelling is a separate set of living quarters with a
private entrance either from outside or from a common
hail, lobby, vestibule or stairway inside the building. The
entrance to the dwelling must be one that can be used
without passing through the living quarters of someone
else.

(b) Collective dwelling is a dwelling of a commereisal,
institutional or communal nature. It may be identified by
a sign on the premises or by speaking with the person in
charge, a resident, a neighbour, ete. Included are lodging-
or rooming-houses, campgrounds, hotels, motels, tourist
homes, nursing homes, hospitals, staff residences, work
camps, jails, missions, group homes, and so on.

(¢) Marginal dwelling is a private dwelling which, because it
was not built, maintained or converted.for year-round use,
does not meet all three of the conditions:necessary for

- year-round occupancy: 'a source of heat or power, year-
‘round access to drinking water, and shelter from the
elements. Structures such as non-winterized cottages,
cabins, tents, and garages are considered marginal
dwellings. Also included is any occupied structure or
building which was not built for or converted for year-
round occupancy (e.g., unconverted barns or garages).
Marginal dwellings must be occupied on Census Day in
order to be included in the census.

(d) Dwelling under construction is a new dwelling which,
because it is not yet complete, does not meet all three of
the conditions necessary for year-round occupancy: a
source of heat or power, year-round access to drinking
water, and shelter from the elements. Dwellings under
construction must be occupied on Census Day in order to
be included in the census.

Note: A dwelling is considered complete when services
such as electricity, plumbing and water have been
connected and the structural parts such as doors,
windows, roof and walls have been installed.

(e) Dwelling under renovation or conversion is a dwelling
which, because it is undergoing extensive renovation or
conversion work (an example of conversion would be from
a trailer to a permanent single dwelling), does not meet
all three of the conditions necessary for year-round
occupancy: a source of heat or power, year-round access
to drinking water, and shelter from the elements.
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Dwellings under renovation or conversion must be
cceupied on Census Day in order to be included in the
census. '

Note: A dwelling should not be regarded as under
renovation or conversion if it is unsuitable for only
a few days, for example, while new windows are
being installed or while awaiting approval for new
eleetrical wiring prior to its hook-up.

(f) Unoccupied private dwelling is a private dwelling which
meets all of the three conditions necessary for year-round
occupancy {(a source of heat or power, year-round access
to drinking water, and shelter from the elements), but in
which no person or group of persons is determined to have
been residing on Census Day.

Enumeration Area (EA) is a geographic area for which a
census representative is responsible,

. .Federal Electoral District (FED) is"a geographic area defined
- by an aet of the federal Parliament to elect one

representative to the House of Commons; the census uses it
for field administrative purposes. It is subdivided into census
commissioner districts for field collection of census data.

Foreign Resident is a resident of another country visiting in
Canada temporarily.

Note: Do not confuse foreign residents with persons who
have Canadian landed immigrant status, persons
who hold a student authorization, employment
authorization, or Minister's permit, or persons who
are refugee claimants. These persons are to be
considered usual residents of Canada.

Household consists of a person or group of persons oecupying

~one dwelling. It usually consists of a family group. However,

it may consist of two or more families sharing a dwelling, a

. group of unrelated persons or one person living alone.

. Household Number is a three-digit identification number

(obtained from Column 2 of the Visitation Record) which is
assigned to each dwelling in an EA.

Indian Band or First Nation refers to the name of the Indian
Band or First Nation to which a person belongs. In most
cases, it will be the name of the Indian Band on whose
reserve or settlement the person is living.

indian Reserve refers to land set aside for the use and benefit
of an Indian band and subject to the terms of the Indian Aet.
It is excluded from iocal jurisdiction and is administered by
Indian and Northern Affairs Canada.
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Indian Settlement refers to a place where a self-contained
group of & least 10 Indian people reside more or less
permanently. [ndian settlements are usually located on
Crown lands and are under federal or provincial jurisdietion.

Municipality is an area which has a legal name, legal
boundaries and is incorporated under a provincial act.

Operators are those persons responsible for the day-to-day
decisions made in the operation of an agricultural holding.

Person 1 is one of the following persons:

(a) either the husband or the wife or the common-law partner
of a couple living together; or

(b) the parent, where one parent only lives with his or her
never-married son(s) or daughter(s); or

(c) if neither of the above applies, any aduit living in the
:dwelling.

Refusal is any face-to-face indication of non-co-operation on
the part of a householder to supply information required to
compiete the questionnaire (Form 2D).

(a) Total refusal for Population Questionnaire (Form 2D) is
any face-to-face situation in which the householder will
not supply the information required to complete the
guestionnaire beyond Question 1.

(b) Partial refusal is any face-to-face situation in which the
householder refuses to provide some of the information
required to complete the questionnaire beyond Question 1.

Respondent is the person who provides the information to the
Census Representative to complete the questionnaire.

Temporary Resident is a person who stayed in a dwelling in

. your EA overnight June 3/June 4, and who has a usual place
-.of residence elsewhere in Canada.

Unincorporated Place is a cluster of five or more
permanently occupied dwellings locally known by a specific
name, but not having a local government.

Usual Resident is any person who usually lives in a dwelling in
your EA, including anyone temporarily away. Also included is
any person staying or visiting in your EA who does not have a
usual place of residence elsewhere in Canada. Foreign
residents are not included as usual residents.

Verification Number (VN) is a single digit that is used to
validate the capture of the PROV, FED and EA numbers in
the processing operation.
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Form 1 - Visitation Record (VR) is used to list every private
dwelling (occupied and unoccupied} in your enumeration area.
[ts purposes are: to establish an address listing for your
control purposes and to maintain a cheek for you and your
Census Commissioner.

Form 1B - Notice of Census Representative's Call is used to
notify the householder of your visit in his/her absence and to
indicate the date and time of your next visit. Its purpose is

to reduce the number of return visits.

Form 2D - Population Questionnaire is used to enumerate all
households in your enumeration area. This form is also used
for the enumeration of collective dwellings and to identify all
unoccupied dwellings within your enumeration area.

Form 3 - Individual Census Questionnaire is used to
enumerate all temporary residents, as well as usual residents
who cannot be contacted personally when you call, It is also
used to enumerate usual and temporary residents of some

‘collective dwellings.

. Form 4A - Missing Questionnaire Card is.used to identify

those households or operators of agricultural holdings who:
(a) were not at home for the duration of the census period;
(b) moved on or after Census Day without being enumerated;

(c) refused to supply information to complete their
questionnaire (Form 2D);

(d) wish to return the questionnaire by mail.

Form 4B - Incomplete Questionnaire Card is used to identify
partial refusal cases (for the enumeration of Indian reserves).

Form 6 - Agriculture Questionnaire is used to identify and
enumerate the operator of every agricultural holding and all

" his/her associated land.

.Form TA - List of Collective Dwellings in EA is used to

identify each collective dwelling by name, address and code.

Form 9B - 1991 Census Guide has been prepared to help fill
out the general population questionnaire (Form 2B). This
guide may also be used in some cases to provide answers to
questions regarding the Form 2D questionnaire and to answer
questions that may be asked about the census.
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. SUMMARY OF DUTIES AND PROCEDURES

' 10.

11.

12.

13.

Familiarize yourself with the Procedures Manual and
learn to use it as a reference manual.

Stamp (PROV, FED, EA and VN numbers) and prepare
sufficient population questionnaires for each day's work
according to the instructions on page 15, Section A.

Prepare your carrying case as instructed on page 16,
Section A.

Familiarize yourself with your enumeration area map. Learn
how to read it and complete it according to the instructions
on pages 16 to 21. Discuss the procedures you are to follow
with your Census Commissioner.

Plan with your Census Commissioner a route to follow for
enumeration following the guidelines on page 17.

Look for signs of a dwelling, e.g., telephone wires, trails,
mailboxes. Examine every:building carefully for signs of more
dwellings within according to the instructions on page 22,
Section C.

Verify and update the List of Collective Dwellings in EA,
Form TA, and inform your Census Commissioner of the
results.

List in Section I of the Visitation Record all occupied
private dwellings. Complete Columns 1 to 7.

Determine if there are any agricultural operators in your EA
by asking the question in Column 9 of Section I of the
Visitation Record {you may also discover agricultural
operators when you complete Step 8 of the 2D guestionnaire).

Identify and list in the Census Represenfative"s Notes section
of the VR any agricultural land in your EA.

Determine and enter in the "TD" box on the front cover of
the questionnaire, Form 2D, the dwelling type code by
referring to the back cover of the Visitation Record.

Enumerate each dwelling following the procedures on
pages 27 to 29.

Check the questionnaire following the instruections on
page 29, Section A.7T.

List in Seetion II of the Visitation Record all unocecupied
private dwellings by following the procedures on page 30.
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. Complete the Completion Status Report on pages 48 to 50 of

the Visitation Record as required, following the instructions
on pages 24 and 25 of this manual.

Help the Census Commissioner or another census
representative enumerate collective dwellings, agricultural
holdings, or do follow-up if required.

Finalize your assignment by following the instructions on
page 47.
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IV. GENERAL DUTIES AND PROCEDURES

These are the duties you will perform at home.

1. Familiarize yourself with your Procedures Manual and learn

where to look to find the answers you will need. Study the
procedures you must follow for oceupied and unoccupied

private dwellings.

. STAMP the province {PROV), federal electoral distriet (FED),

enumeration area (EA) and verification number {VN) on each
Form 2D in the spaces provided on the front of the

questionnaire.

103 ‘s—l 2D
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. STAMP the PROV, FED, EA and VN numbers on six individual

census questionnaires (Forms 3) and on the Form 3E
envelopes for use when necessary at private dwellings.
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A. Duties at 4, Ensure that your carrying case contains the following:
Home Before
Enumeration - (a) Aboriginal Peoples Procedures Manual, Form 42A;
Concluded

{b) Visitation Record (VR), Form 1, and a black pen;
(¢} notices of Census Representative's call, Forms 1B;
(d) EA map (and township plan if applicable);

{e)} population que.stionnaires, Forms 2D;

(f) individual census questionnaires, Forms 3;

(g) missing questionnaire cards, Forms 4A;

(h) incomplete questionnaire cards, Forms 4B; and |
(i) 1991 Census Guide, Form 9B.

B. Mapping 1. How to Read Your Map
Instructions

{a) Direction - North

The top of your map always points north unless otherwise
indicated. '

(b} Landscape Symbols

(i) The main landscape features are indicated by symbols
on most maps. If you use these symbols, you can
determine your location within your EA by picking
out landmarks (railways, churches, schools} along a
road and comparing those landmarks to the symbols
on your map. The most important symbols are:

Roads — ———— Cemetery | N 4

Rallways —————t ————— Buildings o M

Stream, ditch __b—v- House s

Power line mmm—— e ——————— Barn s L

Telephone lines School ¢ us

Quarry, sand pit m Church ‘ +
| eP

Post Office
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Mapping ~ (e) Map Legend

Instructions -

Continued The following map legend symbols will appear on your EA
map.

&D EA NUMBER
@ BLOCK NUMBER

Note: Block numbers are not common but numbered
blocks may appear on your map. If your map has

block numbers, follow the instruetions in Section [
of the VR.

2. Planning Your Enumeration Route

Ensure you understand the boundaries of your EA.

(a) General

(i) The boundary of your EA is outlined on your map
with a purple line. Never change your boundaries
or enumerate outside the purple line.

(ii) Where a road or street forms the boundary
between two EAs, only the dwellings on the side
of the road or street within the boundary of your
EA are your responsibility.

{iii) Indicate by arrowheads { >>> } the route you plan
to follow, obeying the rules that follow.

v
A v

a
A [ ] v
A <

<

€ SN <%
>

WA

<
-I ]

“ %

m

(b} Route Plan

Plan your route to cover all roads without excessive
travel.

(i) Start your route at one corner of your EA, if
possible.
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(ii) In typical rural areas, canvass both sides of each

Mapping
Instructions - road, erossing back and forth as you come to
Continued each dwelling, but remain within your EA.

