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FOREWORD

-This manual is provided as a general reference document and contains
information and guidelines on all aspects of your job. You are also provided
with the detailed Procedures Manual which describes the various procedures
the Census Representative must follow and which you, in turn, must
supervise.

In addition to these manuals, you will receive training on technical and
administrative matters as well as on the techniques of training others. The
manuals and the training provided are designed to complement one another
and to enable you to select, train and supervise competent census
representatives.

The success of the census in your area depends primarily on your ability to
organize, co-ordinate and manage your census representatives in the
effective performance of their duties. I wish you complete success in this
critically important operation.

The Chief Statistician of Canada
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1. INTRODUCTION

A.

B.

E.

Line of Communication

The chart on the inside front cover of this manual shows the line of

- communication you are to follow for the 1991 Census of Canada. It

shows that you are responsible directly to the Census Area Manager
(CAM). Although you may receive communication from other
levels, the CAM is the person to whom you will refer when you have
a problem or need advice.

Census Commissioner's Terms and Conditions of Employment and
Oath or Affirmation of Office and Secreey

Before you assumed your duties as a census commissioner, you read
and signed the Census Commissioner's Terms and Conditions of
Employment {Form 24B). This included the swearing and subseribing
to an QOath or Affirmation of Office and Secrecy (Form 24). By
signing the Terms and Conditions of Employment, you were bound to
carry out, to the best of your ability, the terms stipulated therein.
By subscribing to the cath, you were sworn to secrecy and to the
faithful and honest performance of your duties.

Delegation of Authority Not Permitted

1. Census representatives and census commissioners are not
permitted to delegate their authority to any other persons
{(including members of their own family). Duties must be
performed by the appointed employee,

2. The only exception to this is your Administrative Assistant to
whom you must delegate sufficient authority to do assigned
tasks. '

Identification Card

You have been issued an identification ecard which you signed. Keep
it with you at all times. This is proof that you are a sworn employee
of Statisties Canada. Loss of this card must be reported at once to
your CAM.

Security

Canadians expect the federal government to keep personal
information strictly confidential.

Completed census questionnaires are confidential and it is your
responsibility to ensure this confidentiality when the questionnaires
are in your hands.
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In order to ensure that confidentiality is maintained, you must
follow the security instructions contained in this manual exaectly.
This includes meeting office space and shipping requirements.

If, during enumeration, an EA box is lost or stolen, document the
details and advise your CAM immediately.
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2. CENSUS COMMISSIONER'S PAY AND ALLOWANCE

A,

Period of Employment

Your period of employment is in accordance with the terms
indicated on the Form 24B. It will continue until the enumeration of
your district is completed to the satisfaction of your Census Area
Manager. The closing date of your office is July 19; however, you
will be advised by your CAM as to when your responsibilities will
terminate.

Illness or Accident

1. If you are ill on any working day, call your CAM. This will alert
him/her to the possibility that you -may need help.

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

3. During your period of employment you may encounter situations
which present potential risks to your safety (e.g., dogs). Be
aware of potential risk situations and take precautions to avoid
personal harm. (See the pamphlet "Safety" [Form 28I].)

Payment

As a census eommissioner, you will be paid for your services as
follows:

1. For the performance of your duties, $7,000. Included in this is
an amount of 4% in lieu of vacation leave (i.e. $6,730 plus $270
vacation pay). This will be paid in four instalments:

{a) a first instalment of $1,500 on or about April 30;

{b) a second instalment of $1,500 on or about May 31;

{c) a third instalment of $1,500 on or about June 28;

{(d) a"final payment" of $2,500 when the enumeration of your
district is completed to the satisfaction of your Census
Area Manager.

Census commissioners who do not file a TD1 (and a TPD-

1V/TPD-1 in Quebec) CLAIMING TOTAL EXEMPTION will
have income tax deducted from each payment.
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4.

Census commissioners residing OUTSIDE the provinee of
Quebec will have income tax withheld at the rate of 10%
(calculated on their total remuneration). Census
commissioners residing IN the province of Quebee will have
income tax withheld from their remuneration at the rate of
25%. In all cases, appropriate deductions will be made for
unemployment insurance and Canada/Quebec Pension Plan. -

Your CAM will submit the Census Commissioner's Account
(Form 30) on your behalf for the first three payments.

You will submit the eclaim for fmal payment at the completion
of your duties.

For the use of approved office space in your home for an
approximate three-month period (mid-April to mid-July), $500,
claimed at the completion of your duties.

For the use of approved training space in your home ($15 per
half-day of use).

For the use of your own video cassette recorder and/or
television monitor for training purposes ($10 per piece of
equipment per day of use).

Completion of Census Commissioner's Account (Form 30)

1.

Complete the Census Commissioner's Account (Form 30) at the
termination of your employment.

Print clearly all required identification entries at the top of the
form. Ensure that your Soecial Insurance Number is accurately
recorded.

Mark "X" in the "Balance of salary" box, box 6, number 4.
Enter $2,500 in the "Amount" box, box 7.

If you are entitled to the "Allowance for office in home", enter
$500 in the "Amount" box, box 8, and attach copy 1 of the
Authorization Form (Form 31).

If you are entitled.to the "Allowance for training space in

home", enter the amount in the "Amount" box, box 9, and
attach copy 1 of the Authorization Form (Form 31).
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1.

8.

10.

11.

If you are entitled to the "Allowanee for the use of personal
video cassette recorder for training purposes", enter the
amount in the "Amount" box, box 10, and attach copy 1 of the
Authorization Form (Form 31).

If you are entitled to the "Allowance for the use of personal
television monitor for training purposes”, enter the amount in
the "Amount" box, box 11, and attach copy 1 of the
Authorization Form (Form 31).

Be sure to sign and date the Form 30.

Do not remove the carbons from the form.

Submit copies 1 and 2 to your CAM for approval and keep
copy 3 for your records.

E. Treasury Board Travel Directive

F.

Appendix B of this manual is a summation of the Treasury Board
Travel Directive deseribing in detail the regulations which govern
reimbursement for travel expenses other than kilometrage (e.g.,
accommodations and meals). If there are any questions, consult
your CAM. If you incur an expense which is not allowable, you must
assume the cost.

Travel Expenses

1.

For Training

If you are required to travel to your training classes, you will
receive kilometrage reimbursements (if applicable) based on the
provineial rates listed in the latest Treasury Board Travel
Directive. You will be reimbursed for other travel expenses up
to the maximum allowable in the Treasury Board Travel
Directive. (See Appendix B of this manual.) Your CAM must
authorize travel and will discuss reimbursement with you at
that time. ‘

For Job Related Kilometrage and Expenses

Kilometrage may be claimed as deseribed in item 1 above and

. reimbursement for other travel expenses will be made up to the

maximum allowable in the Treasury Board Travel Directive.
(See Appendix B of this manual.) When entering expenses on the
Expense Account (Form 35) you are required to:
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(a) record the time of departure and arrival for each trip;
{b) record the exact kilometrage for each trip;

{c) record the particulars of the trip.

Private Motor Vehicle Insurance - Coverage Responsibility

. Kilometrage rates cover all costs related to the operation of a

private motor vehicle while conducting government business.
Statisties Canada will assume no responsibility for accidents,
damage, repair or any other loss involving the use of your vehicle on
government business.

You must check with your insurance agent to ensure that there is a
valid "basic insurance" poliey applicable to the vehicle being used.
Basie insurance must include: at least $1,000,000 Public Liability
and Property Damage (PLPD) and the coverage to drive to and from
work, generally referred to as level 02 or 03 coverage depending on
the distance between home and the work place, The basic insurance
costs are reimbursed as a component of the kilometrage rate you
will be paid when using your vehicle on government business.

Telephone Expenses

You will be reimbursed for long-distance telephone calls made by
you in the course of your duties. For reimbursements, attach your
telephone bill to the Form 35 indicating applicable calls. There is
no reimbursement for the expense of installing or renting a
telephene in an office located in your home.

Office Supply Expenses
Occasionally, you will have to make small purchases of essential

office supplies such as postage stamps. You will be reimbursed for
these items. Obtain a receipt for each purchase and attach it to the

* Form 35.

J.

Meal Expenses

If you are required, in the course of your duties, to be more than 16
kilometres from your office during the meal hour, you are eligible to
claim for that meal up to the maximum allowable in the Treasury
Board Travel Directive. (See Appendix B of this manual.)
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L.

NOTE: You will not be reimbursed for meals at the beginning or at
the end of your journey.

Unclaimed Expenses

Make a note of any unclaimed expenses (e.g., & telephone bill) and
attach the note to the Form 35 that you submit on July 19. As you
receive the bills for these expenses, submit them with a Form 35 to
your CAM for approval. Your CAM should be made aware of any
unelaimed expenses as of July 19. Be sure to keep a blank Form 35
if you have unpaid expenses.

Submission of the Expense Account (Form 35)

1. Submit copies 1 to 3 of your Expense Account (Form 35) to your
CAM on the following Fridays: April 12, April 26, May 10,
May 24, June 7, June 21, July 5 and July 19.

NOTE: If you have unclaimed expenses as of July 19, see
Section K.

2. Keep copy 4 for your records.

3.  You must submit an Expense Account on the dates indicated in
item 1 even if it is a "NIL" report. In this case, mark it as such.
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3. CENSUS COMMISSIONER DISTRICT FAMILIARIZATION

A.

Definition of Census Commissioner District

The area for which you are responsible as a census eommissioner is
called a census commissioner distriet (CCD). It comprises a group
of enumeration areas {EAs) within a federal electoral district (FED).

" General Familiarization Responsibilities

Between April 8 and April 26 you are to:

1.

3.

4.

familiarize yourself with your map package and the List of
Enumeration Areas (Form G-13); (See Sections C and D.)

do a map check of all the enumeration areas within your CCD;
{See Section F.)

identify EAs where there may be new growth (new dwellings) in
your CCD;

familiarize yourself with the List of Collective Dwellings in
CCD (Form T}); (See Section J.)

conducet field visits to:

(a) resolve mapping problems discovered during the map check
{e.g., boundary lines in question});

(b) check for growth;

(¢) check for areas with a large number of cottages, ski
chalets or cabins - dwellings which could be marginal;

- {d) vei'ify and update the List of Collective Dwellings in CCD

{Form 7);

(e} check any special situations present in your CCD as
explained in Sections K to R;

continually document, in the appropriate EA records of the
CCD Record, mapping problems or information which may be
useful to census representatives during enumeration;

keep your CAM informed of the progress you are making and
any problems you discover.
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C. Map Package
Thé following items are to be included in your map package.

1. FED/CCD/EA map
- small scale map showing all of the EAs w1thm your
census commissioner distriet.

NOTE° The EA numbers will not necessarlly be
consecutive.

2. CCD/EA maps
- large scale maps showmg g'roups of EAs within the
CCD.

3. EA maps

: - enumeration maps distributed to census
representatives. They show-each EA on a larger
scale. In the rural areas of the Western provinces,
township plans may also be provided.

4, Porm G-13, List of Enumeration Areas
- provides key operational data concerning each
enumeration area within the CCD.

D. Explanation and Use of the List of Enumeration Areas (Form G-13)

The Form G-13 lists each enumeration area in your census
commissioner distriet and gives numeric data and other information
about each one.

1. Explanation

The List of Enumeration Areas (Form G-13) eontains the
~ following information:

(a) Column 1 identifies the eensus division and subdivision.
This can be a county, township, eity, town, etc. This
column is for head office use.

{b) Column 2 identifies the EA number for 1991. -

(c) Column 3 identifies the number of dwellings either from
the 1986 Census or from the Regional Field Check
Program.