(iii) In built-up rural areas, canvass one side of the
road, then the other.
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B. Mapping 3. How to Complete Your Map
Instructions - _ o .
Continued One of your major responsibilities during enumeration is to

complete your map. When an error, omission or deletion is
discovered, correct your map.

The following diagram illustrates how you are to correct your
map and shows examples of the entries you are to make:

{a) If there is a new road or highway not
shown on your map, draw it in and enter
its name (e.g., Maple Rd).

(b) If a road or highway no longer exists,
draw a wavy line through it.

(e) Cross out with a straight line, names of
roads or highways which have changed and
enter the new names (e.g., Hwy 19 to

m E— Hwy 21).

(d) If you are required to make tco many
changes to your map, redraw it.

Hwval

HWYT9

When redrawing your map, show the most
important features, that is roads, rivers,
railways, ete., and enter the PROV, FED
and EA numbers.

_—_—--—'——-"
MapLE AD.

BROMLEY ROAD

Please return your redrawn map with the
original map in the pocket of the
Visitation Record.

4. Map Entries

(s) Make any necessary corrections according to the '
instructions in point 3 above.

{b) Enter the household number (the number from Column 2
of Section I of the Visitation Record) as close to the
location of each dwelling as possible. '

Note: Household numbers need not be entered for urban
ares maps.
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Mapping (e} If you have a group of dwellings together and there is not
Instructions - enough room to enter all household numbers:
Continued

{i) enter the household number of the first and last
households in the group;

(ii) enclose the group of households within a square
on the map; ’

(iii) sketch at the bottom of the map, a map of the

area identifying each household by its household
number.

Illustration 1 - Example of Map Entries

In All Areas Except the Prairie Provinces and
the Peace River Distriet of British Columbia
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[lustration 2 - Example of Map Entries

B. Mapping

Instructions - _
Conecluded In the Prairie Provinces and the Peace River

Distriet of British Columbia

|
4
t
1

\ ¢ 021 -02%8 '
) 1 H s

ac cmenn b
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1. Use your planned enumeration route to find and visit every
dwelling in your enumeration area. If you have difficulty
determining your EA boundaries, contaet your Census
Commissioner,

2. Examine every building from the outside for signs of more
dwellings within (e.g., electrical wires, side entrances, stairs
at rear). By following this procedure, you can help reduce the
possibility of people or dwellings being missed.

3. Ask at the band office, community hall, stores, garages,
restaurants, schools, churches, etec., to determine whether
there might be living quarters within, above or behind.

4. Look for telephone wires, trails, mailboxes, ete., which may

lead you to a dwelling not visible from the road.

The people in your enumeration area may or may not know about
the census. The success of your visit may depend upon how you

--approach-each household.

1. Be polite and friendly.

2. Introduce yourself as the Census Representative and show
your identification card.

3. Inform the householder that the purpose of your visit is to
obtain a completed census questicnnaire and that it will not
take very long.

4. If the householder indicates it is not possible at the time of
your visit (e.g., mealtime or when there are visitors present):

(a) arrange to return at another time;

{b) enter the name and address of the househoider in your
Visitation Record and note the time to call back in
Column 20 (Remarks) of Section I of the VR;

" {c) return at the time noted to complete the questionnaire.
Refer to the definition of a collective dwelling on page 8,

Item 9(b}.

1. List of Collective Dwellings in EA, Form TA

When enumerating your EA, determine if additional
collective dwellings exist within your enumeration area that
are not listed on the Form 7A. If you discover new collective
dwellings, add them to your list and tell your Census
Commissioner.
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2. Enumeration
{a) Your Census Commissioner will inform you whether you
will do the enumeration of collective dwellings and what
procedures to follow or whether you will accompany
someone else who will do the enumeration.

(b) If you do NOT have any collective dwellings in your EA,
write "no collective dwellings in EA" on the Form TA and
place it in the pocket of your Visitation Record.

An operator is the person responsible for the day-to-day
decisions made in the operation of an agricultural holding.

Agricultural holding is defined as a farm, ranch or other
agricultural holding (other agricultural holdings ineiude, for
example, feedlots, greenhouses, mushroom houses, nurseries, fur
farms and beekeeping, sod, berry and maple syrup operations).
There do not have to be sales in the past 12 months but there

‘must be the:intent of sales in the next:12 months.

1. -Entries in the Visitation Record

(a) Identify agricultural operators in your EA by completing
Column 9 of Seetion I of the Visitation Record.

(b) Enter in the Census Representative's Notes section at the
back of the Visitation Record the location of any
agricultural land in your EA on whieh no operator lives.

{c) Inform your Census Commissioner of any agricultural
operators or agricultural land in your EA.

2. Enumeration

Your Census Commissioner will inform you if you will be
required to assist.

The instructions for completing the Visitation Record are found
on its inside front cover and first page.

1. There are five sections in the Visitation Record:
(a) Section I is used to list occupied private dwellings and
each operator of an agricultural holding who lives in your
EA.

(b) Section II is used to list unoccupied private dwellings.
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(¢) Sections III to V are used for the enumeration of
collective dwellings and agricultural holdings (you are not
to make entries into these sections unless you are
instructed to do so by your Census Commissioner).

Private dwellings are to be listed in the Visitation Record as
you find them while following your enumeration route plan.
Even if no one is at home when you call, list the dwelling.
You will return later to interview the people.

If you have to delete a line or part of a line in the VR
because of an error, draw a line through the incorrect
information and correct it as neatly as possible on the same
line.

When making entries in the VR, a black pen is to be used.
Ensure that your entries are legible.

If your map has block numbers, e.g.,

O ®

be sure to enter them in Column 1 of the.VR for each
dwelling in the block.

If your map is for an Indian settlement which is an
unincorporated place, be sure to enter the name of the
unincorporated place in Column I of the VR.

Note: If confusion exists as to whether you are to list the

dwelling or in what section to list the dwelling,
consult your Census Commissioner.

Purpose of the Reports

The completion status reports keep your Census
Commissioner and census management up to date on your
progress. In order for these reports to be useful, you must
complete them accurately and at the times specified.

Instructions foi' Completion of the Reports

(a) Instruetions on how to complete the completion status
reports can be found on pages 48 and 49 of the VR.

(b) If you have more than one EA, you must complete
separate reports for each EA in the appropriate VR.
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Reporting Dates

A Compiletion Status Report must be completed each evening.
on June 10, June 17, June 24, June 27, July 1 and July 4 after
you have finished enumeration for that day.

Reporting Procedures

Report the totals of this report to your Census Commissioner
or his/her Administrative Assistant when you are contacted
the next morning.

Lasf Report

When you finish your assignment, complete the Completion
Status Report for that week.
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V. PRIVATE DHELLING PROCEDURES

Occupied An occupied private dwelling is a dwelling in which a person or
Private group of persons resides (e.g., a family or group of individuals).
Dwelling Examples are: a single house, an apartment, a row house, a
Procedures trailer.

Follow the procedures below when you are enumerating these
dwellings.

1. Attempt to make contact at each dwelling.

IF CONTACT IS MADE:

2. Introduce yourself as the Census Repfesentative and show
your identification card.

3. List the dwelling in Section I of the Visitation Record.
Complete Columns 1 to 9.

4. Complete the identification entries on the front of the
questionnaire (see Illustration 3).

lustration 3 - Example of Completed Form 2D Identification Entries

CONRIOENTIAL WHEN COMPLETED

This intormation iy collected under the sutharily of B Statisties
MM&“IS ¢. $19) and must te provided by bre.

OFFICE USE ONLY | prowv. FED No. wN 1.

16 | 002 103 |3|2D

e a2 mm 20w «0Orr *

/35 II l l D]] 10uvo 300 s Owm

T Guest. No

Ni’

9 9 1 C E N S U S O F C AN A D A

{TO BE COMPLETED JUNE 4, 1991
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Enter the household number from Column 2 of the VR
and the address of the householder in the boxes
provided.

Determine the dwelling type code and enter it in the
"TD" box on the front of the questionnaire. (Refer to
the back of the Visitation Record for the dwelling type
code.)

Example: the dwelling type code for a single-detached
house is Code 1.

[\
7 70" box
OFFICE USE ONLY | prov. FED No. EA No. w 2 D 1.
Hrd No. 2.
Hw 10w «Oem
10w 10 s 0Om
Note: If you consider a dwelling to be marginal,
enter an "X" in the "M" box. If the dwelling is
under construction or renovation, enter an "X"
in the "DC" box.
\\n [ box
/
OFFICE USE ONLY [ prov. FED No. EA No, W ZD . 1.
Hiid No. | Form D ' 2
type o 20w «0em
7 #5 10w 900 ¢ Om

(c)

Determine if the household eontsains more than six
members. If it does, go to Appendix D of this manual
and follow the directions for preparing the additional
questionnaires that you will need to complete the
interview. ‘ ‘
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Offer the respondent a questionnaire to follow as you
conduct the interview.

Complete the questionnaire by interview. Remember the
"Guidelines for Interviewing" and "Points to Remember"
found on the inside back cover of this manual.

Check the questionnaire before you leave the dwelling.
(a) Make sure you have asked each applicable question.
{b) Apply the following edits:

(i) Ensure that there is an answer for every
applicable question;

(ii) Step 7 - if there are any temporary residents in
the household, you must complete Questions 1 to
10 of an {ndividual Census Questionnaire, Form 3,
" for each temporary resident and follow the
sprocedures on pages 39 and 40.

(e} List unanswered questions in the "Comments" section
of the questionnaire. Indicate the person number (where
applicable), the question number and the reason the
question is unanswered.

When you have completed the questionnaire, enter an "X" in
Column 15 or 16 {Completed households) of Section { of the
Visitation Record and complete Column 14 of the VR if there
are any temporary residents on Census Day, June 4.
Complete any remaining columns of the Visitation Record
applicable to the household.

Determine whether:

(a) anyone is likely to be at home at the next dwelling. If
not, try to determine the best time to return;

2 (b).there are any dwellings nearby which are difficult to

© loeate that you might miss.

Thank the householder and leave.

IF CONTACT IS NOT MADE:

11.

- 12.

List the dwelling in Section [ of the Visitation Record.
Complete Columns 1 to 9 by referring to neighbours.

Follow the absent household proeedures on page 31.
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Unoccupied
Private
Dwelling
Procedures

Definition: An unoccupied private dwelling is a dwelling which meets all
three of the conditions necessary for year-round occupancy (a
source of heat or power, year-round access to drinking water and
shelter from the elements} but in which no person or group of
persons is determined to be residing on Census Day, June 4.

Included: All dwellings which meet all three conditions necessary for year-
round occupancy where it is determined no one was living on
Census Day, June 4.

Excluded: - All unoecupied dwellings determined to be marginal, under
construction or under conversion or renovation, See Section C
of this chapter for the procedures concerning these dwellings.

- Dwellings for which the residents are temporarily absent (at
work, on holiday, gone fishing, gone hunting). These
dwellings are considered occupied private dwellings.

Procedures: 1. Determine if the dwelling was occupied on Census Day by
referring to neighbours.

2. If the dwelling is now unoccupied and was unoccupied on
Census Day, June 4:

(a) list the dwelling in Section II of the VR (complete
Columns 1 and 3);

{b) complete the identification entries on a blank
Form 2D (i.e.- PROV, FED, EA, VN and HHLD
numbers and complete address);

(e) enter the dwelling type code in the "TD" box on the
front of the questionnaire (refer to the codes listed on
the back cover of the VR);

W

0" box

OFFICE USE ONLY | prov. FED No. EA No. WN 1.

2D

Hhid No.

I:Im 20u «0Om
1Ouvw 3s0cc sOm

19 91 CE NS U S O F C AN AD

[TO BE COMPLETED JUNE 4, 1991|—



Unoccupied
Private
Dwelling
Procedures -
Concluded

Special

Cases

...31..