(d) Column 4 identifies the number of farm operators counted
in 1986.
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(e)

()

()

(h)

()

@

(k)

)

(m)

- (m)

Use

Column 5 identifies the EA type. This column applies to

‘mail-back areas only.

Column 6 identifies. the methodology. (Method 2, 3 or 4 for
canvasser, collective EA or Indian reserve, respectively.)

Column 7 shows the percentage of households that will be
enumerated using the Form 2D. The number 2 is used for
canvasser areas, collective EAs and Indian reserves and
indicates that every household (100%) in the EA will be
enumerated on the Form 2D.

Column 8 identifies the lang'uage designation of EAs.
(Language 1 = Bilingual, 2 = English, 3 = French.)

Column 9 identifies the percentage' of the population that
speak English as their mother tongue.

Column 10 identifies the percentage of the population that
speak French as their mother tongue.

Column 11 gives the land area of the EA if it is available
or necessary. For example, it is not necessary to give the
land area in an urban EA because it is usually a very small
densely populated area. The entry in Column 11 for urban
EAs is "0".

Column 12 identifies the population density per EA, that is
the number of dwellings per square kilometre. In urban
EAs, as is the case for Column 11, the entry is "0".

Columns 13 and 14 are used at the regional office level.
They provide additional information on the corresponding
1986 EAs. ‘

Column 15 is used for remarks which help identify the EA.
For example, identifying collective EAs, Indian reserves,
addresses of apartment buildings.

Using the List of Enumeration Areas (Form G-13} as a
reference document will enable you to:

(a)
(b

familiarize yourself with the EAs within your CCD;

assess the work-load of each census representative's
assignment {i.e. number of dwellings and farms);
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(c) determine faetors which must be considered when hiring
census representatives (e.g., language designation of the
EA, work-load within the EA, number of dwellings and
farms).

E.  Census Representative Assignments

1. The size of an assignment in canvasser areas should consist of
not more than 100 dwellings. Exceptions to this eriterion are
small settlements of more than 100 dwellings which should be
designated as separate EAs. If a settlement is large enough,
there should be more than one EA.

2. The expected completion date of enumeration by census
representatives is June 28. (This should be kept in mind when
establishing assignments.)

3. Since EAs must not consist of more than one munieipality,
county, federal electoral district, ete., a number of smaller EAs
may have been created. Enumeration of these small EAs can be
done by one census representative, as long as the grouping does
not exceed the work-load indicated above.

4. Discuss with your CAM the grouping of small EAs into one
census representative assignment and assign EAs on the basis of
these discussions.

5. Keep in mind any geographical limitations which might make it
unwise to assign more than one EA to a census representative.

6. If more than one EA is assigned to a census representative,
ensure that forms and supplies are kept separate.

7. Ensure that the Census Representative completes one EA
- before starting on the other. (An exception may arise with
collective dwellings which may need to be enumerated before
the regular enumeration commences.)

“'F.. Map Check

Using the CCD/EA map(s) for your district, and the individual EA
maps, do the following:

1. Compare the EA boundaries identified on the EA maps to those
on the CCD/EA maps. Ensure they are the same and that ail
land is accounted for. : ‘
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2. On individual EA maps, compare the boundaries of neighbouring
EAs to ensure they are the same and that there is no overlap.

3. Check all collective EAs which fall within the boundaries of a
regular EA. Compare the location of the colleetive EA on the
EA map to the actual location to ensure the maps are correct.

4., Attempt to identify any areas where census representatives
may have problems gaining access to do enumeration. Special
transportation may be needed to do the enumeration in these
areas. Therefore, it is important that these areas be identified
early.

5. Visit EAs for which you have identified potentlal boundary
problems.

6. Record any observations, problems or comments in the EA
Record (Part I, Section 2) of your CCD Record (Form 29G).

7. Inform your CAM immediately if you discover a problem, and
advise him/her of the results of your map check.

NOTE: For EAs requiring special transportation, delay your
visits until you go to the area to recruit census
representatives.

Under no circumstances are you to make any changes
to EA boundaries without the approval of your CAM.

EAs Without Maps
If your CAM advises you that a map is not available for an EA:

1. Study the geographic data and deécription of the EA given on
" the List of Enumeration Areas (Form G-13) and compare this
information to your CCD map (on location if necessary).

2. Using these data, prepare a written description of the area
noting the key characteristies of the EA, in the CCD Record
{(Form 29G).

3. Try to obtain a map from a local provinecial office such as the
Department of Highways, or from sourees such as the Chamber
of Commerce, Tourist Bureau, Township Office. Using your
CCD/EA map, draw on the boundaries of the EA and identify
the map or diagram with the PROV, FED and EA numbers. If
you must purchase a map, obtain a receipt and claim the cost
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on your next expense claim. Ensure that the map is returned
with the Census Representative's completed EAs.

4. During your on-loeation checks, note on the EA map you
prepare any landseape features and dwellings which will assist
the Census Representative in determining correct EA
houndaries.

5. Note these landseape features and dwellings in the appropriate
- EA Record (Part I, Section 2) of your CCD Record (Form 29G).

8. Advise the Census Representative responsible for the EA of all
instructions and descriptions to avoid duplication or omission of
an area.

H. Discovery of More Detailed Maps

If you discover that a more detailed map is available for an area,
e.g., town, rural area, growth area, military base, Indian reserve:

1. obtain the map (if you must purchase the map, obtain a receipt
and claim the cost on your next expense claim);

2. ensure that the additional detailed information for enumeration
is added to the EA map(s) (e.g., new roads, bridges);

3. return the purchased map to the regional census office with an
explanatory note at the end of your term of employment.

I. Grouping of Small EAs

Small EAs are to be grouped into census representative assignments.
Information related to the grouping of small EAs will be given to
you by your CAM.

1. Assign groups of small EAs to census representatives, according
to information obtained in discussions with your CAM.

2. Forms and supplies for each EA must be kept separate,
3. Small EAs ean be identified by comparing the number of

dwellings listed on the Form G-13 to the recommended number
of dwellings (100 dwellings).
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d.

Verifying and Updating the List of Collective Dwellings in CCD
{Form 7) : .

1. Purpose of the Form 7

This form, when updated, will enable you to ensure the
complete coverage of all collective dwellings within your CCD.

2.. Use of the Form 7

You will use the Form 7 to identify and visit all collective
dwellings in your CCD and to create individual lists of
collective dwellings in EA (Form TA).

3. Familiarization Responsibilities

Although every effort has been made to provide the most
accurate lists possible, revisions will be required. During your
CCD familiarization:

{a) Determine whether the collective dwellings listed on the
Form 7 are in your CCD and inform your CAM of any
which should not be included.

{b) Cancel from the list those collective dwellings which
either no longer exist or no longer meet the definition of a
collective dwelling {(Procedures Manual, Form 42,

Chapter VIII, B.12 (b), page 114).

{c) Add to the list those collective dwellings in your CCD
which have not been listed.

NOTE: RCMP detachments and municipal jails have often
been missed in the past. Pay particular attention
to these.

(d) Verify the spelling of the name and address of the
collective dwelling.

{e) Verify or assign the colleetive dwelling code (Column 3} by
referring to Appendix A of this manual. Make sure that
the type code listed accurately represents the type of
collective dwelling. ‘

NOTE: If you have probiems determining the type code of
any collective, contact your CAM.

(f) Verify in which EA each collective dwelling is located. If
there is no EA number on the Form 7 for a collective
dwelling, determine in which EA it i{s located and enter the
EA number on the Form 7.
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K. Large Collective Dwellings Not Designated‘ as Separate EAs

1. Determine if the collective dwelling is large enough to be made
a separate EA by using the following eriteria:

(a) hotels, motels, YM/YWCAs and missions of 200 units or
more (Codes 10 and 13); i

(b} health care and weifare institﬁtions with 75 or more beds
(Codes 40, 50, 51, 52, 60, 61 and 62);

(c) religious and educational institutions and work camps with
150 or more beds or a sleeping capacity of 150 or more
(Codes 12, 20 and 30);

(d) correctional or penal institutions with 75 or more beds
{Codes 80, 81 and 82);

(e) single quarters, guardhouses and base hospitals, ete., of
military camps (Code 90).

NOTE: Collective dwellings designated as separate EAs
are identified by an asterisk (*) in Column 5 of the
Form 7.

2. Inform your CAM of any collective dwellings which should .be
collective EAs and whether or not the Census Representative in
the EA can enumerate the dwelling.

3. Coilective Dwellings in Remote Areas

These collective dwellings will not be easily accessible;
therefore, do not visit them during your CCD familiarization.
If you do not already know the status of the collective dwelling,
when hiring the Census Representative from the area,

- determine if the collective dwelling is still in existence. Also,
determine if there are any new collective dwellings in the area.
Have the Census Representative determine the occupaney
before he/she comes for training. (See Chapter 15, Section C
6(d), page 15-4 of this manual for an explanation of oeccupancy.)

L. Dwellings Difficult to Find
When you are conducting your CCD familiarization:

1. Note dwellings which census representatives may have
difficulty in finding or are apt to overlook. These may be homes
in new areas, shacktowns, dwellings in out-of-the-way places
(behind or above stores), or dwellings which cannot be seen
from the road (hidden by bushes, etc.).
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N.

2. Record the location of "difficult-to-find” dwellings in the
appropriate EA Record (Part I, Section 2). Notify the Census
Representative concerned during the visit prior to enumeration.
(See Chapter 13, Section E, page 13-2.} After enumeration is
completed, check the completed EA assignments against your -
EA notes to determine whether the "dwellings difficult to find"
were enumerated.

Areas With Recreationa! Dwellings

During your CCD familiarization, check those areas where there is a
number of dwellings used primarily for recreational purposes. Make
an assessment to determine if the dwellings are suitable for year-
round occupancy or if they are marginal dwellings. Be certain to
advise census representatives that this distinction must be made
during enumeration. During your supervisory visits to census
representatives, ensure that definitions (found in the Procedures
Manual, Form 42, Chapter VI, B.12 (a) and (c), pages 113 and 114)
are being applied properly.

Zero Population, Zero Dwellings

There is a possibility that some EAs will have zero dwellings
indicated on the List of Enumeration Areas (Form G-13). This will
be indicated by an "X" in the EA "Type" column. If you have such an
EA:

1. Verify that the population is zero.
2. Create a VR for the EA.

3. List any unoccupied dwellings. If there are no unoceupied
dwellings, indicate this faet in the "Remarks" column in
Section II of the VR.

NOTE: Unoccupied marginal dwellings or unoceupied
dwellings under construction, renévation or conversion
are not to be listed in Section II of the VR.

4. Return, after Census Day, to any unoccupied dwellings that
were listed to verify that they were not occupied on Census
Day.

5. Complete a Form 2D for each unoccupied dwelling according to
the instructions in the Procedures Manual, Form 42, Chapter III,
B.1, page 37.
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0.

6. Write "No-population EA" across the front cover of the VR.
7. Sign the VR after Census Day.

NOTE: In this case, a census representatxve would not be
required for the EA.

There will be a Quality Control check on all EAs which
have zero population.

Change in Municipal Boundaries

Municipal boundaries may change between the time the EAs are
drawn up and the time you do your CCD familiarization. If you are
aware or become aware of a change, advise your CAM immediately.

Unincorporated Places

Unincorporated places will be listed on every EA map. Review the
list to determine if it is complete. Based on your knowledge of the
area and any discoveries made during your familiarization, you will
make additions or deletions to the lists as necessary.

NOTE: Any cancellations made to the lists must be identified and
a reason for the cancellation given (e.g., no longer exists).

During the enumeration process, you must ensure that the census
representatives apply the procedures for unincorporated places
correctly.

Military Bases and Establishments

1. You are responsible for the enumeration of all military
establishments in your CCD. The CAM will accompany you on
your initial visit to the military base to establish contact with
the liaison officer.

2. Familiarize yourself with the base boundaries and the EAs
within. Any diserepancies should be brought to the attention of
your CAM. .

3. Method of enumeration:

(a) Single quarters, base hospitals, guardhouses, ete., will be
enumerated as a collective EA. :

(b) Private married quarters will be enumerated in the same
way as private dwellings in regular EAs.
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R.

S.

Indian Reserves

Each Indian reserve should be designated as one or more separate
EAs.

1.

Ensure that the boundaries are clear to the census
representatives so there will be no loss of coverage or
duplication of enumeration.

Discuss these boundaries with your CAM.

Census of Agriculture - Familiarization Activities

1.

2.

Institutional Farms

While travelling in your CCD, identify any institutional
agricultural holdings in your CCD (e.g., correctional institution
farms, university research stations). Contact these institutions
to identify land associated with them and to determine who the
Census Representative should contact during enumeration.
Make notes in your CCD Record and discuss enumeration with
the Census Representative prior to enumeration.

QOther Farms

Note, in your CCD Record, any agricultural holdings which may
be missed by the census representatives (e.g., bee colonies, fur
farms). Discuss these with the census representatives before
enumeration begins.
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4. CENSUS PUBLIC COMMUNICATIONS

A.I

C.

Qverview of Public Communications

The publiec communications message for the 1991 Census is simple:
we want all residents of Canada to participate - everyone counts in
the census. '

The communications program tells respondents that the census is
taking place and why their co-operation is important. The program
is being eonducted at two levels - national and local. While the
national campaign provides a general overview of the purpose and
importance of the census, it is the local campaign that brings the
census message home to respondents in your own areas.

Your Role in the Public Communications Program

You will be a foeal point and liaison officer for publie
communications in your area. Although the duties associated with
this role will vary from region to region and will be influenced by
individual work-loads, you should keep a file on census publicity.
Talk to your CAM to find out whether you will be directly involved
in giving speeches and being interviewed by the press.

The Publiec Communieations Program will help your team of census
representatives count everyone. The more the public knows about
the purpose and importance of the census, the more willing they will
be to co-operate with the Census Representative. In this way, the
communications program will make the job easier for your census
representatives.

Messages sent to the publie through the communications program
will also be seen and heard by your own census representatives. This
will reinforce the importance of their role and should foster a
greater enthusiasm and commitment for their job.

What to Expect and How You Can ﬁelp

o  Businesses and community organizations will help spread the
word. Because companies, organizations and all leveis of
government depend con census information to make sound
decisions, they have been asked to help us spread the census
message. Most offer to use their existing communications
vehieles to help us reach their clients and employees.

The regional office will have already made contact with
executives of some Chambers of Commerce, Rotary Clubs,
farm organizations, service clubs, chureh groups, women's
groups and small businesses.
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You might be asked to distribute publicity material (tent cards,
posters, information kits, ete.) to the groups and organizations
that were contacted in your area. Ask them to display the
material in prominent places such as banks, store windows,
government offices and post offices.

If you are aware of local groups or businesses that have not
been contacted, discuss them with your CAM.

Do not make any commitment on behalf of Statisties Canada to

‘pay for advertising on radio, television and in newspapers, or

for other publicity where a direct expenditure is involved. You
will be reimbursed for indireet expenditures such as travel when
they fall within the guidelines set down for your normal census
commissioner duties. Refer any questions you may have on this
subject to your CAM.

We are keeping the media informed. As Census Day draws
closer, you will see inereased media coverage of the census.
Regional offices are mailing a series of releases on the census
to daily and weekly newspapers at regular intervals., Qther
media coverage can include interviews, hot-line shows, editorial
columns, feature articles, testimonials from community leaders
or proclamations from town and city mayors.

Do not call on the news media (television, radio, daily or weekly
newspapers) unless you have your CAM's approval. If the media
contacts you for information about the census operation, either
refer them direetly to your CAM or tell them you will eall them
back. Consult with your CAM before giving any information to
the media. Let your CAM know each time you are approached
for an interview.

Keep in touch with what the media is saying about the census.
Notify your CAM immediately if you encounter any negative
publicity, including complaints made by known vocal eitizens
and interviews that cast an unfavourable light on Statistics
Canada or the census. Bad publieity and misinformation often
spread like wildfire, and the sooner CAMs are informed, the
sooner they can stomp out the blaze.

Keep in touch with the members of your team. During
enumeration, the Public Communications Program will be
placed in the hands of your census representatives. Ensure they
know the answers to commonly asked questions, and that they
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keep you informed of the reception they are receiving from the
public. Remember to pass this information along to your CAM.
This kind of team-work is vital to the success of the census.

o Just before June 4, a national advertising campaign will remind
all residents of Canada to count themselves in.

o We will keep respondents informed of the status of the census.
After Census Day, regional offices will step in with a series of
local advertisements that will reflect the status of the census
in various areas. '

Your role in the communications program will not be over until
all the completed questionnaires for your area are received in
the regional census office. Until then, keep your publicity file
open and continue to keep abreast of any communications issues
in your area. Be aware of any problems that arise in your area
and keep your CAM informed.

"DAILY"

Among your supplies is a booklet entitled "Daily" produced by the
Publie Communications Division. This booklet shows the "end
product” of the 1986 Census. This information is provided to
enhance your appreciation for the census. Use this booklet when
explaining the census to census representatives or others who are
interested.
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5. SPACE FOR TESTING, TRAINING AND OFFICE AND SPECIAL
ENUMERATION COSTS

A,

Space - Gerieral

You are responsible for obtaining space to:

1. test your census representative éandidates,
2. train your census representatives,

3. use as an office.

If suitable federal government or non-government space is available
free of charge for testing and training, it must be used. In some
cases, the CAM will identify suitable federal government space; in
other cases, ask at post offices, other federal buildings, ete. If
federal government space cannot be obtained, churches, schools,
community halls, etc., usually have good accommodation for these
purposes.

It is preferable that you use a room of your home as an office: you
will be paid aceordingly.

All space must be approved by the CAM for both cost and
suitability. Approval of the space to be rented and the terms of
payment will be covered by completion of an Authorization Form
(Form 31). The procedures for completing the Form 31 are found in
Section F of this chapter.

Space for Testing

1. Space for testing of census representative candidates will be
required the week of April 22-26. To accommodate the
availability of candidates, testing space may be required on
more than one day.

2. Choose a centralized location to minimize travel, as ecandidates
must report for testing at their own expense. If your distriet is
very large, more than one loecation may be required for testing.

3. Testing space requirements:

(a) big enough to accommodate the census representative
candidates;

NOTE: It is not necessary to test all candidates at one
time.



Page 5-2

5. SPACE AND SPECIAL ENUMERATION COSTS

- {b) a table and chair for each candidate;

(c) -adequate lighting and ventilation.

C. Space for Training

1.

3.

Space will be required for both the morning and afternoon of
the dates on which you are training. Refer to the training
schedule in Chapter 12, Section J, page 12-5.

Space requirements:

(a)
(b)
(c)

(d)

a blackboard;

adequate lighting and ventilation;

a table and chair for the instructor and each trainee. Each
table must be of suffiecient size so that the instructor and
each trainee can work and refer to their reference
material easily;

wash-room facilities.

- NOTE: If the lessor has a TV monitor and VCR, include use of

them in the rental agreement.

If you use space in your own home, your personal VCR and/or
your personal television monitor for training, indicate this in
item 9 (Details) of the Authorization Form (Form 31). (See
Section F of this chapter.}

D. Office Space

1.

A private office will be required from April 15 to July 19 and
should be located in your own home, if possible. Finalize the
loeation of your office space by April 12.

Office space requirements:

(a)

(b)
(e)

(@)

The office must be approxxmately 150-200 square feet in
area (14 - 18.5 square metres).

It must contain two tables and three chairs.

Access to a private telephone line will be required. Any
variance from this will have to be approved by your CAM.

Adequate space must be available within your offlce to
perform the Quality Control operation.
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E.

{e) The office door must have a functional loek or there must
be a lockable space, which could be a filing cabinet or
closet, to store confidential material.

(f) If the office is on the ground level, windows must be locked
or latched.

{g) It is desirable that there be a smoke detector.

3. The use of an existing business office is prohibited unless it has
a separate room (with a lock) and is not open to any of the
office staff or the public.

Use of the Authorization Form (Form 31) for Rental of Space

Statistics Canada will assume responsibility for any reasonable
rental charges. An Authorization Form (Form 31} is to be used for
recording rental details.

1. Complete a Form 31 every time you apply for authorization to
rent space. This ineludes office space, whether or not it is in
your home, as well as testing and training space, even if the
space is available at no charge.

2. Use a separate Form 31 for each area rented from each lessor.
Also ensure that the name entered as lessor is the name of the
individual or organization to whom payment will be made.

3. You must not enter into any rental agreement until the space
has been authorized and approved.

NOTE: Do not sign any rental agreement or give the lessor
his/her copy of the Form 31 until all signatures have
been obtained.

4, Carefully follow the instructions in Section F of this chapter.

| Coﬁlpletion of Form 31 for Rental Authorization

1. A Form 31 must be completed for each rental authorization
request. ‘

2. Print all required information clearly in ink.

3. Enter the geographic identification codes (PROV, FED, CCD).
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4,

10.

11,

Item 1 - Type of area

Mark "X" in the appropriate box.

Item 2 - Applicant |

Mark "X" in the box for eensus commissioners (CC).
Item 3 - Space rental |

(a) Mark "X"in t.he appropfiate box.

{b) If you mark "Other", pleasél specify the type of space.
Item 4 - Transporta’;ion

Not applicable to rental of space.

Item 5 - Personnel

Not applieable to. rental of space.

[tem 6 - Period required

Applicable only for rental of office space. For rental of testing
and training space, enter the dates in item 9 - Details.

Item 7 - Space rental cost

(a} Ask the lessor for the applicable rental rate, ealculate and
enter the space rental cost.

NOTE: If space is obtained free of charge, enter "NIL".

(b) Record the breakdown of this cost in item 9 - Detalls (e.g.,
- 3 days @ $25 per day = $75).

Item 8 - Additional requirements

After discussing your needs with the lessor, indicate which
services are included in the rental amount stated in item 7.
Mark "X" in the appropriate boxes. Failure to clarify these
needs with the lessor may result in unanticipated additional
charges later. [f any of the required services are not included
in the rental rate, mark "X" in the "Not ineluded" column and
indicate in the "Additional charges" column the cost, if any,
associated with obtaining the service. Total these charges.
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12.

13.

14.

15.

16.

17.

18.

19.

Item 9 - Details

Provide any other relevant information in this space, for
example, the number of chairs and desks. If rental costs do not
include services listed in item 8, deseribe the arrangements
made to obtain them. '

NOTE: If you plan to use space in your home, your personal
VCR and/or your personal television monitor for
training, be sure to list these details in item 9 (on the
Form 31 for rental of training space).

[tem 10 - Breakdown of expenses (estimated) for special
enumeration costs only

Not applicable to rental of space; reserved for special
enumeration costs.

Item 11 - EA data

Not applicable to rental of space.
Item 12 - Total cost

Enter the total rental cost. This amount is obtained by adding
item 7 and item 8.

Item 13 - Applicant

Print your name. Sign and date thé form,
Item 14 - Lessor/ Supplier

(a) Print the lessor's name.

(b} Have the lessor sign and daté the form.
(e} Enter the business address of the lessor.

(d} Enter the address of the rented space in the "Location"
section.

[tem 15 - Supervisor

Your CAM will sign here.