(d) mark "X" in the "UD" box on the front of the

questionnaire;
Prov. FED No. EA No. W 1.
Hhid No. | Form D ’ 2,
troe m 20m 0w
7 L

1.

{e) enter the date in Column 5 in Section II of the VR. -

(f} enter the source of the information used to confirm
the dwelling as unoccupied in Column 7 of Section II of
the VR.

3. If the dwelling is now unoccupied but was occupied on
Census Day, June 4:

(a) list the dwelling in Section [ of the VR on the next
available line; complete as many entries as possible by
referring to neighbours;

{b) make a note in Column 20 of the VR that the dwelling
is now unoccupied;

(e) follow the procedures for a missing questionnaire (on
the left side of Appendix B, page 73 of this manual).

Absent Household

An absent household is a household in which there is no
member at home. When you encounter an absent household,
do the following:

(a) Determine the expected time of return from neighbours
and record it in Column 20 (Remarks) in Section I of your
VR.

(b) Leave a Form 1B (Notice of Census Representative's Call)
indicating the time you will return. If you are contacted
as a result of the Form 1B, arrange a convenient time to
interview the respondent.

{¢) Make up to three visits during the enumeration period, but
make them at different times (morning, afternoon or
evening) on different days.
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(d) Make a note of the date and time of each visit to the
household in Column 20 (Remarks) in Section I of your VR.

(e) After you have determined that the household will not
return before you have completed enumeration in your
EA, or have made three visits to the household without
making contact, follow the procedures for a missing
questionnaire as shown on the left side of Appendix B on
page 73 of this manual.

Absent Individual

An absent individual is a member of the household who is not
at home.

Follow the procedures below for an absent individual:
(a) If the individual is absent on your first visit:

(i) . vattempt to obtain the answers to'questions about
- the individual by asking other household members;

(ii) if other household members cannot provide the
information, find out when the person will return.
(You may leave a Form 3 questionnaire indicating
the questions to be answered. On your return visit,
check the answers and transfer them in private to
the Form 2D for the household.)

{b) Make up to three visits to compiete the questionnaire,
but make them at different times (morning, afternoon or
evening} on different days.

(c) Make a note of each return visit to the household to
contact the individual, in Column 20 (Remarks) in
Section I of your VR.

(d) If you have been unable to contact the individual
‘eoncerned after three visits to the household, or have
. determined that he/she will not return before you have
completed enumeration of your EA, indicate in the
"Comments" section of the questionnaire that the
individual is absent and which questions are unanswered.

Dwelling Under Construction

This is any new dwelling which is under construction but is
not yet complete.

The dwelling is considered complete when it meets all three
of the conditions necessary for year-round occupaney (a
source of heat or power, yvear-round access to drinking water,
and shelter from the elements).
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Contact the contractor, owner, neighbours, ete., to
determine if the dwelling is completed or occupied and follow
the procedures in the chart below:

IF THE DWELLING I8: THEN:

Unoccupied and o Do not list the dwelling in the
under construction VR.

o Do not enumerate it.

Under o List it in Section I of the VR.
construction, but Complete Columns 1 to 9.
is occupied
o Mark "X" in the "DC" box on
the front of the Form 2D.

o .Follow the.occupied private
‘dwelling procedures beginning

- -on page 27.
Unoccupied and o Consider it to be an unoccupied
meets the private dwelling.
criteria of a
completed o List it in Section II of the VR.

dwelling
) o Follow the unoccupied private
dwelling procedures on page 30.

Dwelling Under Renovation or Conversion

It is a dwelling which is unsuitable for occupancy because it
is undergoing extensive renovation or eonversion work (e.g.,
from a trailer to a permanent single dwelling). That is, it

does not meet all three conditions necessary for year-round

- .occupancy: a source of heat or power, year-round access to
- ~drinking water and shelter from the elements,

A dwelling that is unsuitable for a few days while new
windows are being installed or while awaiting approval for
new electrical wiring should not be regarded as under
renovation or conversion, but should be treated as a regular
occupied private dwelling.
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When you encounter a dwelling under renovation or
conversion, follow the procedures in the chart below:

[F THE DWELLING IS THEN:

UNSUITABLE FOR
OCCUPANCY AND IS:

Occupied o List it in Section I of the VR.
Complete Columns 1 to 9.

o Mark "X" in the "DC" box on
the front of the Form 2D.

0 Follow the occupied private
dwelling procedures beginning
on page 27.

Unoccupied o Do not list the dwelling in the
VR.

. Dwelling Considered Marginal

A marginal dwelling is a dwelling which, because it was not
built, maintained or converted for year-round use, does not
meet all three conditions necessary for year-round
occupancy: a source of heat or power, year-round access to
drinking water and shelter from the elements. Some
examples are: non-winterized cottages, cabins or garages.
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C. Special When you encounter a marginal dwelling, follow the
Cases - procedures in the chart below:
Continued

I[F THE DWELLING 18: THEN:

Unoeccupied o Do not list the dwelling.
Occupied by usual 0 Mark "X" in the "M" box on the
residents front of the Form 2D.
{(household has no

other usual place o Write "Marginal” in Column 20
of residence in {Remarks) of Section I of the
Canada, June 4) VR.

o Follow the occupied private
dwelling procedures beginning

on page 27.
- Qccupied only by o Mark "X" in the "M" box on the
‘temporary or front of the Form 2D.

foreign residents _
o Write "Marginal" in Column 20
{Remarks) of Section I of the
VR.

o Follow the procedures in 6(b) on
page 36 for foreign residents
and 11(b) on page 40 for
temporary residents.

6. Foreign Resident

A foreign resident on an Indian reserve is a person who is a
resident of another eountry visiting in Canada temporarily.

- Note:  For census purposes, these persons are not foreign
residents:

persons who hold a student authorization,
persons who hold an employment authorization,
persons who hold a Minister's permit,

persons claiming refugee status.

If you encounter a foreign resident, follow the procedures
below:

(a) If some, but not all members of the households are foreign
residents, do not enumerate the foreign residents.
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C. Special (b} If all members of the household are foreign residents:
Cases -
Continued (i} enter the identification numbers (PROV, FED, EA,
VN and household numbers) on the front of the
questionnaire;

(ii) enter the dwelling type code on the front cover of
the questionnaire in the "TD" box;

(iii) enter the complete address of the household in
Step 1 of the questionnaire;

{iv) mark "X" in the "yes" cirele provided for foreign
residents in Step 3 on page 2 of the questionnaire;

(v) make the following entries in Section [ of the VR:

- Enter "0" in Column 6 (Number of usual
residents}.

- -Print "foreign residents" in Column 20 (Remarks)
‘to explain the "0" entry in
Column 6.

- Mark "X" in Column 15 or 16 {Completed
households).

7. Language Problems

If you are unable to enumerate a household because of a
language problem, attempt to gain the householder's approval
to use children or friends of the householder as interpreters
and follow the procedures in the chart below:

IF: THEN:
" Interpreter is - Follow the occupied private
found dwelling procedures beginning

with point A, 4(c) on page 28.

Completed - List the dwelling in your VR.
questionnaire Attempt to complete
cannot be obtained Columns 1 to 9.

- Advise your Census
Commissioner.
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8. Missed Dwelling

If you discover you have missed a dwelling, determine if it
was occupied on Census Day, June 4, then follow the
procedures below:

IF DWELLING WAS: THEN:
Occupied on o List it in Section I of the VR on
Census Day, June 4 the next available line.

o Complete Columns 1 to 9.

o Print "missed dwelling" in
Column 20 (Remarks).

o Follow the occupied private
dwelling procedures beginning

‘on page 27.
‘Unoccupied -on o List it in Section II of the VR
Census Day, June 4 on the next available line.

o Complete Columns 1 to 6.

o Print "missed dwelling" in
Column 7 (Remarks).

o Follow the unoccupied dwelling
procedures on page 30.

g, Refusal

A refusal is any face-to-face indication on the part of a
householder not to provide the information required to
complete the questionnaire, Form 2D.

A total refusal is any face-to-face situation in which the
householder will not supply the information required to
complete the questionnaire beyond Question 1.

A partial refusal is any face-to-face situation in which the
householder refuses to provide some of the information
required to complete the questionnaire beyond Question 1.

When you encounter a refusal, do the following:

(a) Confirm that the person to whom you are speaking is a
usual resident of the dwelling.
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C. Special (b) Ensure that the respondent knows that the objective of
Cases -~ your visit is to obtain a completed census questionnaire.
Continued '

(c) If the householder refuses, point out that:
(i} the information is kept strietly confidential;

(ii) all census representatives are sworn to secrecy and
are subject to a fine not exceeding $1,000 or to
imprisonment for a term not exceeding six months
or to both if they were to divulge any information
and be found guilty under section 30 of the
Statistics Act (see Appendix A).

(d) If this fails, point out the aims of the census and its
advantages.

- (e) Let the householder talk. Very often, such a person will be
quite co-operative after he/she has had his/her say. Under
no circumstances should you threaten a householder or
engage in any activity which could be considered as
harassment.

{f) If the householder still refuses:

(i) Inform the householder of the legal requirement to
respond by referring him/her to the legal
statement on the front of the questionnaire.

(ii) If the householder requests further details,
: section 31 of the Act may be read without
comment or interpretation (see Appendix A).

(iii) If the householder wishes to engage you in a
further discussion of the Act, you should inform
him/her that you are not qualified to discuss it and
that your.objective is to obtain his/her willing co-
operation.

(g) If this fails:
(i) thank the householder for his/her time and leave;
(ii) determine if it is a total or partial refusal;
(iii} if it is a total refusal, follow the procedures on the
left side of Appendix B, page 73. If it is a partial
refusal, follow the procedures on the right side of

Appendix B, page 73;

(iv) enter an explanation in Column 20 (Remarks) of
your VR (e.g., "total refusal" or "partial refusal").
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C. Special 10. Request to Mail the Questionnaire
Cases - ‘
Continued This is a situation where a householder wishes to mail his/her

questionnaire (a direct response situation).

it you encounter this situation, follow the procedures below:

{a) Point out that:

(1)
(ii)

(iii)

(iv) -

the information is kept strietly confidentiai;

all eensus representatives are sworn to seerecy and
are subject to a fine not exceeding $1,000 or to
imprisonment for a term not exceeding six months,
or both, if they were to divulge any information
and be found guilty under section 30 of the
Statistics Act (see Appendix A);

if this fails, point out the aims of the census and
its advantages;

let the householder talk. Very often, such a person
will be quite co-operative after he/she has had
his/her say. Under no eircumstances should you
threaten a respondent or engage in any activity
which could be considered as harassment.

{b) If, after you have explained the above, the householder
still wants to mail the questionnaire, tell the householder
your supervisor will contact him/her to make appropriate
arrangements for enumeration.

{c) After leaving the dwelling, create a Form 4A according to
the procedures on the left side of Appendix B, page 73.

11. Temporary Resident or Visitor

A temporary resident or visitor is a person who stayed in a
dwelling in your EA overnight June 3/June 4, and who has a
-.usual place of residence elsewhere in Canada.

- If you encounter a temporary resident or visitor, follow the
procedures below:

(a) If a member of the household is a temporary resident:

(D)

include such a person only in Step 7 on page 3 of
the questionnaire {Form 2D) for the household;



C. Special (i)
Cases -
Conecluded
(iif)
(iv)

_40_

enter the household number for this dweliling from
Column 1 of the VR;

complete Questions 1 to 10 on page 1 of an
Individual Census Questionnaire (Form 3), in
private, for each temporary resident;

enter the number of temporary residents in
Column 14 of Section I of the VR.

(b) If all members of the household are temporary residents:

()

(i1)
(iii)

(iv)

(v}

Note:

enter the dwelling type code on the front cover of
the Form 2D questionnaire in the "TD" box;

enter the complete address {including postal code)
in Step 1 on the front of the Form 2D
questionnaire;

mark "X" in the "yes" eircle and enter the total

-number of temporary residents in the box in Step 4
‘on.page 2 of the Form 2D questionnaire;

complete Questions 1 to 10 of an Individual Census
Questionnaire (Form 3), in private, for each
member of the household. Complete as much
information as possible for any person who cannot
be contacted;

make the following entries in Section I of the VR:

- Enter "0" in Column 6 {(Number of usual
residents).

- Print "emporary residents" in Column 20
(Remarks) to explain the "0" entry in Column 6.

- Complete Column 14 (Number of temporary
residents).

- Mark "X" in the appropriate column, Column 15
or 18 (Completed households).

Keep all individual census questionnaires

(Forms 3) for temporary residents in the Forms 3 in
Private Dwellings envelope, Form 3E.l. Do not
forget to enter the required identification on the
front of the envelope (PROV, FED, EA and VN
numbers).
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VL. PAYMENT

Pay Instalments

You will receive payment in two instalments:

{a) The first instalment, your interim payment cheque of
$250, will be distributed to you by your Census
Commissioner early in June.

{b) The second instalment represents your total and final
payment less the $250 interim payment and any other
applicable deductions. Your final payment cheque will be
mailed directly to your home address after your
assignment has been accepted.

Pay Rates and Travel Expenses

You will be paid for:
(a) Training

- For rates of pay :during'training,'pleas'e:ask your Census
Commissioner.

(b) Enumeration

Payment will be made on an hourly basis. Your Census
Commissioner will inform you of the hourly rate that
applies to you. Hourly rates include an amount of 4% in
lieu of vacation leave.

{e) Travel expenses

All travel expenses must be authorized by your Census
Commissioner. Record all such expenses on Form 35
(Expense Account).

(1) You will be reimbursed for private motor vehicle
use for enumeration according to the provineial
‘rates listed in the latest Treasury Board Travel
- Directive. Your Census Commissioner will inform
you of the rate that applies to you.

If you live outside the city, town or village of the
training site, you will be reimbursed for private
motor vehicle use for travel to and from training.

(ii) You may claim expenses for parking, toll-roads,
bridges and ferry charges (in accordance with the
Treasury Board Travel Directive).
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(iii) Your Census Commissioner may authorize other
travel expenses up to the maximum specified in the
government Treasury Board Travel Directive {e.g.,
meals, accommodation).

(iv) Inremote or difficult areas, it may be necessary to
make unusual expenditures such as renting a boat
in order to do a complete enumeration. If such is
the case in your area, authorization must be
obtained in advance.

{v) No reimbursement will be made for depreciation,
damages, towing charges, or any other expenses
arising from the use of an automobile.

{d) Other expenses

(i) All other expenses (e.g., postage) must be
authorized by your Census Commissioner in
advance.

(ii) If long-distance telephone calls are necessary,
ensure that you call your Census Commissioner
collect. Only the Census Commissioner is
reimbursed for long distance calls.

Pay Deductions

This income is taxable, however, no federsl income tax
deductions will be made at source. We recommend that you
obtain receipts for expenses incurred (e.g., gasoline) since
these may be used as allowable deductions for income tax
purposes,

In the province of Quebec, provincial income tax will be
deducted unless you complete and submit a form MR-19/
MR-19V claiming total exemption.

You are not scheduled to work more than 24 days, therefore,
no deductions will be made for unemployment insurance and
Canada or Quebec Pension Plan. These deductions will be
made only if you notify your Census Commissioner that you
have worked 25 days or more and your employment is
determined to be insurable and pensionable under federal or
provineial regulations.
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1. Expense Account (Form 35)

Keep a daily record of your kilometrage and any other
expenses cn a Form 35.

Submit a Form 35 for any expenses you incur up to and
including the end of training and a second Form 35 at the end
of enumeration, (Attach receipts where required.)

Follow the instructions outlined below when completing the
Expense Account, Form 35.

(a) Complete the form in ink.
(b) Identification entries
{i) Enter your social insurance number.
(i) Enter the PROV, FED, CCD and EA numbers.
'(ifi) - Enter your telephone number, name, mailing
-address (eity, town, village, province and postal
code).

{c) Methodology of area

Mark "X" to indicate "Canvasser” in the "Methodology of
area" box.

(d) Details of expenditures - Enter in:
(i) Column A - the date the expenditure was incurred;

(ii) Column B - the time of departure and arrival when
claiming for meal expenses;

(iii) Column C - the description of the expenditures;

(iv} Column D - the number of kilometres travelled in
your own car;

(v) ‘Column E - the receipt number of the expense
incurred; remember to number all expense receipts
(no receipt is required for kilometrage or for meal
claims);

(vi) Column F - the amount of each expense {except
kilometrage which is calculated in a lump sum at
the bottom of the form).

(e) Add up Column D (Number of kilometres) and enter the
total on line 1.
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Census (f) Add up Column F {(Expenses - Amount) and enter the total
Representatives on line 2.

Claim Forms -

Continued (g) If more than one Form 35 (Expense Account} is required,

do the following:

(i) Number the forms (e.g., 1 of 2, 2 of 2) in the top
right corner of the form.

(ii} Carry forward to the first line of the next page,
the totals in line 1 (Total number of kilometres)
and line 2 (Total expenses) to Columns D and F
respectively. Do not calculate the total
kilometrage expense and total claim until all
expenses and kilometrage have been entered on the
last Form 35.

{h) Total kilometrage expense - multiply the total number of
kilometres by the rate per kilometre given to you by your
Census Commissioner and enter the resuit on line 3.

(i) Gross claim - calculate the gross claim by adding up lines
2 and 3 and enter the sum. on line 4.

(j) Certification - sign your name to declare that the
information you have given on the form is correct and
enter the date in the space provided.

{k) Submission of the Form 35
(i) When submitting & Form 35 at the end of training:
~ keep copy 4 of the form;

- submit copies 1 to 3 to the Census
Commissioner.

Note: Submit a Form 35 at the end of training
even if you have incurred no expenses. Enter
"NIL" on line 4.

(ii} When you submit a Form 35 at the end of
enumeration:

- keep copy 4 of the form;

-  attach copies 1 to 3 of the Form 35 to the
Census Hourly Employee Account, Form 34;

- mark ("X") "This elaim is attached to account
form number 34".
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2. Census Hourly Employee Account (Form 34)

You must complete a Form 34, Census Hourly Employee
Account, in order to get paid. Since this form serves many
purposes, only certain parts apply to you. For the purpose of
your pay, complete the form according to the following
instruetions. Your Census Commissioner will instruet you on
the completion of the "Position of employee" box and Part 1 -
"Training" section.

{a) Make all entries on the acecount form in ink.

{(b) Identification entries: ensure that the following entries
are on the account form:

(i) your social insurance number;
(i) the PROV, FED, CCD and EA numbers;

{(iii) - your telephone number, name and mailing address
(eity, town, village, province and postal code).

(c)-Methodology of area: ensure that "Canvasser” is checked
off in the "Methodology of area" box.

(d) Position of employee: to be completed as instructed by
your Census Commissioner in training.

(e) Part 1: Training: to be completed as instructed by your
Census Commissioner in training.

(f)} Part 2: Hours and expenses:
(i) Record of hours worked - Enter:
- the date of each day worked;

.- the number of hours worked each day. Record
the hours in decimals as follows:

- 15 minutes = 0.25
30 minutes = 0.50
45 minutes = 0.75
1 hour = 1.00
1 hour and 15 minutes = 1.25

- in box 14:

o the total hours worked upon the completion of
the assignment;
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Census - on line 6:

Representatives

Claim Forms - o the claim for services (found by multiplying the
Concluded total hours by your hourly rate).

(il} Expenses and kilometrage (from attached
Form(s) 35):

- Enter on line 7 the total expenses excluding
kilometrage transferred from line 2 of the
Form(s) 35.

- Enter on line 8 the total claim for kilometrage
transferred from line 3 of the Form(s) 35.

(g) Gross claim: add the amounts on lines 5, 6, 7 and 8 .
together and enter the sum on line 8.

(h) Interim payment: enter $250 on line 19.

(i) “Net amount payable: subtraet line 10 from line 9 and
‘enter the result on line 16.

Note: If you work 25 days or more, do not enter any
amount on line 16. Notify your Census
Commissioner. Deductions may apply.

(j} Certification: sign your name to declare that the
information shown above is correct and enter the date.

(k) Keep copy 3 of the form (the last copy) and submit the
remaining copies and any attached Forms 35 with your
completed assignment.

Note: Your Census Commissioner may contact you to
inform you of any required change(s) he/she feels
need be made to correct your account form.
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VIL. FINALIZATION OF YOUR ASSIGNMENT

Checking of
Your
Completed
Work

VR Entries

Assembly and
Packaging of
Your Completed
EA

Assignment

1.

3.

5.

3.

Make certain that your questionnaires are complete.

Ensure that the PROV, FED, EA, VN and HHLD numbers are
entered on the front cover of each questionnaire and that
these numbers agree with the corresponding entries in the
VR.

Ensure that the type of dwelling code is entered in the "TD"
hox on the front cover of each questionnaire.

Examine your map carefully, particularly around the
boundaries, and compare it with the addresses listed in your
VR. Make sure that no streets, roads, ete., have been missed
and that the household numbers have been entered when
applicable. Household numbers must be entered on all maps
except urban area maps.

-Sort the Forms 2D and Forms 4A-into. numerical order by

household number (e.g., 001, 002, etec.). . Check that you have
a Form 2D or a Form 4A for every.dwelling listed in your VR,

Complete the Completion Status Report for the week in
which you finish your assignment.

Complete the EA Summary on page 55 of the VR according to
the instructions on page 54. This will give final totals for
dwellings, population counts and the number of agricultural
holdings.

Sign and date the front cover of the VR declaring that the
figures are an accurate account of enumeration in your area.

Note: It is not necessary to complete the Work Sheet for
Completion of Pay Forms as you are paid an hourly
rate.

.-Assemble each completed EA separately. Package your

completed EA assignment and deliver it to your Census
Commissioner.

1.

2.

Unfold all questionnaires (8 1/2 x 11 in. for Forms 2D).

Put Forms 2D and any attached Forms 4B, and any Forms 4A
for occupied private dwellings in ascending order of
household number from top to bottom.
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Packing of
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Put all individual census questionnaires (Forms 3) for
temporary residents in order by household number.

(a) Tear off page 1 and discard the remaining pages of each
Form 3.

(b) Mark the PROV, FED, EA and VN numbers and the
number of Forms 3 on the outside of the Form 3E.1
(Forms 3 in Private Dwellings envelope).

(e) List in Column 1 on the front of the envelope, the
household number of each household for which there are
Forms 3.

(d) Enter the number of Forms 3 for each household in
Column 2 or Column 3 as appropriate.

(e} Put page 1 of the Forms 3 in the envelope (Form 3E.1).

Group and bind together in ascending order.of household

- number (e.g., 601, 602, ete.) all Forms 2D completed for

unoccupied private dwellings.

Ensure that all cancelled Forms 2D are in order by household
number and are placed in the Cancelled Forms envelope
(Form 4E).

Place your EA map or township plan (if applicable) together
with any additional maps or sketches which you had made, in

~ the pocket provided on the inside back cover of your

Visitation Record.

Pack neatly in the following order in your EA box (from bottom
to top):

1.

2.

Cancelled Forms envelope, Form 4E;
List of Collective Dwellings in EA, Form 7A;

Note: Return the Form TA even if there are no collective
dwellings in your EA.

all completed questionnaires, Forms 2D, for unoccupied
private dwellings;

Forms 3 in Private Dwellings envelope, Form 3E.1;

all completed questionnaires, Forms 2D, for occupied private
dwellings (ineluding Forms 4A and 4B);

Visitation Record, Form 1, and map;

Census [dentification Card, Form 12.
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Package your unused supplies and unused forms in a box or
container separate from used forms.

1.