Item 16 - Delegated Officer

Your CAM will ensure that the Form 31 is signed at the

appropriate level. This signature must be obtained before space
can be finalized.
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G. Submission and Approval of Authorization Form (Form 31) for
Rental of Space

1. After completing the Form 31 according to the instruetions in
Section F, remove the last copy (copy 4) and keep it for your
own records.

2. Submit the remaining copies (copies 1 to 3) of Form 31 to your
CAM for authorlzatlon.

N If-approval is granted, your CAM will return copies 1 and 2 to
you with the appropriate signatures to indicate authorization.

NOTE: Ensure that the authorization sections of the Form 31
(items 15 and 16) have been signed before you finalize
any rental agreement (even if you are able to obtain
space free of charge).

4, Contact the lessor to confirm rental arrangements.

5. Provide thé lessor with copy 2 of the Form 31.

6. Process the Form 31 according to the applicable instructions in
Section H or J of this chapter.

H. Methods of Payment for Rental of Testing and Training Space

Rental charges for testing and training space may be paid in one of
“two ways.

1. The preferred méthod is for Statistics Canada to pay the rental
charges directly, If this is the case:

{(a) obtain an invoice in duplicate from the lessor;

{b) print the five-digit serial number, located in the top right-
hand corrier of the Form 31, on the invoices;

{c) prmt "Services rendered - Payment recommended" on the
invoices;

(d) sign each copy of the invoice;
(e)- attach both copies of the invoice to copy 1 of the Form 31

and submit them to your CAM for payment. Later, if you
receive additional invoices relating to the services listed
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Il

2.

on the Form 31, follow the procedures in {b}), (c) and (d)
above and give the invoices to your CAM. They will be
matched up with copy 1-of the Form 31 in the regional
census office.

If you pay the lessor directly:
(a) obtain a receipt;

(b) print the five-digit serial number, located in the top right-
hand corner of the Form 31, on the receipt; and

(e) attach the receipt and copy 1 of the Form 31 to the next
Form 35, Expense Account, that you submit to your CAM
for payment, Refer to Chapter 2, Section L, page 2-5
Submission of the Expense Account (Form 35).

Payment for Rental of Training Space in Your Home

If you use space in your home, your personal VCR and/or your
personal television monitor for training:

10

You will be paid $15 per half-day for training space in your -
home, $10 per day for the use of your personal VCR and $10 per

" day for the use of your personal television monitor.

Complete an Authorization Form (Form 31) as deseribed in
Section F.

Follow the procedures in Section G for submission and approval
of the Form 31. :

Follow the procedures in Section d, item 1{e) to (h), for
payment of these allowances. :

Payment for Rental of Office Space

Payment for rental of office space depends upon whether or not the
space is located in your own home. Because payment received for
office space in your home is taxable, we recommend that you retain
receipts for expenses incurred.

1.

In Your Own Home

{a) You will be paid $500 for the use of office space in your
own home, from April 15 to July 19.

(b) Complete an Authorization Form (Form 31) as described in.
Section F.
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{¢) Keep copy 4 for your records.
(d) Submit copies 1'to 3 of the Form 31 to your CAM.

(e} Your CAM will review the form and if he/she approves of
the space, will sign the Form 31 and return copies 1 and 2
- to you.

(f) Claim the approved amount on the final Census
Commissioner's Account (Form 30) at the completion of
your duties. o

- (g) Keep copy 2 of the approved Form 31, as in this case you
are the lessor and the lessee.

(h) Attach copy 1 of the Authorization Form (Form 31} to the
Form 30 when you submit it to your CAM for payment.

2. OQOutside Your Home

(a) If you rent approved office space outside your home,
Statisties Canada will pay a reasonable amount for a period
of three months, from April 15 to July 19.

(b} Complete a Form 31.

{c) Follow the procedures in Section G for submission and
approval of the Form 31.

(d) For methods of payment, follow the same procedures as
indicated in Seetion H.

K. Special Enumeration Costs - General

An Authorization Form (Form 31) must be completed when
significantly increased costs will be incurred to enumerate an area
{e.g., numerous hours of interpreter or guide time, special means of
transportation such as aireraft or boat)., Your CAM will discuss with
you the various EAs in your district to determine if a Form 31 needs
to be completed. Your CAM will be available to give you advice and
guidance if you must complete a Form'31. The procedures for
completing the Form 31 are found in Section M of this chapter.

NOTE: These costs require prior authorization. Costs incurred
without the necessary approval may not be aceepted by
Statisties Canada and you may be required to assume the
cost. '
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L. Preparation of Cost Estimate

1.

Caleulate an estimate of any special enumeration costs to be
incurred in an EA, with the Census Representative involved.

In order to provide a complete summary of the special
enumeration eosts for any specific area, you must include all
special serviees relating to the enumeration of one area on one
Form 31 (i.e. include jeep, boat rental and guide on the same
form if all three are required).

Complete the Authorization Form (Form 31) either when you
deliver the census representative’s supplies prior to training or,
in the case of very remote EAs, at the time of testing and
interviewing.

Completion of Form 31 for Special Enumeration Costs

1.

6.

Form 31 must be completed for special enumeration costs {e.g.,

rental of airerafts, boats, jeeps).

Print all required information elearly in ink.

Enter the geographic identification codes (PROV, FED, CCD,
EA).

Item 1 - Type of area
Mark "X" in the appropriate box.
Item 2 - Applicant

Mark "X" in only one box for applicant's position title.

- If you mark "Other", please specify.

ftem 3 - Space rental

Not applicable to speeial énumeratiqh costs.
Item 4 - Transportation

Mark "X" in the appropriate box(es} if applicable.
If you mark "Other", please specify.

Item 5 - Personnel

Mark "X" in the appropriate box(es) if applieable.
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8. [Item 6 - Period required

 Indicate the estimated "Start" and "Completion" dates in the
"From" and "To" boxes.

10. Item 7 - Space rental cost
Not applicable to special enumeration costs.
.11. Item 8 - Additional requirements |
Not applicable to special enumeration costs.
12. item 9 - Details’

(a) Provide any relevant information in this space, for
example: .

(i) Estimate the duration of enumeration trips.
(i} Indicate the anticipated route plan.

(iii) Staté the breakdown of estimated expenses (e.g., 3
nights at $50 a night). .

(iv) Identify the need for an interpreter or a guide and
indicate the estimated time duration (e.g., a guide
for 20 hours).

(v) Supply any supporting information that might be
needed. For example, if you plan to charter an
aireraft to enumerate an area located in the
middle of a lake, state why a boat cannot be used.

OR

(vi) If there is no highway or access road to an area,
state how you propose to get there and your
reasons for choosing a particular means of
transportation.

OR

(vii) Support your proposal with a description of the
area.

{b) If additional space is requii-ed to give details, mark "X" in
the "Attachments" box and explain on a separate piece of
paper. :
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13. Item 10 - Breskdown of expenses {estimated) for special
enumeration costs only.

Estimate all the expénses you expect to incur in enumerating
the ares. '

The salary portion applies only to guides and interpreters. Do
not include the census representative's salary in this
calculation,
For all other expenses (travel, accommodation, meals}, include
costs for the census representatives and guides and/or
interpreters.
(a) lTransportation
(i) Calculate the total estimated costs for rental of
aircraft, boat or any other special means of
transportation {excluding kilometrage charges); for
example, 2 hours @ $40 per hour = $80.
(ii) Indicate the result in A.
(b Salafy {guides or interpreters)

(i) Calculate the total estimated salary costs; for
example, 20 hours @ $8.75 per hour = $175.

{ii) Indicate the result in B.
NOTE: Guides and interpréters will be paid the same
‘ hourly rate as the Census Representative they
accompany.
(e) Travel expenses
(i) Calculate the total estimated travel expenses; for
example, 800 kilometres @ 32¢ per kilometre =
$2586.
(ii) Indicate the result in C.
{d) Accommodation
(i} State the total accommodation expenses; for
example, 5 nights @ $40 per night x 2
persons = $400.

(i} Indicate the result in D.
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14.

15.
186.

17.

18.

19.

(e} Meals

(i} Estimate total meal costs using the rates in
Appendix B.

(ii) Indicate the result in E.
(fy Total

Add boxes A, B, C, D and E and indicate the result in F.

'rtem 11 - EA data

(a) Enter the number of dwellings, listed on Form G-13, in the
area to be enumerated.

{b) Enter the number of farms, listed on Form G-13, in the
area to be enumerated.

NOTE: In situations where EAs have been grouped, list the
number of dwellings (and farms, if applicable) for each
EA on a separate piece of paper and total them. Enter
these totals in item 11. Attach the breakdown to the
Form 31.

Item 12 - Toté_l cost

Reserved for rental of space.

Item 13 - Applicant

Sign and date the form.

Item 14 - Lessor/supplier

Have the supplier provide his/her name and business address. [f

more than one service is ineluded on the Form 31, include the

name(s} and address(es} of these suppliers on a separate piece of

paper and attach it to the Form 31.

NOTE: This section does not need to be signed by the supplier
for special enumeration costs.

Item 15 - Supervisor
Follow instructions in Section N.
Item 16 - Delegated Officer

Follow instructions in Section N.




Page 5-13

5. SPACE AND SPECIAL ENUMERATION COSTS

N. Submission and Approval of Authorization Form (Form 31}

After completing the Form 31 according to the instructions in
Section M:

1.

2-

Remove the last copy (copy 4) of the Form 31 and keep it for
your own records.

Submit the remaining copies (copies 1 to 3} to your CAM by
May 17. He/she will review, sign and submit all eopies to the
regional census office for approval under Section 34 of the
Finanecial Administration Act (Delegated Officer).

Before enumeration in an EA can begin, copies 1 and 2 of the
Form 31 must be returned to you with the appropriate
delegated officer's signature.

NOTE: Approval of the Authorization Form must be received
before enumeration can begin, even if this means that
enumeration will be delayed beyond June 4.

Inform your Census Representative when the Authorization
Form has been approved and review the enumeration
arrangements and estimated costs with him/her.

Instruct your Census Representative to proceed with
enumeration according to the approved plan.

Payment of Special Enumeration Costs

Once special enumeration costs have been approved, two methods of
payment are possible.

Inform each census representative that he/she may have to pay for
any special enumeration expenses and then claim for
reimbursement, or that payment can be made by Statistics Canada.

1.

If the person or organization to be paid agrees to having
Statisties Canada pay directly:

(a) Instruct the Census Representative to:

(i) obtain an invoice in duplicate from the person or
organization rendering the service;

(ii} clearly mark on both copies of the invoice the
PROV, FED, CCD and EA numbers;

(iii} submit the invoices to you as soon as possible.
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(b} When you receive an invoice in duplicate from a census
representative: .

(i) verify the invoice against the approved copy of the
Form 31 (copy 1) cheeking type of service, EA
numbers, duration of enumeration, and amounts
charged;

NOTE: If expenditures exceed amounts estimated on
Form 31, attach an explanation of the increased
cost, ‘

(ii) mark on the invoice "Services rendered - Payment
recommended";

(iii) mark on both copies of the invoice the serial
number, located in the top right-hand corner of the
Form 31, which corresponds with this expense;

(iv) sign both copies of the invoice;

{v) attach the approved copy of the Form 31 (copy 1) to
both copies of the invoice;

(vi} submit both copies of the invoice and copy 1 of the
Form 31 to your CAM.

2. If the Census Representative must pay for the expenses:
(2) Instruet him/her to:
(i) obtain a receipt;

(ii} claim reimbursement for the expenses on an
Expense Account (Form 35);

(iii) submit the Form 35, with the receipt attached, to
you.

NOTE: If the Census Representative eannot pay
for the expense and the organization or
person rendering the service does not wish
to be paid by the submission of an invoice
to Statisties Canada, consult your CAM.