Ensure that all unused forms are returned to your Census
Commissioner when you are returning your completed
assignment.

Discard the EA stamp and the ink pad. Do not include the ink
pad with any returned material as the ink tends to leak.

Return your carrying case with your unused supplies.

When your assignment is ready to be turned in, contact your
Census Commissioner. He/she will tell you how and when to
return your assignment.

If your Census Commissioner tells you to mail your
assignment:

(i} - prepare your assignment for shipping as follows:

pack each EA assignment in its own EA box as
described in Section D of this chapter;

close the box securely with tape. Tape around the
width of the box, NOT around the ends where the
identification numbers appear;

write "PROTECTED" on all sides of the EA box;

wrap the entire EA box in another cover, .2
paper or another box; :

write the address to which you are sending the box
and your return address on the outer wrapping.

(ii) tell your Census Commissioner the date that you ship
the assignment;

(iii) keep any receipts or bills as proof of shipment.
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Vill. ADDITIONAL QUESTIONNAIRE CONTENT EXPLANATIONS

This chapter is intended to be used along with the 1991 Census Guide, Form 9B. The
chapter contains additional explanations and examples to assist you during enumeration.

A. Step &
and Step 6
B. 'Question 2,
Relationship

Living here means that the person or persons have no other usual
place of residence. If persons or families stay at more than one
dwelling, they should be counted at the dwelling they stay at the
longest.

Include all persons who usually live in the dwelling even if they
are temporarily away working, at school, or on holidays. Be sure
to include:

o household members who may be away hunting, fishing,
trapping or guiding;

o children away at boarding school;

0 persons who usually live in the dwelling who have been away
in an institution (e.g., a hospital, nursing home, correctional
centre}), for less than six months, that is, they entered the
institution after December 4, 1998,

When in doubt, include a person in a household unless it is
likely that the person will be ineluded in another household.

In Step 6, if the respondent gives you additional names:
- Add the additional names to the list in Step 5.

- Make sure that the person being interviewed is on the list.

If the respondent cannot identify the exaet relationship of
Person 2 or other household members to Person 1, mark the
"Other" circle and print the exact response in the write-in space
provided. If no exact response can be obtained, print "Unable to
determine" in the write-in space.

Note: Stepchildren, adopted children and children of eommon-
law partners are to be considered as sons and daughters.

Foster children, wards and guardianship children who are
not related to Person 1 by blood, marriage, adoption or
common-law should be listed as lodgers.
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If the respondent cannot provide the month, ask for the season
and get the best estimate of month as follow:

Winter  (December, January or February)
Spring (March, April or May)

Summer (June, July or August)

Fall (September, October or November)

Record the month as a number starting with:

January 01
February 02
and so on to

December 12

If the respondent does not know the year of birth, ask how old
he/she is and follow the applicable instructions below:

IF THE MONTH THEN:
OF BIRTH IS:

January - Subtract the age from 1991
to {e.g., 1991 - 60 = 1931).
May
June - Subtract the age from 1990
to {e.g., 1990 - 60 = 1930).
December

Be sure to ask this question for every member of the household.
Certain names can be given to either males or females.

If the respondent is unable to reply, probe to determine a
response remembering the following:

o legally married (and not separated) means a certificate from
a priest, minister, judge or justice of the peace.

o ' legally married and separated means currently married, but
the husband and wife have stopped living together and have
not obtained a divorce certificate;

o divorced means previously married, but the husband and wife
have stopped living together and have obtained a divorce
certificate;

o widowed means previously married, but the husband or wife
has since died.

If none of the above apply, mark "Never married".
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Answers such as "Indian", "Native", "Amerindian" or "Native
language" must be more specifie, for example, "Cree" rather
than "Indian". In such cases, determine the specific language.

Also, answers using a language family, e.g., Algonquian or
Athapaskan must be more specific as shown in the table below.

IF A RESPONDENT THEN:

ANSWERS:
Algonquian o0 Probe to determine the specific
' language, such as Blackfoot, Cree,
Malecite, Miecmace, Montagnais-
Naskapi or Ojibway.
Athapaskan o Probe to determine the specifie

language, such as Carrier, Chileotin,
Chipewysn, Dogrib, Loucheux, Slave,
Tahltan or Tutehone.

If the respondent says he/she is "Indian", including "status
Indian", "treaty or non-treaty Indian", "non-status Indian" or
"registered Indian", mark circle 20 (North American Indian).

if the respondent gives the name of an Indian tribe (for example,
Cree, Chipewyan, Mohawk), enter the respondent's answer in the
first write-in space provided, box 23.

If the respondent gives any other answer(s) than the nine groups
shown on the questionnaire, enter the answer(s) in the remaining
blank write-in spaces.

Examples of other cultural groups inelude Norwegian, Swedish,
Icelandie, Ukrainian, Italian,

If you do not have enough space to write all the answers a person
gives, use the "Comments" section at the back of the
questionnaire. Be sure to enter the person number and the
question number with the additional responses.

This is a special instruction that applies to you and is different
from what appears in the 1991 Census Guide, Form 9B.

If the person is not a member 6f a band or first nation, mark the
"no" eirele and print "NOT APPLICABLE" in the write-in space
provided for the Band name.

If the respondent is unable to answer because he/she is not sure
about the time period, try to calculate the person's age 5 years
ago. Then use this age to try to determine where the person lived
5 years ago, when he/she was X years old.
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If the respondent's address has changed simply because the
boundary or name of the municipality or reserve/settlement has
changed, mark answer circle 03 (Lived in the same city ... or
Indian reserve).

If the respondent has moved to a different municipality or
reserve, mark answer cirele 04 (Lived in a different city ... or
Indian reserve).

You can use the answer categories to help the respondent
answer. For example, you can ask:

1. Five years ago, did you live on this reserve/settlement?
If yes, mark 03 (Lived in same e¢ity ... or Indian reserve);

2. did you live off the reserve or on a different
reserve/settlement?
If yes, mark 04 (Lived in a different city ... or Indian
reservel

For answer cicle 04 (Different city... or Indian reserve), follow
the instructions below:

IF RESPONDENT THEN:

ANSWERS THAT

HE/SHE LIVED:

On a different o Determine the legal name of the

reserve/settlement reserve/settlement and the province
and enter this information in the space
provided.

Off the reserve/ o Determine the name of the city,

settlement in town, ete., and the province and enter

a different city, this information in the space provided.

town, ete.

o If necessary, read the instruction in
Question 22 (Some large cities...).

o Print the name of the place and
province according to current names
and boundaries.

0 Street names and numbers are not
required.
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Ask this question for all women aged 15 years and over, including
those who are single (never married).

Include any children born prior to a current marriage.

Stillbirth means an infant who showed no sign of life at birth.

If you are only able to determine the level of schooling, note
that:

o Kindergarten means before Grade 1;

0 Junior Elementary means Grades 1 to 5;

o Senior Elementary or Junior High means Grades 6 to §;

o Secondary or Senior High means Grades 9 to 12 (9 to 13 in
Ontario). :

Probe to determine if the level was completed and observe the
following instructions:

LEVEL IS THEN:
COMPLETE:
YES o Enter the number 5 for "Junior

Elementary", 8 for "Senior
Elementary", 12 for "Secondary"
outside Ontario and 13 for "Secondary"
in Ontario.

NO and (no
specific grade) o Enter the number 3 for "Junior
Elementary", 7 for "Senior
Elementary”, 11 for "Secondary" in the
. space provided next to box 60.

In questions 25 and 26: some respondents may answer "yes" to
part (a), but they may not have completed a course of studies or
may have discontinued their studies before completing a course.
In these cases, the number "0" should be recorded in part {(b) of
the question.
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For Question 26, if a respondent eannot determine whether a
particular schooling experience qualifies, explain the following:
o craft courses or formal training, retraining or upgrading
courses related to livelihood or to business should be
included;
o also included are courses sponsored by Canada Employment
and Immigration Commission or provincial or territorial

ministries of labour or manpower.

Do not count courses related to leisure or recreation.

Remember that the following count as work:

working for a pay cheque;

- running a business, even if it's not making money;
- hunting, fishing and trapping (except as a sport);
- fixing nets, guns, ete., used to hunt, fish or trap;
- native arts and crafts made for selling or trading;
- working without pay in a family farm or business;

- working as a guide,

Remember the following also count as looking for work:

asking friends or relatives if work is available;

checking billboard notices in community centres or local
stores for jobs; )

checking newspapers for jobs.

For persons who report working "for the Band", try to obtain
more detail on the kind of business {e.g., school, band police,
band administration) and record this in Question 37.

For persons who reported hunting, trapping, fishing, guiding or
logging in Question 37, print "no usual place” in the space
provided for street address.

Where these activities are carried out on a reserve, also print
the full name of the reserve in the spaces provided.
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If the respondent reports "Government make work project" or
"Labouring", try to obtain more detail as to his/her specifie
activities, i.e. house construetion, digging diteches, building
roads.

If no job is reported, refer to Question 35. Try to find out if the
respondent last worked in 1990 or 1991. If yes, try to obtain
answers to Questions 39 and 40.

Note: Seasonal occupations (regular work during some season of
the year) or irregular work should be reported even if no
money was received (for example, guiding, eraft-work).

If the respondent reports he/she did not work, try to determine if
the person maintained his/her family, for example, by hunting,
fishing, trapping, trading or farming, and enter the replies in the
spaces provided.

For persons who have reported hunting, trapping, fishing or
guiding in Questions 37 or 39:

If the person uses equipment he/she owns or has a share in,
mark "working for self” in Question 41(a} and determine in
Question 41(b) if he/she had paid help.

Refers to the legal status of a business. An INCORPORATED
BUSINESS has been formed into a lega! corporation, having a
legal entity. It usually has a name ending by "Ine.", "Ltd.", or
"Co.". An UNINCORPORATED BUSINESS has no separate legal
entity, but may be a partnership, family business or owner-
operated business.

On reserves/settlements, persons who report they were "working
for self" will usually not be incorporated.

Income means money income received during 1990,

For each part, determine whether the respondent received any
income. If so, check the "Yes" cirele and enter the amount. If

not, mark the "No" circle. Even if the respondent had income

from a source but cannot provide the amount, mark the "Yes"

circle.

Do not assume that some income sources are not applicable. For
example, an individual may not be working at the time of the
census but might have received wages during 1990. Or, an
individual might be working at the time of the census but might
have received unemployment insurance benefits in the previous
year.
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A respondent can refer to his/her income tax return to provide
answers to Question 45. In Appendix C, there is a chart that
shows how the information requested in Question 45 corresponds
to the entries on the income tax return. You may use this chart
when interviewing the respondent, but only when he/she requests
your assistance.

Inelude tips, commissions and bonuses.

Any profits from self-employment in fishing, hunting or trapping
activities should be included in Question 45(b}.

In addition to the various transfer payments available to all
Canadians, there are also speecial assistance programs for the
aberiginal population such as "Child-Out-of-Parental Home
Allowance" or "Guardian Financial Assistance". Include in 45(g)
any monetary payments to individuals from these programs
whether received from federal, provincial/territorial or
municipal governments or from the band or distriet eouneil.

Income received from band trust funds should be reported in
45(h) as investment income.

If the respondent reports that payments for the dwelling are
made by the band couneil, mark answer circle 07 in the "NOTE"
(no one living here makes such payments) and indicate that
payments are made by the band council in the "COMMENTS"
section of the questionnaire.

If the respondent asks for more information, read the following
to him/her:

1. Band housing refers to & dwelling on land that belongs to the
Band but is provided to cne or more band members. If you, or
one of the household members, have a Certificate of
Occupation (C.0.), or you occupy the land at the pleasure of
the band council, you should indicate "Band housing™.

2. If you, or one of the household members, possess a
Certificate of Possession (C.P.) or a Location Ticket for this
dwelling, or have been allotted this land by tradition or
custom, you should indicate "Owned".

3. If your household is renting the dwelling, whether it is from
another band member or from the Band itself, you should
indicate "Rented". :
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Ww. Question H2(a), If, after you have read these instructions, the respondent thinks

Band Housing,
Rented or
Owned -
Concluded

X. Questions HE,
H7 and HS,
Dwelling
Cost
Payments

Y. Question
H8(d),Value
of Dwelling

more than one category might apply to his/her situation, mark
more than one circle, as applicable. Please write any comments
given by the respondent in the "COMMENTS" section of the
questionnaire.

If the respondent is unable to reply, probe to determine the
amount of money spent on the categories listed in Hé6(a), (b)
and (e), H7 and H8(a), (¢) and (f).

If the respondent answers "NONE", try to determine if there are
no expenses or if someone else pays for them and record this
information in the "COMMENTS" section of the questionnaire.

Note: For Questions H6 and H8(c} only: if the household has
lived in a dwelling less than one year, determine the
payments up to the date of enumeration; then caiculate
the yearly payments. [f payments are for six months,
multiply by 2, if payments are every three months,
multiply by 4, if payments are every two months, multiply
by 6, ete. Costs should be for the dwelling in which you
are interviewing.

Where the householder pays only part of the amount (for
example, one part is paid by the band eouncil), enter only the
part paid by the householder.

Where more than one family oceupy the same house, the full
amount paid by both families should be entered.

This question only applies to persons who own a house or are in
the process of buying a house.

Enter the estimated value as reported by the householder (i.e.
the value that could be obtained if the dwelling were sold on the
reserve}.
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[X. CENSUS COMMISSIONER INSTRUCTIONS

Introduction

Automated
Band/Reserve
Profile
System

Management
Information

System (MIS)

Reserve
Co-ordinators

Pre-enumeration
Visit

All Indian reserve and Indian settlement EAs are to be
enumerated using the interview or canvasser method. Complete
Form 2D questionnaire information will be collected.

Census representatives will begin enumeration on or about
June 4 and will continue until the enumeration of all of the EA(s)
is complete.

The purpose of this automated system is to help census staff to
plan, control and evaluate the enumeration of Indian reserves
and Indian settlement EAs.

You will receive printed band and/or reserve profiles for Indian
reserves in your CCD,

You are to ensure that:
1. all information on the profile is complete and accurate;

2. you update the profile if you are responsible for eonducting
the pre-enumeration visit;

3. you return a copy of the profile to the Census Area Manager
if you make any updates during the pre-enumeration visit;

4. you return the original profile to your Census Area Msanager
after enumeration is complete.

You are to complete the reports in the Form 29I for any Indian
reserve EAs.

You may receive additional direction from your CAM concerning
the appointment of a reserve co-ordinator to oversee the
enumeration of one or more Indian reserve EAs. Your CAM will
advise you as to the reserve co-ordinator's duties and your
responsibilities for the selection, pay and supervision of such a
person.

Your Census Area Manager will inform you if you are to
undertake this visit. If you are, follow the procedures below:

1. Point out the aims of the census and the importance of co-
operation by the Band. Use the information in Chapter |,
Section [.4, page 4 of this manual, Also explain that the
Aboriginal Postcensal Survey will be conducted on all
reserves that participate in the census.
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Pre-enumeration 2.

Visit -
Coneluded

10.
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Verify the contact information on the band and/or reserve
profile. Verify the following: '

(a) name and correct spelling of the Band and each reserve;

(b) name and mailing address (inciuding the chief or band
manager).

Discuss the boundaries of all band reserve EAs and ensure
they are well defined. Check that all populated band reserve
EAs are identified as separate EAs. If you discover a
problem, contact the CAM.

Show the boundaries of the enumeration area(s) and identify
the number of census representatives required.

Obtain nominations for the position of Census Representative
who are acceptable to the Band. Also, point out that
candidates will have to pass a written test and that only
those who pass can be hired.

Explain how the census will be condueted on band reserve
EAs. Make a note of any objections that the band has.
Report any objections to your CAM.

Using the census maps, determine or arrange to determine
the location of dwellings on the band reserve EAs and plot
them on your reference maps. If residents are living just
outside of the reserve boundaries, contact your CAM.

Determine whether there will be many residents of the band
reserves away at the time of enumeration and the expected
date of return. If there will be residents away, make a note
of the number of residents and where they will be at the time
of enumeration. :

Determine what census information is available from band
records or other records (sehool, church, ete.). Request
permission to use records at a later date if necessary.

Confirm whether there are any agricultural operators and/or
holdings on the reserve,

If there are any, try to determine who operates them (i.e. the
band, individual operators or operators who live off the
reserve).

If the Band operates the holding(s), make arrangements to
complete the Agriculture Questionnaire, Form 6, with the
person responsible for the farm operations or a
knowledgeable person in the band office.



E. .

F.

Gl

Pre-enumeration
Visit -
Concluded

Recruitment

Reserve
Boundaries

_63...

If the Band does not operate the holding(s), try to determine
as much information about the individuals who do operate the
holdings and enter the information on the profile.

11. Determine or confirm whether there are any collective
dwellings on the reserve.

12, Try to answer any questions asked. If you do not know the
answer, note the question and inform the person you will find
the answer and get back to him/her.

13. Determine who will be the main contact for the Band and
enter this person's name, address and telephone number in the
profile.

14. Make a note of any problems encountered during the visit.

15. Make a photocopy of the band and/or reserve profile and pass
the photocopy with any updates to your CAM.

16. Inform your Census Area Manager of the results of your visit.

The selected Census Representative should pass the written test
and must be acceptable to the Band (see Chapter 6, Section E of
the Census Commissioner's Manual - Form 43 or Form 44). If it is
not possible to recruit a native census representative from the
Band, attempt to hire a census representative who lives off the
band reserve who is acceptable to the Band.

Note: In this situation, it may be necessary for you to hire an
aboriginal person from the reserve as a guide or
interpreter to acecompany the Census Representative and
assist him/her in the enumeration. Discuss this with your
Census Area Manager.

Ensure the reserve boundaries are clear to the Census
Representative so there will be no loss of coverage or
duplication of enumeration. See Section 3.T of the Census
Commissioner's Manual (Mail-back Areas) and Section 3.R of the
Census Commissioner's Manual {Canvasser Areas).
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You are responsible for ensuring that any agricultural holdings on
the reserve are enumerated.

Using the information obtained during the pre-enumeration visit
and the Indian Band/reserve profile, you will plan the
enumeration of any agricultural holdings on the reserve as
follows:

IF THERE ARE: THEN:
Less than five o Do the enumeration yourself in
holdings consultation with the band manager or

individual operators.

Five or more holdings o Assign the enumeration to a census
or it is impossible representative off the reserve who is
for you to do trained in agriculture.
the enumeration
o Make arrangements for this person to
be accompanied by someone from the
reserve while on the reserve.

Note: If it is not possible for you to do the enumeration or to
assign it to a census representative off the band reserve,
train the Census Representative from the reserve.

Census representatives have been instructed to ask the
agricuiture question in Column ¢ of Section [ of the VR and to
identify agricultural land in the "CENSUS REPRESENTATIVE'S
NOTES" section at the back of the VR, If you discover an
additional holding or agricultural land that has not been
accounted for, ensure the holding is enumerated and the
agricultural land is accounted for. When the enumeration is
complete, ensure that: the appropriate VR entries are made, the
identification entries are made on the Form 6 and the completed
questionnaire(s), Form{s) 6, are inserted into the appropriate EA
hox.
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L Collective You must ensure that all collective dwellings located on the
Dwellings band reserve EAs are enumerated according to the procedures in
‘ the regular Procedures Manual, Form 41 or Form 42.

Prior to June 4, Census Day, you are to arrange for the
enumeration of all collective dwellings on band reserve EAs. The
options available are:

OPTION: DESCRIPTION:

1. o Do the enumeration yourself and
arrange to be acecompanied by
someone from the band reserve.

2. o Have the Census Representative from
the EA do the enumeration and
provide this person with the necessary
instructions and training.

3. o Have a census representative from
another EA off the band reserve do
the enumeration and arrange to be
accompanied by someone from the
‘band reserve.

Chapter IV, Section E, instruets the Census Representative to
update the List of Collective Dwellings in EA, Form 7A, and to
identify any new collective dwellings. If any new collective
dwelling is discovered, you must arrange for its enumeration.

Remember that whichever option is chosen, you must ensure
that:

(a) you folilow the collective dwelling instructions in the
Census Commissioner's Manual, Form 43 or Form 44;

(b) the enumeration is as complete and accurate as possible;

{c) the VR entries are made and the completed forms are
inserted into the appropriate EA box.

. Training To train census representatives for Indian reserves you will
follow the Form 52F, Indian Reserve Census Representative
Training Guide.
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You will be responsible for verifying the work of the census
representatives.
When you visit the census representatives you are to:
- edit as many questionnaires as the time permits;

- ensure that the census representatives are made aware of any
problems and perform the necessary follow-up.

In addition, you are to carry out the applicable checks in
Chapter 13 of your manual plus the guidelines in this section.

Note: Unless you are informed otherwise, all Indian reserves are
canvasser EAs. Therefore all references to Forms 2A
and 2B should be replaced by Forms 2D where applicable.

1. Prior to Enumeration

Plan a route to follow for the enumeration with the Census
Representative (see Chapter IV, Section B.2 of this manual).
Obtain as much information as you can from the band couneil
and/or chief concerning the location of dwellings.

Identify the Census Representative's map type (i.e. urban or
rural).

2. During Enumeration

Contact the census representatives by telephone daily where
possible to ensure the work is progressing at a good pace and
to resolve any problems. The enumeration should take no
longer than two to three weeks.

Visit the census representatives at least once a week where
possible. When you visit, do the following:

(a) Check the VR and the EA map and ensure the Census
Representative is following procedures correctly. Refer
to the Census Commissioner's Manual, Form 43,
Chapter 13, Section G.1(b) and (e) or Form 414,
Chapter 13, Section F.2 and 3.

(b) Edit as many questionnaires as time allows.

(i) Ensure that the PROV, FED, EA VN and Hhld
numbers, the address and the TD code are entered
on the front cover of the questionnaire.

(ii) Ensure that there is an answer for all applicable
- mandatory questions (i.e. questions with an
underlined question number).
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(iii) For all other questions (not underlined), ensure that
no more than five questions or part questions are
unanswered.

(iv) Step 7 - If there are any temporary residents in the
household, ensure that the CR has completed
Questions 1 to 10 of a Form 3 (Individual Census
Questionnaire) for each temporary resident, and
entered the number of temporary residents in
Column 14 of the VR.

(c) Instruct the Census Representative to conduct additional
follow-up in cases where questlons were missed,

(d) Ensure the Census Representative is entering the person
number, the question number and the reason why the
question is not answered in the "COMMENTS" section of
the questionnaire for all questions where it was 1mp0551ble
to obtain a response.

After the Census Representative has completed the
enumeration, you must do a quality assessment of the EA. This
assessment should be done at the reserve if possible so that
corrective action can be taken as soon as possible.

Follow the instruetions in this section plus the applicable
procedures in your Census Commissioner's Manual concerning
quality checks of the EA.

1.

Unoccupied Private Dwellings

All unoecupied private dwellings listed in Section II of the VR
are to be checked with the band manager or chief to ensure
no one is living in them. When it is not possible for you to do
this (i.e. remote areas), instruet the CR to do it.

Return of Assignment to the Census Representative for
Correction

If you identify any errors or omissions, ensure the Census
Representative follows up to correct them.

Questions for Which Records May Be Used

After enumeration is finished, records may be used to
complete questions where it was not possible to obtain a
response during enumeration.

Note: Do not use records to do enumeration.