(b} When you receive an Expense Account (Form 35) with
receipt(s) attached:

() mateh it with the appropriate Form 31;
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(ii) compare the information on the Form 35 to your
copy of the Form 31;

(iii) explain the variance if costs exceed estimates;

(iv} mark the serial number of the Form 31 (located in
the top right-hand corner) on the receipt;

(v} attach the approved copy of the Form 31 (copy 1) to
the Form 335, along with the receipt.

{¢} Follow the instructions for the verification and submission
of the Form 35 found in Chapter 28, Section K, page 26-9.
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6. RECRUITMENT OF CENSUS REPRESENTATIVE CANDIDATES

The 1991 Census of Canada has been designated, in part, a student/youth
employment program and as such Statisties Canada is committed to
filling a number of these positions with students/youths.

. For the purposes of the Census Representative position, students/youths
have been defined as follows:

(a) Student - Persons who are attending a high school or
postsecondary institution and planning to return to
school within a year and who are 18 years of age or
over and looking for employment,

(b) Youth - Persons 18 to 24 years of age who are looking for
employment.

Your Census Area Manager will indicate a target for the minimum
number of positions in your census commissioner distriet which are to be
filled with student/youth applicants.

A. Importance of Obtaining Suitable Candidates

In your eapacity as a hiring officer for Statisties Canada, you must
adhere to the policies and standards of Statistics Canada for
personnel sereening as set forth in the procedures contained in this
manual.

Statisties Canada complies with the Canadian Human Rights Aet,
which entitles all individuals to equal employment opportunities
without regard to race or colour, national/ethnie origin, religion,
age, family/marital status, sex, pardoned conviction or disability.
Further, Statistiecs Canada supports employment equity for disabled
persons, visible minority groups, women and aboriginal peoples, and
may undertake programs in support of a group that is identified as
being disadvantaged in terms of employment.

When assessing each candidate's qualifications, you must focus on

the candidate's actual abilities in relation to the job requirements.
Be careful not to pre-judge a situation. Avoid making insensitive

comments.

1. You are responsible for the satisfactory completion of the
census in your distriet. Efficient and reliable census
representatives will require less supervision and will make your
job much easier. If you choose unqualified people, your job will
be more difficult.

2. Recruit your candidates between April 8 and April 26.
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B. Sources of Candidates

1. Attempt to identify student/youth as well as non-student/non-
youth candidates who you already know and believe would make
good census representatives.

2. Cireulate Census Application for Employment forms (Forms 26)
- and brochures including a description of the census

representative's job {Census Representative: The Job for You?
(Form 25)) throughout various organizations in your area (e.g.,
churches, social elubs and student/youth organizations). These
are often sources of good census representatives, but they are
by no means the only ones. The application forms and
brochures are provided in your recruitment kit for distribution
to applicants.

3. Names of candidates who have contacted Statisties Canada
directly or who have been referred to Statistiecs Canada and live
“in your census commissioner distriet will be forwarded to you
for consideration.

4. Canada Employment Centres (CEF) and student employment
centres in your area may be used to identify candidates or to
supplement your list of eandidates. If you do not feel you can
recruit sufficient student/youth candidates to meet your target,
or suffieient candidates to staff positions in your area,
assistance is to be requested from your local employment
centres. This should be determined very early in the ,
recruitment process to allow employment centres sufficient
time to identify potential candidates. Discuss this approach
"with your CAM. He/she will instruct you on how to proceed.

In all cases; candidates must meet the requirements of Statistics
Canada to bé considered.
C. Qualifications of Census Representative Candidates

To qualify as a eensus representative, an applicant must:

1. be industrious, tactful, neat, conscientious, reliable, energetic,
capable of exercising good judgement and conducting successful
interviews; :

2. have sufficient education and ability to pass the written test;

3. be bilingual in those areas designated bilingual;

4. have legible handwriting;

5. be 18 years of age or over prior to commencement of duties;
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10.

be able to work the time required, including evening and
Saturday work when necessary;

be a resident of the locality where the duties are performed,
when possible. The tensus representatives should live in the EA
assigned to them to ensure familiarity with the EA and to
reduce travel;

have the use of a private telephone line;

NOTE: Your CAM will diseuss alternatives for areas where a
candidate with a private line cannot be hired.

have full-time use of a car and a valid driver's licence {(a
necessity for most areas);

not be connected in any way with the levying or collecting of
municipal or other taxes.

NOTE: Federal government employees may not be hired as
eensus representatives.

D. Types of Suitable Candidates

1.

3.

4.

Persons with previous experience in the census or interviewer
activities, office work, or in teaching, nursing, or other
professions make excellent candidates for census
representatives. These people, generally, have developed
accuracy, neatness and attention to detail.

Selected candidates for difficult areas must be comfortable and
feel secure in the assigned area (e.g., slum areas, run-down
neighbourhoods). '

In unilingual areas, at least one census representative should be
able to speak both official languages (English and French).

in all other areas where there is more than one ethnic or
language group and where the population of the second or third
group is substantial, a eandidate who is capable of
communicating effectively in the required languages should be
hired, if possible.

Census representatives selected for EAs where they will be
required to conduct agricultural enumeration should have a
knowledge of agriculture.

NOTE: Be cautioned that some people leave this employment for a

permanent job or a job of a longer duration.
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E. Census Representatives for Indian Reserves
1. The regional co-ordinator for Indian reserve enumeration will
make contact with all reserves and will identify census
representative candldates acceptable to the band.

2. An Indian reserve may require more than one census
representative.

. 3. It should be stressed that those nominated must pass the
Selection Test for census representatives.

4. Test the candidates as you would any other prospective census
representative and hire, after consultation with the CAM, those
who are successful.

F. Census Representatives for Military Camps (Regular EA Portion)

1. Contact the liaison officer (the contact) to obtain a list of
recommended candidates as possible census representatives.

NOTE: Armed Forces personnel cannot be recommended.

2. For permanent married quarters (regular EA):

{a) suggest that relatives of Armed Forces personnel are
suitable candidates for these areas;

{b) candidates must be tested and selected in the same manner
as in all other EAs;

() if you are unable to hire from within the base, recruit
census representatives from your CCD;

" (d) if the number of permanent married quarters does not
justify the hiring of a census representative, enumerate the
permanent married quarters yourself during the
enumeration phase.

3. In early May you will return with your CAM to arrange the
hiring of a collective EA census representative for the
collective EA portion of the military camp.

G. Census Representatives for Collective EAs

For information regarding the recruitment of census representatives

for collective EAs, refer to Chapter 16, Section C, item 7, page 16-4. .
For information regarding the recruitment of census representatives for

the collective EA portion of military camps, refer to Chapter 16,

Section D, page 16-5.
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7. TESTING AND INTERVIEWING CENSUS REPRESENTATIVE
CANDIDATES

A. Selection Test Booklet - Census Representative (Form 27B)

1.

3.

Every candidate applying for the position of census
representative {except those for collective EAs) is required to -
pass the Selection Test for census representatives {(using the
Seleetion Test Booklet - Census Representative (Form 27B))
before appointment. In designated bilingual areas, all
candidates who passed the Selection Test are also required to
pass an oral test for bilingualism, the Language Proficiency
Test (Form 17C or 17D).

Complete Columns 1 to 6 of the List of Candidates and Census
Representatives (Form 28) listing the names and addresses of
all census representative candidates.

Administer the tests, mark the papers, and enter the results in
Column 7 {(and Column 8 if in a designated bilingual area) of the
Form 28.

Census representative testing is scheduled the week of
April 22-26. )

Test more than the minimum number of candidates that you
will require. Where possible, test at least two candidates for
each position so that there is a reserve of qualified candidates,
should some of the candidates fail to report for duty or have to
resign. Ensure that sufficient student/youth applicants are
tested.

Notice of Examination (Form 26A)

1.

Use the Notice of Examination (Form 26A) to notify each
candidate of the day selected for the test and the location of
the test site.

Candidates must report at their own expense. If the expense is
excessive, you may wish to test the candidate in his/her home.
See Section K of this chapter.

Confidential Nature of the Test

1.

2.

The Selection Test Booklet - Census Representative and the
Answer Sheet are strictly confidential.

All copies distributed to candidates must be collected as soon
as the test is completed.
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3. Used or unused copies must not be allowed into the hands of
* unauthorized persons.

4. No candidate is to make a copy of this test, or any portion of it.
5. Collect all extra sheets of paper give'n to the candidates for
calculations.
D.. Accommodations and Seating Arrangements

1. For specifications on accommodation for testing, see "Space for
- Testing", Chapter 5, Section B, page 5-1.

2. Seating arrangements should be organized so that candidates
cannot communicate with one another.

3. Exercise close supervision during the test.

E. Sufficieht Test Papers

1. Spare copies of the test should be available when candidates are
writing the test.

2. A candidate may obtain the test questions in either English or
French; therefore, you will need a supply in both languages.

3. Inrare circumstances, there may be a need to give a candidate
a second test booklet (Form 27B) or a second Answer Sheet
(Form 27C). These may be given but no extension in time is to
be granted, and you must be sure to collecet all test booklets and
answer sheets when the test is completed.

4. All test booklets and answer sheets, and all paper supplied for

.calculations (used and unused) must be ‘collected from the
candidates.

. -E. . .Rules for Presiding over the Test

Adhere to the following rules for presiding over the test:

1. After distributing the Answer Sheet (Fbx_'ﬁi 27C), instruat the
candidates to enter the date, the name of the regional office
and your PROV, FED and CCD numbers. Then have each
candidate enter his/her name, address and telephone number.

2. Allow 40 minutes for completing the test.
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Be sure that every candidate understands the rules before
beginning the test.

Calculators are not to be used to complete the test. Give each
candidate a sufficient number of extra sheets of paper for
calculations, '

Do not answer any questions pertaining to the test after it has
started.

Candidates completing the test in less than 40 minutes may
hand in their papers and leave.

When a candidate has finished the test, ensure that you eollect
all test materials, ineluding the test booklet, the answer sheet
and all the paper for calculations.

General Instructions for Marking the Test

ll

Use the Answer Key - CR Selection Test (Form 27D) to correct
the tests.

Compare the candidate's answers to the answer key.

Mark each correct answer with a eheek mark (V). Mark each
incorrect answer with an "X".

Or_l the candidate's Answer Sheet:

a) Count the number of correet answers and enter this
number in the space provided.

b) Refer to the score conversion chart on the answer key to
_obtain the final score and enter this percentage in the
space provided.

Transcribe the number of correct answers and the final score to
the spaces provided for test results on the other side of the
candidate's answer sheet.

Refer to Section H of this chapter for information on the use of
the test in assessing candidates.

Use of Test in Assessing Candidates

A candidate who has a final score of less than 60% is unlikely to be
able to perform satisfactorily. A higher score is desirable; however,
a very high score does not necessarily indicate that the candidate is
the best person for the job. The Selection Test must be considered
in eonjunction with the candidate's interview performance.
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1. Section 1 tests the candidate's ability to solve arithmetic
problems. Census representatives must be able to add, subtract
and multiply in order to complete enumeration records.

A census representative who is weak in this section will require
your help and supervision when the job involves arithmetie.

2. Sections 2 and 3 test the candidate’s ability to follow detailed
maps. '

A candidate experiencing difficulty with these sections will
require extra supervision to ensure that established EA
boundaries are respected.

3. Section 4 tests the candidate's ability to follow written
instructions and to apply procedures.

A candidate who is weak in this section may be unable to cope
with training instructions or to understand and apply directions
as outlined in the procedures.

4. Section § tests the candidate's ability to follow directions given
in the form of an example, to sort information and to apply
codes.