Do not use records to obtain answers for cases of total
or partial refusal.
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Specifically, the questions for which records may be used are:

Q.2t0Q.5 Q.9 Q. 10, Q. 15,
Q. H1, Q. H2(b), Q. H4,

Q. H6(a) to Q. Hé(e), Q. HT,

Q. H8{a) to Q. H8(e).

Missing Information Available from Records

If you determine that some information is available from,
records to answer unanswered questions on Form 2D, do the
following:

{a} Make the necessary arrangements to have access to the
records. Go with the Census Representative if possible.

{b) Add the missing information.

Quality Control

Once you are satisfied that the enumeration is complete and
you have exhausted all avenues for follow-up or for obtaining
information from the records:

(a) make sure the contents of the EA boxes are complete;
{b) mark an "R" in the lower right corner of each end of the

EA box as shown in the illustration. ("R" indicates a
reserve/settlement EA.);

PROV. 59 FED 005 EA223 VN /

—> R

(e) telephone the Census Area Manager to request a quality
control technician and give him/her your assessment of
the quality of the EA;

(d) submit the EA(s) to Quality Control.
Your Census Area Manager will discuss the action he/she

wishes you to take concerning EAs which fail Quality
Control. '
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M. Refusal Reserves If the Band refuses to allow the census to be econducted on the
(Total and reserve EA(s), or if the census representatives are told to stop
Partial) the enumeration before it is completed, inform your Census Area

Manager of the situation.

He/she will notify the regional census office and an attempt will
be made to solicit the co-operation of the Band.

If all efforts to solicit the co-operation of the Band fail you must
do the followings

Document the refusal or partial refusal situation as follows:

(iy Complete the PROV, FED, EA, and VN numbers and print
"Refusal Reserve" on the front cover of the VR;

(ii) Mark the PROV, FED, EA and VN numbers on a blank EA
box;

(iii) Inelude the VR and any questionnaires for the EA in the
EA box; '

(iv) Mark an "R" in the lower right hand corner of each end of
the EA box as shown in the illustration in Seection L.5 on
page 68.
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APPENDIX A

Sections of the Statisties Aet Which Apply to Enumeration

Section 5:

Section 6:

Section 13:

Section 18:

Section 17:

Section 30:

provides authority for the employment of enumerators (census
representatives} for the census enumeration.

requires every person employed under the Statistics Aet to take the
following oath of office: ", .. ........ s do solemnly swear (or affirm) that
I will faithfully and honestly fulfil my duties as an employee of Statistics
Canada in conformity with the requirements of the Statisties Aet, and of all
rules and instructions thereunder and that I will not without due authority in
that behalf disclose or make known any matter or thing that comes to my
knowledge by reason of my employment."

requires that any person having the custody or charge of any documents or
records from which information is sought for ecensus purposes shall grant
access to them to authorized Statistiecs Canada personnel.

provides authority for the payment of enumerators (census representatives)
and other persons employed in the taking of the census. Such payment may
take the form of a fixed sum, a rate per diem, or a scale of fees, together
with allowance for expenses. The following extract from this section of the
Act should be noted particularly: "Full remuneration or allowance shall not
be paid to any person...for any service performed in connection with this
Act until the service required of such person has been faithfully and entirely
performed."

requires that:

"(a) no person, other than a person employed or deemed to be employed
under this Act, and sworn under section 6, shall be permitted to
examine any identifiable individual return made for the purposes of this
Act; and

(b) no person who has been sworn under section 6 shall diselose or
knowingly cause to be disclosed, by any means, any information
obtained under this Aect in such a manner that it is possible from any
such diselosure to relate the particulars obtained from any individual
return to any identifiable individual person, business or organization."

makes it an offence for any person having taken the oath and being
employed in the taking of the census to:

(a) desert from duty or wilfully make a false declaration;

{b) obtain or seek to obtain unauthorized information;

(c) fail to keep secret the information gathered.

Any person convicted of any of the above-noted offences is liable to a fine

of up to $1,000, or to a prison term of up to six months, or to both fine and
imprisonment.



Section 31:

Section 32:
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APPENDIX A - Coneluded

"Every person who, without lawful excuse,

(a) refuses or neglects to answer, or wilfully answers falsely, any question
requisite for obtaining any information sought in respeect of the objects
of this Act or pertinent thereto that has been asked of him by any
person employed or deemed to be employed under this Act, or

(b) refuses or neglects to furnish any information or to fill in to the best of
his knowledge and belief any schedule or form that he has been required
to fill in, and to return the same when and as required of him pursuant
to this Act, or knowingly gives false or misleading information or
practises any other deception thereunder

is, for every such refusal or neglect, or false answer or deception, guilty of
an offence and is liable on summary convietion to a fine not exceeding five
hundred dollars or to imprisonment for a term not exceeding three months
or to both."

makes it an offence for any person to refuse or in any way obstruct access
to records or documents required for the completion of a census form or
schedule,

A person convicted of the above-noted offence is liable to a fine of up to
$1,000, or to prison term of up to six months, or to both fine and
imprisonment.
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APPENDIX B

Procedures for Missing Population Questionnaires and Partial Refusal Cases

Missing Questionnaire(s) - Incomplete Questionnaire(s)

: (Partial Refusal Case Only, i.e.
If you are UNABLE TO OBTAIN A the householder refuses to provide
QUESTIONNAIRE or if it is 2 TOTAL some of the information required
REFUSAL case or DIRECT RESPONSE to complete the questionnaire
case: beyond Question 1.)

Ifitisa PART;AL REFUSAL case:

1. Complete a Missing Questionnaire 1. Complete an Incomplete

Card, Form 4A Questionnaire Card, Form 4B

(a) Print the PROV, FED, EA, VN and (a) Print the PROV, FED, EA,
Hhld numbers at the top of the VN and Hhld numbers at the
form. top of the form.

(b} Mark "X" in Section A to indicate (b) Mark "X" in Seection A to
the type of questionnaire that is indicate the type of ques-
missing (Form 2D}. tionnaire that the Form 4B

will acecompany (Form 2D).

(¢} Indicate the reason for ereating the (e} Indicate partial refusal in
Form 4A in Section B. Section B.

{d) Enter the name and address of the {d) Enter the name and address
householder in Section C. of the householder in

Section C.
{e) Complete Section D, Parts 1 to 5. {e) Complete Section E.
If you cannot determine the number
of usual residents, mark "X" in the -~ (i) Enter the date and time
"Size unknown" box in Part 1. Parts of each visit to this
4 or § may be completed by obser- household.
vation.
(ii} Enter the action you
Note: Do not refer to neighbours if took during each visit.
this is a refusal or direct
response case. (iii} Identify who refused
and the reason why and
If you have determined the dwelling deseribe how the '
is a marginal dwelling or is under refusal was communi-
construction, renovation or conver- cated {i.e. the words
sion, enter an "X" in the "M" or used by the person who
"DC" box in Part 5. refused).

(iv) Sign the form in the
space provided.
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APPENDIX B - Concluded

(f) Complete Section G:

(i) Enter the date and time of each
visit to this household.

(ii) Enter the action you took
during each visit.

(iii) If the case is a refusal, identify
who refused and the reason
why, and deseribe how the
refusal was communicated {i.e.
the words used by the person
who refused).

(iv) Sign the form in the space
provided.

2. Mark "X" in Column 17 (Compieted
households) in Section I of the VR to
indicate a Form 4A has been created
for this household.

3. Handling of Form 4A copies

{a) For TOTAL REFUSAL or DIRECT
RESPONSE cases only:

(i} Submit the white copy of the
Form 4A to your Census
Commissioner the same day.

(ii) Place the green copy in the EA
box in order by household
number where the questionnaire
should be.

(b) For all other cases:
Insert both copies of the Form 4A in

the EA box in order by household
number.

2.

3.

Ensure the following minimum
information is obtained and
entered on the partially
completed questionnaire for the
household.

(a) For each household member,
complete Questions 1, 2
and 4.

(b) For the dwelling, complete
Question H1.

Note: Do not refer to
neighbours. Also, if
you determine that
the dwelling is a
marginal dwelling or
is under construction,
renovation or
conversion, enter an
"X" in the "M" box or
"DC" box on the
front of the
questionnaire,

Mark "X" in Column 18 or 19
{(Completed households) in
Section [ of the VR to indicate
a Form 4B has been created for
this household.

Handling the Form 4B copies

(a) Submit the white copy of
the Form 4B and the par-
tially completed Form 2D to
your Census Commissioner
the same day for follow-up
by him/her.

(b) Place the green copy of the
Form 4B in the EA box in
order by household number
where the questionnaire
should be.
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APPENDIX C
QUESTION 45 - SUPPLEMENTARY INSTRUCTIONS

Census question

Line number(s)
on Income Tax

Procedure

Return
45(a) Wages and salsries 101 + 104
45(b) Profit or loss from non- 135 + 137 +
farm self-employment 139 + 143

activities in 1990

45(c) Net farm self-employment 141
_income

45(d) Old age security pension 113
and guaranteed income

supplement

45{e) Benefits from Canada or 114

Quebec Pension Plan

45(f) Benefits from
unemployment insurance

119

45(g) Other income from -
government sources

45(h) Dividends and interest on 120%*
bonds, deposits and savings (see

certificates and other procedure)
investment income 121 + 126
45(i) Retirement pensions, 115
superannuation and
annuities
45(j) Other money income 130

Add the amounts on lines 101 and 104 of
the income tax return, deduct from this
the allowances shown in boxes 3 to 40 of
the T4 slip, and enter the result in Q. 45(a).

Add the amounts on lines 135, 137, 139
and 143 of the income tax return and enter
the total in Q. 45(b).

Add supplementary payments received
from federal and provincial governments to
the amount on line 141 of the income tax
return and enter the total in Q. 45(c).

Add guaranteed income supplement or
spouses’ allowance received to the amount
on line 113 of the income tax return and
enter the total in Q. 45(d).

Enter the amount on line 114 of the income
tax return in Q. 45(e).

Enter the amount on line 119 of the income
tax return in Q. 45{f).

The income tax return does not include all
sources of government transfers. Any
amount received from federal, provineial
or municipal governments and not reported
in Q. 45(d) to (f) is to be entered in Q. 45(g)
{e.g., workers' compensation benefits,
welfare payments, refundable federal and
provincial tax credits).

*Instead of the taxable amount on

line 120 of the income tax return, add the
actual dividends received to the amounts
on lines 121 and 126 and enter the total in
Q. 45¢h).

Enter the amount on line 115 of the income
tax return in Q. 45(i).

Add to the amount on line 130 of the
income tax return any other income not
included elsewhere and enter the total in

Q. 45().
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APPENDIX D

PREPARING QUESTIONNAIRES
FOR A HOUSEHOLD WITH MORE THAN SIX MEMBERS

Use more than one questionnaire if a household has more than six members. This appendix
shows an example of how to prepare the additional questionnaires.

1. Number all the questionnaires for the household in the box entitled "Quest. No." on
the front of the questionnaires. For a household using 2 questionnaires:

First questionnaire:

OFFICE USE ONLY

26 | 002 | 103 | 32D
el e R Y Drn ¢Onw «0Oen

"1Duo 30cc s Om

e Mo, Mo, of i

N

Second questionnaire:

OFFICE USE ONLY . W 1,

4 | 002 | 103 [3|2D

’N:":" w242 D‘I'D 10w «0Orm

l—lTl 10w 300c s Om

Hhid No,

~3

2. Complete the identification entries and Step 1 on all the additional questionnaires.

OFFICE USE ONLY w 1,

4% | o002 | 103 |3(2D
) ::":"" erLa2 rb zdu 4 Oen :

B IIHHI]1Duo 3100 s 0Om

~ 3

125

== BEGIN HERE

by printing the address

No. and street or kot end concaasion Apt No.
16 NORTH ROAD | 3 |
City, town, vilsga, Indian rssene Prowvtrcetenrtiory
{ CEDAR LAKE | [MANITOBA |

Postal code A code  Telephons number
2812 [5lsl7)-1817le
Turn page and continue with STEP 2 =>




-78 -

APPENDIX D - Continued

3. Draw a diagonal line through the response areas for Steps 2 to 9 on pages 2 and 3 of
all the additional questionnaires.