A candidate who makes errors in this section may be unable to
sort information logically and may experience difficulty with
editing tasks or in assisting respondents during the foliow-up
phase of enumeration. His/her work will require careful
review. ‘

I. Interview Procedures

1. After the candidates have taken the written test, arrange to
interview the sucecessful candidates.

2. Plan carefully and completely BEFORE the interview. Know
what points you want to cover.

3. Ensure that you have adequate supplies of all forms, pamphlets,
envelopes, etc., needed to conduct the interviews.

The following forms are included in the census representative
recruitment kit, for the interviews:

17C  Language Proficiency Test - Census Representative (E)

17D  Language Proficiency Test - Census Representative (F)

17F  Language Proficiency Test for Census Representative -
Interviewer's Guide




Page 7-5

7. TESTING AND INTERVIEWING CENSUS REPRESENTATIVES

25
26

Census Representative: The Job for You?

Census Application for Employment

Consent to the Disclosure of Personal Information
Declaration Regarding Criminal Convictions

In addition, ensure that you have with you:

the candidate's Census Application for Employment
(Form 26)
the eandidate's Answer Sheet (Form 27C).

During the interview, which will last approximately 15 to 20
minutes, you will advise all candidates of their:

(a)

(b)

(e

Duties

Describe the basic terms of employment and nature of the
job responsibilities, noting such items as completing.a
census questionnaire by interview at each household in the
EA, editing these questionnaires. Refer to the "The Job
for You?" pamphlet for additional details.

Hours of work

Inform all candidates that they must be available to work
the time required to get the job done. This would include
evening and Saturday work, when necessary. The
completion date for census representatives will be between
June 21 and June 28. Make sure they understand this and
will be available to complete the job before considering
them for census representative positions.

Pay

Explain that census representatives will be paid the
following:

(i) For training

$26.25 for completion of the Population Home
Study Program for Canvasser CRs.

$17.50 for completion of the Agriculture Home
Study Program, where applicable.

$8.75 for completion of each hour of class-room
training.
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(i) For enumeration .

Payment- for enumeration is based on an hourly rate
of $8.75 for completion of census questionnaires,
completion of progress reports, ete.

NOTE: In the Northwest Territories and the Yukon,
census representatives will receive remuneration
for training and enumeration based on an hourly
rate of $9.25.

5. The importance of the interview should not be underestimated.
Personality is a critical factor, and a good attitude is essential.
Unqualified census representatives will make your job
extremely difficult.

6. At the beginning of the interview, ask a general or open-ended
question. Such a question will allow a candidate greater
freedom to talk about him/herself. After giving the candidate
an opportunity to talk, you are then free to direct the interview
into areas you wish to explore by relating to the details the
candidate has already revealed to you on the application form
and in verbal statements. '

7.  During the interview, look for the following characteristics:
(a) Reliability

The candidate must demonstrate commitment to the job
he/she is undertaking. Census representatives must
perform their duties at whatever time it is required during
their period of employment. A candidate who has other
commitments or other priorities {(for example, another job
or scheduled activity) may not be available when he/she is
needed and may not accomplish enough work on time.

During the interview, you can assess the candidate's degree
of commitment by asking about his/her current activities,
by informing the candidate of the need for a census
representative to be available to work when needed, and by
taking note of his/her attitude toward this requirement.

(b) Ability to present him/herself well

The Census Representative is, in most cases, the only
contact between Statisties Canada and the publie. The
candidate must have the ability to gain the respondent's
willing co-operation. To do this, the candidate must
demonstrate:
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(i) appropriate personal appearance,
{ii) tact, and .
(iii) a pleasant yet businesslike manner.

Qualities such as neatness and personal appearance can be
assessed by observation during the interview.

The candidate's general manner will become apparent as
the interview progresses. In general, assure yourself that
the candidate will conduet him/herself in a manner that
will promote a good response from members of the publie.

{c) Interest in the job

A candidate who is motivated and interested in performing
well will demonstrate an interest in the job. He/she will
ask appropriate questions and show an interest in what
he/she will be required to do.

If the candidate has received the Census Representative:
The Job for You? (Form 25) he/she should demonstrate that
he/she has read and understood it.

Administer the Language Proficiency Test (Form 17C or 17D,
as appropriate} to candidates for bilingual EAs. To be
considered for a bilingual EA, a candidate must qualify as being
bilingual.

(a) The test is administered orally during the interview.

(b) You have received, as part of your recruitment materials,
instructions (Form 17F) on how to administer the Language
Proficiency Test.

If you are unilingual and are required to test for
bilingualism, contact your CAM and he/she will provide
someone who ean administer the test.

Before the End of the Interview:

{a) Ensure that you obtain a signed Consent to the Disclosure
of Personal Information and a signed Declaration
Regarding Criminal Convietions.

If the eandidate is unwilling to complete and sign one or
both of these forms, inform him/her that he/she cannot be
considered for employment.
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(b) On the Consent to the Disclosure of Personal Information:

it

(ii)

(iii)

{iv)

(v}

In Part A, mark "X" in the "Basic reliability check"
box.

In Part B, mark "X" in the "Other" box and write
"Personal identification” in the space provided.

Have the candidate read the form and complete
Part C. Have him/her:

- priﬁt his/her surname,

- print all given names in full,

- enter his/her sex and date of birth
(year, month, day),

- print his/her family name at birth,

- print his/her present address.

Have the candidate sign and date the form.

You are to eomplete Part D.

- Under "Name of authorized officer", print
your name.

- Under "Title", enter "Census Commissioner".
- Sign and date the form in the spaces provided.

Ask the candidate to present some form of personal
identification that includes the person's:

- I\ame,
- address OR photograph, and
- signature.

Acceptable forms of personal identification:

The most common documents bearing the
individual's name and signature together with
his/her address or photograph are a driver's license
or a passport. [f the candidate presents a driver's
license, ensure that it is valid.

If the candidate does not have a document bearing
his/her name, signature and address or photograph,
accept two pieces of identification such as:

- Social Insurance Number card;
- birth certificate; and /or
- major credit cards.
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Unacceptable forms of personal iglentit‘ication:

Examples of unacceptable forms of personal ID are
library cards, bus or transportation passes, elub
memberships and other documents that can be
obtained without meeting stringent criteria.

(vi) When you have verified the personal identification,
write "personal identification check completed” and
your initials in the blank area below the "Other" box in
Part B.

{vii) Give the candidate the top (white) copy of the Consent
to the Disclosure of Personal Information.

(viii) Retain copies 2, 3 and 4 in a secure place until you
return them,

(¢} On the Declaration Regarding Criminal Convietions:
(i) Ask the candidate to'complete and sign the form.

(ii) If the candidate answers "Yes" to the question
regarding criminal convictions, you must inform the
candidate that:

- the form will be referred to your CAM;

- authorization to employ the candidate will be a
joint decision between you, the CAM, and if
necessary, 4 manager at a higher level;

- the candidate may be contacted by you, the CAM,
or a superior manager for more information.

NOTE: .Consult your CAM before considering this
candidate for a position.

10. At the end of the interview, enter all relevant information
promptly and thoroughly.

11. Mark "X" in the appropriate description of the interview results
on the candidate's Answer Sheet - Census Representative
{(Form 27C).

Handling and Disposal of Reeruitment Papers

All forms containing personal information are strictly econfidential.
Keep all administrative materials compiled for ecandidates under
cover and in a secure area. Ensure that all forms containing
personal information are not accessible to anyone but yourself or
your Administrative Assistant and are not exposed to view.
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1,

2.

Administrative Forms

(a} All census applications for employment (Forms 26) are to

(b}

be returned to the regional census office on May 10,

May 17 and May 24 for the census representatives you have
appointed. After May 17, return Forms 26 immediately
after appointing a census representative. Keep all Forms
26 in file folders or envelopes and hold them in a secure
place until you return them. (See Chapter 27, Section B,
page 27-1.)

NOTE: In the province of Quebee, if the Census
Representative has completed a Form TPD-
1V/TPD-1, ensure that it is attached to the
Form 26.

All eopies of:

(i) the Consent to the Disclosure of Personal
Information and

{(ii} . the Declaration Regarding Criminal Convictions

are to be returned when you have appointed your census
representatives. Keep all these forms in file folders or
envelopes until you return them. (See Chapter 27,
Section B, page 27-1.) .

Test Papers

(a)

(b)

(e)

Keep all completed answer sheets (Forms 27C) in an
envelope labelled "Answer Sheets". Identify it with the
PROV, FED and CCD numbers. Completed Answer Sheets
are confidential. Hold them in a secure place until you
return them. (See Chapter 27, Section B, page 27-1.)

All answer sheets and language proficiency test papers
completed by candidates (Forms 27C, 17C and 17D} are to
be returned to the regional census office, when you have
appointed your census representatives. (See Chapter 27,
Section B, page 27-1.)

Keep all copies of the test booklet (Forms 27B), unused
answer sheets (Forms 27C), unused language proficiency
tests (Forms 17C and 17D) and answer keys (Forms 27D and
17F)} in an envelope (other than the Answer Sheets
envelope) until you return them. (See Chapter 27,

Seection D, page 27-5.)
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KI

CCDs Where No Testing Centre Is Practical

If it is not practical to test the census representative candidates in
a group, alternate means of testing and interviewing may be used.
It is suggested that you combine recruitment, testing and
interviewing. When you are in one area of your CCD, you should
recruit, test and interview candidates at the same time, rather than
break it into distinet phases. If necessary, and agreeable to the
candidate, testing and interviewing may be done in the candidate's

‘home. All recruiting, testing and interviewing of candidates in

these CCDs is scheduled from April 8 to April 26. Your CAM will
advise you if it is more practical to recruit, test and interview in
this way. Regardless of when and where the testing takes place, all
the rules for testing will still apply.
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8. SELECTION OF CENSUS REPRESENTATIVES

A. Selection of' Candidates for Recommendation

B.

1.

2.

Select the candidates you wish to recommend for the positions
after you have tested and interviewed them,

Select your census representatives on the basis of their test
scores and the personal interviews. The test score is an
indicator of a candidate's intelligence and skill level, but the
personal interview gives insight into the candidate's character
and suitability for the job.

In designated bilingual areas, the candidate must be qualified in
both official languages before being hired. Be aware that a
candidate who qualifies but has a low score on the Language

" Proficieney Test may have difficulty performing hig/her duties

when the second language is required.

Be careful about selecting candidates with selection test scores
lower than 60%. These candidates will require more supervision
than those who received higher test scores.

Although this is a non-mandatory requirement, where possible
try to hire a Canadian citizen.

Take all components, i.e. Selection Test, Language Proficiency
Test (if applicable) and interview results into consideration.
Recommend the person who, in your judgement, is the best
person for the job.

As this is a designated student/youth employment program, you are
required to staff a minimum number of positions with qualified
student/youth candidates. The intent of the program is to provide
employment opportunities for students and unemployed youth. This
program was developed in conjunction with Employment and
Immigration Canada under Seection 16.1 of the Canadian Human
Rights Act. It is not Statistics Canada's intent to discriminate
against non-student/youth candidates. In each census commissioner
district, a number of positions are available to non-student youth
candidates.

Assignment of EAs to Census Representatives

1.

EAs should be assigned to census representatives who reside in
the EA, if possible, so that their knowledge of the area can be
used and travel can be minimized.

)
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2,  On the List of Candidates and Census Representatives -
(Form 28):

(a) Enter the candidate's selection test score in Column 7.
Ensure that you enter the final score (%) and not the
number of correct answers,

(b) If applicable, enter the candidate's language

 test score in
Column 8. :

(e} Mark "X" in Column 9 if the candidate was found to be
qualified as a result of the Selection Test and the
interview. If the candidate was not qualified, this column
is to be left blank.

(d) Mark "X" in Column 10, 11 or 12 to indicate the language
designation of the assignment (obtained from the
Form G-13, Column 8; 1 = bilingual, 2 = unilingual English
and 3 = unilingual French).

Do not assign an EA requiring a bilingual ecensus
representative to a candidate who did not pass the
Language Proficiency Test.

(e) Enter in Column 13 the EA number(s) assigned to the
- Census Representative.

3. When all selected census representatives have an "X" marked in
Column 9, and in Column 10, 11 or 12 on the Forms 28:

(a) Certify your recommendations for appointment by signing
the bottom left corner of the Forms 28,

(b) Submit copies 1 to 3 of the Forms 28 to f,rou;' CAM.
If you have not forwarded the Forms 28 prior to your first
Stage II training class, your CAM will colleet the forms in

class,

(e} Remember to inform your CAM, in writing, of any changes
required to the Forms 28, after they have been submitted.

{d) Prepare your MIS Report on CR Pre-hiring and submit it to
your CAM at the same time as you submit your Forms 28.

4. Do not notify any eandidates (successful or unsuccessful) until
your CAM has approved and returned to you the Forms 28.
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9. APPOINTMENT OF CENSUS REPRESENTATIVES

A.

C.

Notification of Successful Census Representative Candidates

After the CAM has returned the approved copy 3 of the Form 28 to
you, notify successful candidates by telephone. Form 28 must be
approved by May 3. Ensure that the application forms (Forms 26)
for the successful candidates are returned to the regional census
office on May 10, May 17 and May 24. You must appoint all
successful candidates by May 24.

Notification of Unsueccessful Census Representative Candidates

After the CAM has approved the Form 28 and returned copy 3 to
you, notify unsuccessful candidates by mail, using the Notice to
Candidates (Form 28A}).

Social Insurance Number (for successful candidates)
(See Census Application for Employment (Form 26).}

Tell census representatives who do not have social insurance
numbers or who have lost their cards to contaet their loecal Canada
Employment Centre or Post Office to correct the problem.
Mentioning their employment with the census should ensure faster
service.

Instruet the Census Representative to notify you of the number
when it is issued. If it is issued after you have submitted the

Form 286, notify your CAM who will ensure that this number is given
to the regional census office.

Responsibilities when Appointing Census Representatives

1. Explain the rate and method of pay to each census
representative candidate using the Census Representative's
Instruction Sheet (Form 28C) and the detailed instructions
found in Chapter 26, Sections B to G, starting on page 26-1. The
Form 28C can be found in the appointment kit.

2. Administer the Terms and Conditions of Employment
{Form 24A) and the Oath or Affirmation of Office and Secreey
{Form 24} to each census representative candidate. (See
Sections E and F of this chapter.) Forms 24 and 24A can be
found in the appointment kit.

3. Issue a Census [dentification Card (Form 12) and card holder.
(See Section G of this ehapter.) Form 12 can be found in the
appeintment kit.
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4.

10.

11.

12.

Complete Parts 3 and 4 of the Census Application for
Employment (Form 268). (See Section H of this chapter.)

(a) Complete Part 3, items 13 to 26.

{b) Ask the Census Representative to provide answers to
Part 4, items 27 to 29, Accept whatever information the
Census Representative is willing to provide.

Return the Forms 28 following the procedures in Section I of
this chapter.

Tell the Census Representative to read the Safety pamphlet
(Form 28I).

Give the Census Representative a carrying case containing the
pre-training kit.

Ensure that the selected Census Representative is aware of the
exact boundaries of the EA to avoid duplication or omissions.

Explain the remaining items on the Census Representative's
Instruetion Sheet {(Form 28C). (See Section J of this chapter.)

Distribute the enumeration material required for the EA as per
the Form 14B.

Give each census representative an Expense Account (Form 35)
to enter his/her kilometrage and/or other authorized expenses
(e.g., accommodation} incurred during training. Inform the
Census Representative that you will request this information at
the training class. Ensure that the Census Representative
understands that kilometrage is to be entered on the Form 35
for each trip.

In the province of Quebec:

Inform each census representative that provineial income tax
deductions will be made unless the Census Representative
completes and submits a Form TPD-1V/TPD-1 elaiming total
exemption from tax deductions. Partial exemption is not
permitted. -

Forms TPD-1V/TPD-1 are found in the census representative
recruitment kits. Instruct those census representatives who
wish to complete a Form TPD-1V/TPD-1 to do so, and to return
the completed form to you no later than May 24.
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F.

When you receive a completed Form TPD-1V/TPD-1, ensure
that you:

(a) attach the completed Form TPD-1V/TPD-1 to the Form 26;

(b) mark "yes" in item 23(c) (i.e. TPD-1V/TPD-1 attached) on
the census representative's Census Application for
Employment (Form 26);

(e} register the receipt of TPD-1V/TPD-1s in the Record of
Forms TPD-1V/TPD-1 Received whieh is in the back of
your CCD Record.

Administer the Terms and Conditions of Employment (Form 24A)

1.

2.

Explain the Terms and Conditions of Employment (Form 24A).

Ensure that all candidates understand the obligations they are
assuming and the penalties for violating these obligations. (For
information on penalties, refer to Appendix A of the Procedures
Manual - Section 30 of the Statisties Aect.)

Two copies of the Terms and Conditions of Employment are to
be signed by the Census Representative and you.

Give one copy of the Terms and Conditions of Employment to
the Census Representative and keep the other for your own
records. Return your copy after you have appointed your
census representatives. (See Chapter 27, Section B, page 27-1.)

Administer the Oath or Affirmation of Office and Secrecy (Form 24)

1‘

Administer the Oath or Affirmation of Office and Secrecy to
each census representative candidate. You will require a Bible
to administer the oath. Those persons who do not recognize the
Bible must affirm the Oath or Affirmation of Office and
Secrecy as binding them to the stipulations of the Statisties
Act,

Ensure that each census representative signs the Oath or
Affirmation of Office and Secrecy.

Keep each signed Oath or Affirmation of Office and Secrecy
until you have appointed all your census representatives. (See
Chapter 27, Section B, page 27-1.)
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G. Identification Cards

Issue each census representative &n identification card as follows:

1. Enter the name of each ecensus representative to whom you‘
issue an identification card, in the Identification Card Record
of your CCD Record.

2.. Sign the identification ecard yourself.

3. Have the Census Representative sign the card in your presence.

4. Instruct the Census Representative to return the card along
with his/her completed assignment. Lost identification cards
must be reported to you at once.

H. Census Application for Employment (Form 26)

At the time of appointment, complete Parts 3 and 4 of the Census
Application for Employment (Form 26).

1. To complete Part 3:

{a) Items 13 - Enter the PROV, FED, CCD and EA
- tol8 numbers.
{(b) Iem 19 - Enter the applicant's social insurance
number. :
(e) Item 20 - Enter the applicant's date of birth,
(d) Item 21 - Indicate the applicant's sex.
(e) Item 22 - Enter the applicant's selection test score.

Ensure that you enter the final score (%)
and not the number of correct answers.

{f) Item 23(a) Mark "X" in the "Yes" or "No" box as

B applicable.
Form TD1 is not allowed for census
representatives. Mark "X" in the "No" box.

(g) Item 23(b)

In the province of Quebec, indicate whether

(h) Item 23(c)
' a Form TPD-1V/TPD-1 is attached.

Mark "X" in the census representative box

(i) Item 24
: under "Appointed position".
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(j) Item 25 - Mark "X" in the language designation of the
assignment.
(k) Item 26 - Mark "X" in one box only for applicant's

langusage ability.

2. To complete Part 4, ask the Census Representative to provide
answers to items 27 to 29.

(a) Item 27 - Indicate the applicant's major activity
preceding the appointment.

(b) Item 28 - Mark "X" in only one box for each

applicant.
(c) Item 29 - Indicate whether the applicant has any

long-term disabilities or handicaps.
NOTE: If the Census Representative is unwilling to provide
any of this information, complete those items you can.
I.  Return of Census Application for Employment (Form 26)
1. On May 10:

(2) Complete the MIS Report on CR Hiring for those census
representatives whom you have appointed so far. You will
complete the remainder of this report on May 17 and
May 24.

(b} Return the combleted Census Application for Employment
(Form 26), for each of the census representatives whom
you have appointed so far.

(i) Ensure that ail applicable sections are completed.
(ii) Verify that there is an entry for the following items:
- item 19, Soecial Insurance Number;
- item 20, Date of birth.

In the province of Quebec:

- item 23(e), (Form TPD-1V/TPD-1 attached), *Yes"
or "No".
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If the Census Representative has completed a Form
TPD-1V/TPD-1, ensure that item 23(c) is marked
"Yes" and the Form TPD-1V/TPD-1 is attached to
the Form 26.

(iii) See Chapter 27, Section B, page 27-1 for specific
"~ requirements for the handhng and return of
Forms 286.

2. On May 17 and May 24:

v

(a) Complete the MIS Report on CR Hiring.

(b) Return the completed Census Application for Employment
(Form 26), for the census representatives whom you have
appointed since May 10. Verify the entries as in 1{b)ii)
above and refer to Chapter 27, Section B, page 27-1.

3. After May 17:

(a) Return the completed Form 26 for any additional census
representatives (e.g., remaining appointments, late hiring
or replacements) immediately after you appoint them.
Verify the entries as in 1{b}(ii}) above and refer to
Chapter 27, Section B, page 27-1.

(b) Instruct your Administrative Assistant to prepare and
return all used recruitment material between May 27 and
May 29. Refer to Chapter 27, Section B, page 27-1 for
specific requirements for the handling and return of other
recruitment materiais. ‘

J. Census Representative's Instruction Sheet (Form 28C)

- Explain to each census representative the items on the Form ZSC
whlch have yet to be covered

1. the VR;

2. the home study programs to be eompleted; and

3. the time and location of the first training class and the
materials required for the elass.

K. Travel During the Training Period
1. At the time of appointment, give each census representative an

Expense Account (Form 35) to record hls/her kilometrage to
training.
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L.

NOTE: Census representatives appointed at the time of
testing and interviewing will receive a Form 35 along
with their pre-training kit.

2. Discuss with the Census Representative before he/she comes to
training whether or not aceommeodation arrangements will have
to be made (i.e. the Census Representative may wish to stay

- with a friend or relative at the training site). If
accommodation arrangements are required, make them and
inform the Census Representative that all expenditures for
lodging and meals are to be paid by him/her and are to be
claimed on an Expense Account (Form 35) up to the maximum
allowable in the Treasury Board Travel Directive., If a census
representative does not have sufficient funds, contact your
CAM so hefshe can arrange for payment.

3. As instructed in Chapter VI of the Procedures Manual, all
census representatives will complete a Form 35 at the end of
training, claiming costs incurred related to travel to training.

4. Follow the procedures for verification and submission of these
forms in Chapter 26, Section K, item 1.

Appointment of Census Representatives at the Time of Testing and
Interviewing

It may be more practical for you to appeint census representatives
at the time of testing and interviewing in EAs which are not readily
accessible {e.g., EAs which are a great distance from your work
place or where special means of travel such as a boat or aircraft are
necessary). This will eliminate a return visit to the areas before
census representative training to appoint census representative
candidates.

Responsibilities when Appointing Census Representatives at the
Time of Testing and Interviewing

Although you are completing the appointment forms at this time,
ensure that you indicate to the Census Representative that such an
appointment is being made subject to the approval of the CAM.

1. Explain the rate of pay and method of pay tc the census
representative candidate. Use the detailed procedures in
Chapter 26, Sections B to G when explaining items of pay.

2. Administer the Terms and Conditions of Employment
(Form 24A) and the Oath or Affirmation of Office and Secrecy
(Form 24) to the census representative candidate. (See
Sections E and F of this chapter.) Form 24 and Form 24A ean
be found in the appointment kit.
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3'

8.