How fo complete this questionnaire
To answer the quastions.

MBI 8 CHCH o veooseeeeeesearseeveesess et aR e @
OR Evtar 8 NUMBET M1 @ DOX ..o...eviienerenians i cnn ettt e @E
BT D 8 0o ooeoseseeeessesessseemessasesssssanessereesesesee s [FAMILY Name ]

STEP 3 Forel sidents are:
. m;.m t f’"‘:’ﬁ'."::" q“:nt:l;;t mumm lo the O No — Continua with Step 4
embatsy, Woh com! n or ather diplomatic body of that country _
n Canada, Nod thelr familes; O Yo O this

Armed Forces of anolber country wha are
siatiooned In Cadnda, and thelr famiies;

ﬁ Are a8 persons in this

ﬁ That s, they are staying bheMs lemporardy, bot have 2 ssval homa O No — Lontinus with Step §
somewbers eise i Ganada. O Yes — How many persons? D

) Do not compiste this
questionnaire

i I need to make a lst of al) persons Wyo were kving hore on

June 4, 1991, even if they were tempdearlly away. Do not

include persens whe have been away for's{x menths or mere
=" In a home for the aged, hospital or & pris

Could you start by giving me the nsmes of 3 cov that Is the
thusband and wife, ar commoa-law partners, whe kve {PAUSE)

OA

4 lona parent ving bars with his /her never-mamied childran JQAUSE)
OR

any sther sdcft. (PAUSE)

Now | would Bke 1o st the other members of the famly. (PALSE)

Cufuhllmmnmutlmcmtnmnmnnud
Tuesday, June 4, 19917

[ Fambly name Ghwn aeme ndital

Person ?

Petsan 2

Person 3

Persan 4

Person &

Person &

Person 7

Person 8

Persan 9

Persan 10

Page 2



-79 -

APPENDIX D - Continued

o children, reistives, room-mates, boaniers and ive-n employees;
{PAUSE)

anyone temporarily away on June 4, including students awey
school, persons o & hunting trp, or a hushand, wite of
others g awzy from home; (PAUSE)

e who stayed here overnight between June 3 snd
who has no usual homo somewhere else; (PAUSE)

fa is now In an institution, such as a hospital, a
home for thi\gged or a prison, but enly if that person was

admitied sher Qecember 4, 1930. (PAUSE)

How many persans who have a us
tise In Canada stayed hers overnight en June 3
L and 4, 19917 O None

OR
uL—_] -4 Number of persons

i Does anyene in this heusehold QPERATE a farm, ranch or other
agricuttural haiding? a O} No
=" Other agricultural bokiings Inciude, for axampie: feediots; greenhouses; O Yes

mushroom houses: nurseries; fur farms; and beekeeping, sod, bemry
and maple syrup operations.

Tum the page and copy the names from Step 5 into the spaces
across the top of the page.

Note; If Ihere are mare than six persons in this household, enter
the first six on this questionnaire and continue on 3 second
questionnaire. Remember (o (st the 7th person in the column
marked "PERSON 2",
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APPENDIX D - Continued

4. Delete the answer spaces for Person 1 on all the even-numbered pages from page 4 to
page 24 of the additional questionnaires by drawing a diagonal line through the
response areas.

1. NAME

the names in the same order as your list
inStep &

Family name

Family name

Given rams initial

Givan name Initied

my

Enter name of PERSON 1
2. Haw s this person related 1o | i1

Mark one circle only.

I you mark the circle “Other”, usa the box provided
to indicala this person’s reiationship lo Person 1.

03 O Hustand/wite of Perscn 1
03 O Common-law partner of
Parson 1

04 () Son/daughtes of Persan 1
08 (O Son-in-tawidaughter-in-law of
Persan 1

Emmpl_esof“omr"persmsnhmwhrsmt: o8 () GrandeNid of Porson 1
:mawlpmmlw oF () Fathes/mother of Person 1
 500°s common-iaw pariner 08 O Father-in-trw/ mather-i-izw of
* naphaw/nisce Persan 1

Examples of "Other” persons nat relaled to Person 1.
. m hushand/wife or common-law parthér

o8 O Brother/sister of Person §
10 Brotherin-taw/ sistor-ntaw of
Persen 1

. son/daughter
* rpom-mate’s son/davghter 1 ) Lotger/boarder
* employee 12 () Room-mate

O Ot — Spacily

uln

ulm uila

I i
uD:l wOa

. What s this person’s date of birth?
mﬂg&w was bom on the I
ot bl o oAl OGS
if exact date is not known, anter best astimata,

If born before Juna 4, 1976, mark "X™ in the age box
which is below each person’s nams.

i

S ca

+(1 (0 B0

4. ls this person male or female? 10 () Mase 10 Mzl
18 ) Female 19 ) Fomae

S. Is this person... and

3 pe nOm;;mm not nOm:)a'mu( wt

married L arried amd

wOlmiyaret =t | Oy oy
21 () Diverced? 7 Divereed?
23 O Wdowed? 1 O Widewed?
20 () Never married {single)? 1 ) Never mamied (singie)?

6. is Inis parson currenty living whh a common-law 180 v () v

i =0 \..o~.

Page 4
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APPENDIX D - Continued

5. Change the person numbers on the additional questionnaires. Fér example, on a
second questionnaire, person numbers 2 to 6 would be changed to 7 to 11.

Second questionnaire:

PERSON 1 PERSON &

a7

Third questionnaire:

13 I 15 16

Family name Fandy rame Family name Famiy name
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APPENDIX D - Continued

6. Draw a diagonal line through the response areas for Questions H1 to H8 on
pages 26 and 27 of all the additional questionnaires.

The following questions are about
this dwelling. . .

A dweillng is a8 separata set of living
gquarnters with a private antrance (that is
not through someons eisa’s v quarters)
sw:'sambm,:mm.a

H1. Ca
* pn

tefl me who s this bansehold
expenses for this dwedlng?

Family name

o]0
o)1
w11
«[T1|
«[T1}
«[ 1|

w0

H2. Only ask Quastion HZ (a) ! yDy are on
indian reserve. Otherwiss

ﬁu&-nzm' '
Is this dwellog band bausin
@ &%Mrun :.n'i.':"h

73 ) Band housing — Go 19 Questien NS
00 O Ownod ~ 6o in Quesiion B3
o8 O Reried — G¢ 19 Quasson N3

(b} s this dweling rented o owned
you o & membar of this boosehold

HY. (a} How rooms are there Jn this
dml':ﬂm

Iacinda kitchen, bedrooms and fvin
moms. Do pot tount batveoms, ba
and attached sheds.

(b} m-n!dnml rooms are
bedraoms

" Dq Number of bedrooms

H4. Whes was ths dwelling origially bullt? 1101920 or betors 186 (O 1971-10¢0
This mesns whes it was complated, not 13 (0 19211945 w (C1981-198
:‘um?y;“;‘mw;; 14 () 1946-1960 1 C) 19961990
astimats. 1% ) 19611970 1w 1991

HS. WouM you say that this dwelling Is Io 20 (O Only segular maintenmnes is needed {painting, chimney
need of major repairs, minoe repairs or washing, eic.)
only regular malntenance?

11 () Minos repsirs a/s needed (missing of loase floorboards,
o dsiaclm stops, railing n‘r sifing, #tc.)

22 () Majar repairt a0 neaded (structural regeairs to walls, Soors or ceilings,

Page 20



APPENDIX D - Concluded

Are you & lsrm aperator Rving on the lam ot O Yes — Co to Stey 12
you operate? O

For this dwellng, how much was pald over the
s st 12 months for:

(angtectricity? vz (O Nothing
“O‘rgma'l:u Dollers Conts

or
w «L__Tm

() o, gas, wood or sther fuels? o8 ) Nothing
. 00 O Included in Oolars Conts
el 2 L |-

{c) water and ather mu servicas? 09 O Nothing
00 O Included n Dolers Cents

I “Band housing” was checkad in Question W (2), 6o fo Step 12.
if “Rentad” was chacked in Question K2 (a) or' WG (), Continue with Question N7.
if “Ownod™ was checked in Question H2 (3) o G t» Question HS.

W1. For RENTERS saly:

. mu"uonmmumuumu uOMnd-:m - “|:]:lmnh
Ga ty Sizy 12
WA, For OWNEBS acly, ask parls (a) through {fF Colers Cantn
. What
B e pormetts o ol owetnge ™ "O g w ot
() Are the preperty taxes {municipal and sthoel) 180 Yes — w(q
leciuded I the smouat shown I» part [3)? wQ e
(c) What ars the estimated yearly property taxes Colers Conts
(municipal acd school) for this dwedling? 12O None R '.:D;
{d) ¥ you were ta sell this dwefing now, for bow Dobers
much woaid you expect te safl it? “:]
() ta this dwefling part of a registered 20 O Yes — Conliage with part (1)
condeminlom? 2N - Gatedup it
) What are the monthly condaminium fees? Ookers

T

Thank the respondent for his/her cooperation, then read the statement beiow.

Tha informatios you've pives will ba securely stored ol Statistics Canads. t will remain confidential sod ealy you can
get 2 copy of whai you've toid ma. 1l takes abost stx months for your questicnnaire to be processed. I you wast ty
got 2 copy, | can tell you whers to write.

1 respondent W the address: Privacy Co-ardinator, Statistics Canada, Dttaws, Oul, K1A OT8, and give the fie
number: STC/i 08,

OFFICE USE ONLY

20 4 w0 om
u[:l:]cu. 2 O Aw. 20 0 wheaiOtwr nD:D.nA nED:lm

Page 27
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7.

10'

GUIDELINES FOR INTERVIEWING

introduce yourself as the Census
Representative and show your
identification card.

Interview a responsible member of the
household.

Do not conduct the interview in front
of non-household members. Explain that
census information is confidential.

Offer the responderit a blank question-
naire to follow.

Follow this order when completing the
questionnaire:

Question(s) Complete for:

9 al]l members of
the household

Steps 1 through
B and Question 1

2-45 °© Person 1, then
other household

members

Steps 11 and 12 o the household

Read each question as worded including
the examples and answer categories
and respect all "Go to" instruections.

Record the answers given by the
respondent in the appropriate answer
space.

Do not interrupt or start recording
information until the respondent has
finished answering.

Make sure the respondent understands
the question but be careful not to
antagonize the respondent by
questioning his/her answer.

Thank the respondent, when you have
completed the interview,

1.

POINTS TO REMEMBER

Refer to the 1991 Census Guide,
Form 9B, and the Additional
Questionnaire Content Explanations,
Chapter VIII, to help you complete
each question of the questionnaire.

For a question divided into parts, all
applicable parts are to be asked.

Parents (or other adults) can provide
answers for persons too young to
respond or persons unable to respond.

For Questions H1 to H8, if there is
more than one questionnaire for a
household, these questions are to be
answered on the first questionnaire.

For Questions 20 to 45, answers are to
be obtained for persons 15 years or
older only.



DO NOT:

CENSUS REPRESENTATIVE'S SECURITY LIST
Wear your identification card whenever you are performing census duties.
Keep completed questionnaires separate from blank questionnaires.
Lock completed questionnaires or other census material in your car while
eonducting enumeration. Never leave census documents in your car overnight

or when it is not being used for census purposes.

Store questionnaires in & secure place at home, preferably; under lock and
key. :

Report any suspected or actual security violations to your Census
Commissioner.

Double-wrap any census material you ship to your Census Commissioner.
Report the loss or theft of any census documents to your' Census
Commissioner immediately.

Share information about respondents with anyone other than census
employees who are sworn to confidentiality and have a need to know.

Leave your census bag containing completed questionnaires unattended.

Discuss information about an individual unless you are speaking directly with
that person.

Allow anyone, including members of your family, access to completed
questionnaires or other census material.

Edit.questionnaires in front of non-census employees.

Discuss confidential matters in public places.

-