Complete Parts 3 and 4 of the Census Application for
Employment (Form 26) for the Census Representative. (See
Seetion H of this chapter.)

If a census representative does not have a Social Insurance
Number or has lost his/her card, advise him/her to contact the
local Canada Employment Centre or Post Office to correet the
problem. (See Seetion C of this chapter.)

Complete an Authorization Form (Form 31) if special means of
transportation will be required by the Census Representative to
report to training or to enumerate his/her EA. (See Chapter 5,
Section K, page 5-8.)

Instruet ecensus representatives who have collective dwellings in
remote areas to determine the occupancy of these collective
dwellings before they attend their training classes,.so that you
can give them an adequate number of forms to enumerate these
collective dwellings. (See Chapter 3, Section K, item 3,

page 3-8.)

NOTE: This situation will apply only to collective dwelhngs
that you have not contacted.

Inform the Census Representative that he/she will receive
supplies and an identification card when he/she comes to
training. (See Chapter 11, Section G, item 2, page 11-9.)

NOTE: In the province of Quebec, see Chapter 9, Section D,
item 12, regarding Forms TPD-1V/TPD-1.

Before the end of the interview, ensure that you obtain a signed
Consent to the Disclosure of Personal Information and a signed
Declaration Regarding Criminal Convictions. (See Chapter 7,

Section I, item 9, page 7-7.)

Resignation and Dismissal of Census Representatives

1.

The Statistics Act provides that, after having taken the oath, a
census representative who deserts from his/her duty is guilty of
an offence and is liable to the penalty of a fine up to $1,000 or
to a prison term of up to six months or to both {seetion 30 of
the Statisties Act).

You may dismiss census representatives for misconduet or
failure to perform their duties, but they must be paid for the
work done up to the time of dismissal.

Consult your CAM before you take this action.
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3. Advise any census representatives that they have been released,
and claim payment on their behalf on a Census Hourly
Employee Account (Form 34). (See Chapter 26, Section I,
page 26-7.) Submit the account to the regional census office,
"Attention RCA Census", once it has been completed.

Use a census representative who has completed his/her
assignment, or hire a replacement if necessary, to complete the
enumeration of these EAs.

4, Enter the details of every staff turnover case in the Census
Commissioner Report on Staff Turnover located in the CCD
Record. '

Replacement of Census Representatives Before the Start of
Enumeration

1. If a census representative resigns before enumeration begins,
use another candidate who passed the test or test a new
" eandidate to fill this vacaney.

2. You are responsible for training new staff. They will be paid
aceordingly for any training received (e.g., if they receive
training equivalent to one class-room session, they are paid for
one class-room session).

3. Ensure that the replacement:

(a) understands the rate of pay (has received a Form 34),

(b) has been administered the Terms and Conditions of
Employment and Oath or Affirmation of Office and
Secrecy, ‘

{c) has signed a Consent to the,DisClosuré of Personal
Information and a Declaration Regarding Criminal
Convictions, and

(d) -has been issued an identification card.

4. Return the cdmpleted Forms 26 for replacement census
representatives to the regional office immediately after you
appoint them. Verify the entries as in Section I, item 1{b)(ii) on

~ page 9-5 and refer to Chapter 27, Section B, page 27-1.

Collective EA Census Representatives

Refer to Chapter 16, Section C, item 7, page 16-4 for instructions
on how and when to appoint collective EA census representatives.
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Q. Clean-up Census Representatives

1.

It may be necessary to use a clean-up census representative for
the following:

(a) to follow up on missing and incomplete questionnaire eards

(Forms 4A and 4B) created by census representatives;

(b) to elean up EAs which failed Quality Control at second
review;

{e). to perform follow-up in EAs which failed the Quality
Control Check of cancelled lines:

A census representative who has completed his/her work could
be used as a clean-up census representative.

Always select the most qualified person available, keeping in
mind costs and geographie limitations. (The use of a census
representative who has already suecessfully eompleted an
assignment is preferable.)

CAM approval must be obtained before any census
representative can be appointed to do elean-up.

R. Interpreters

1.

For languages other than the official languages (English and

‘French):

(a) Try to hire census representatives who can enumerate their
areas without an interpreter.

{b) 'I‘fr‘é‘census representative needs an interpreter, first check
- whether a member of the respondent's household can assist
in collecting the information.

(e} ‘Suggest that the Census Representative return in the

evening when other members of the family or school-age
children are at home. Use these people as 1nterpreters to
enumerate the household if posbele. ‘

(d) If a census representative st:ll needs an interpreter, advise
- your CAM. He/she will give you 1nstruct10ns eoncerning
the hiring of interpreters.
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For the English and French languages:

If a census representative in your census commissioner district
cannot deal with a household in the official language of its
choice and you or other census representatives in your CCD
who are relatively close to this EA cannot deal with the
household in the language of its choice, inform your CAM.
He/she will provide a bilingual census representative or will
give you further instructions.

S. Guides

1.

In outlying districts where EAs are difficult to reach, it may be
necessary in extreme cases to employ guides. You must have
authorization from your CAM before employing guides.

Try to hire census representatives who can enumerate their
areas without a gmde
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10. CENSUS COMMISSIONER'S ADMINISTRATIVE ASSISTANT

A.

Role of the Administrative Assistant

As a census commissioner, you are responsible for the performance
of numerous elerical and administrative functions in the course of
your duties. .

Since your most important duties are to train and supervise your
census representatives, you will have an administrative assistant to
ASSIST you with your clerical and administrative work. This will
result in your having more time to spend on your supervisory
responsibilities. Reeruit candidates for this position in the same
way as you recruited census representatives.

Qualifications

A well-qualified administrative assistant will mean greater freedom
and flexibility for you in the performance of your duties. However,
your Administrative Assistant is not to make decisions for you or
solve problems., He/she will record and notify you of ealls received
from census representatives.

1. Lock for such qualities as initiative and reliability. Your
Administrative Assistant must be capable of performing his/her
duties with minimal supervision,

2. Choose a person who writes neatly. He/she will complete a
number of reports which you will use to control the
enumeration process.

3. Choose a tactful person. Your Administrative Assistant will
have to converse with your census representatives, your CAM
and, possibly, with the general publiec.

4. Look for a candidate who resides in an area close to your office
to minimize travel.

Testing Candidates

The candidates must complete the same test as the census

representatives (Selection Test Booklet - Census Representative

{Form 27B)).

Interviewing Candidates

[nterview candidates who passed the Selection Test. Advise all
candidates during the interview of their:
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1. Duties
(a) collecting, compiling and compleﬁng Management
Information System reports (e.g., Report on Completion
Status);

{b) recording messages and queries from census
representatives;

(¢) recording Forms 6D in the Control Record, if applicable;
(d) distributing additional supplies to census representatives;

(e) .a551st1ng the Census Commissioner in applying EA quality
checks to completed EAs;

(f} preparing completed EAs for shipment to the regional
census office;

{g) performing other duties as identified by the Census
Commissioner,

2. Hours of Work

(a) The Administrative Assistant is to work for a period not to
‘exceed 85 hours during the entire eensus operation.

The Administrative Assistant must work a minimum of two
working hours each day and one additional hour on the days
when reports on completion status are collected.

(b) If you are in a canvasser area with township plans, you will
be allotted an additional 10 hours of administrative
assistant time for recording Forms 6D in the Control
Record. :

3. Payment

The Administrative Assistant will be paid an hourly rate of
$8.75. This hourly rate contains an amount of 4% in lieu of
vacation leave.

4, Before the End of the Interview:

All candidates must sign a Consent to the Disclosure of
Personal Information and a Declaration Regarding Criminal
Convictions. Follow the procedures in Chapter 7, Section I,
item 9, page 7-7.
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E.

Appointment of Administrative Assistant

Hire on the basis of the best selection test score and the personal

_ interview. If you are working in a bilingual CCD, your

Administrative Assistant MUST pass the oral test for bilingualism
(Language Proficiency Test, Form 17C or 17D).

When you have decided who the successful candidate is:

1. Administer the Oath or Affirmation of Office and Secrecy
(Form 24). (Follow the same procedure as you did for census
representatives. See Chapter 9, Section F, page 9-3.)

2. Issue an identification card. (Follow the same procedure as in
Chapter 9, Section G, page 9-4.)

3. Complete Parts 3 and 4 of the Form 26 for the Administrative
Assistant. (Follow the same instructions for completion of the
form as you did in Chapter 9, Seetion H, page 9-4.)

4, Give the Administrative Assistant a Census Hourly Employee
Account (Form 34) on which he/she is to record the hours
worked, on a daily basis. You will be responsible for completing
the remainder of the entries on the form. (See Chapter 26,
Section J, page 26-7, "Payment of Hourly Rate Employees
Other than Regular Census Representatives" for specific
instructions.)

5. If your Administrative Assistant does not have a Soecial
Insuranee Number or has lost his/her eard, tell him/her to
contact the local Canada Employment Centre or Post Office to
correct the problem. Mentioning employment with the census
should ensure faster service.

6. Province of Quebec: Inform your Administrative Assistant of
the provineial income tax deductions. (Follow the same
procedures found in Chapter 9, Section D, item 12, page 9-2.)

Training

There is a structured training program (Form 55A) prepared for the
Administrative Assistant. You must supplement this training with *
on-the-job training, The Census Commissioner's Administrative
Assistant Seif-instruction Program (Form 55A) is divided into six
sections:

1. Section I introduces the Administrative Assistant to the job. It
provides an overview of Statistiecs Canada and the census and of
the census data collection process.
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2. ‘Section II instruets the Administrative Assistant on the MIS
: Report Book.

3. Sections Il and IV instruet the Administrative Assistant on the
Post-Drop-off Coverage Check (in mail-back areas only} and on
the quality checks to be carried out (e.g., coverage checks, map
checks, VR checks, and Forms 4A and 4B checks).

4. Section V provides instruction on the creation of action cards in
mail-back areas only.

5. Section VI instructs the Administrative Assistant (in areas with
township plans) on the compietion of the CC Form 6D Control
Record. ‘

G. Use of Administrative Assistant

1. The following is a proposed work schedule that will assist you in
planning work for your Administrative Assistant.

Dates Total hours : ‘ Activity
June 3-7 -15 - transmitting Training Report
(5 days) "~ (3 hours per day) - completing Sections I, Il and VI

of the Census Commissioner's
Administrative Assistant Self-
instruction Program (Form 55A)
- general administration
- recording messages from census
representatives and distributing
miscellaneous supplies

June 10 3 : - recording messages from
census representatives on
procedures and supplies

June 11 4 - recording messages from
census representatives on
pracedures and supplies

- completing and transmitting
Report on Completion Status

June 12 3 _ -~ recording messages from
census representatives on
procedures and supplies
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Dates

June 13

June 14

June 19-
July 5

June 18

June 25

July 2
and 5

Total hours

4

52
(approx. 3 hours
per day)

Activity

recording messages from
census representatives on
procedures and supplies
completing Section IV of the
Census Commissioner's
Administrative Assistant Self-
instruction Program (Form 55A)

recording messages from
census representatives
assisting in the application of
quality checks of completed
EAs

assisting in the application

of the quality checks of
completed EAs

sorting and packing completed
EAs

recording messages from
census representatives
completing and transmitting
Report on Completion Status

completing and transmitting
Report on Completion Status

completing and transmitting
Report on Completion Status

You must ensure that your Administrative Assistant is

available'

(a) on dates when you are collecting reports from your census
representatives and transmitting results to your CAM;

(b) to assist you in the quality check of the EA prior to the
Quality Control performed by the Quality Control

Technician;

(¢} for sorting and packing completed EAs for return to the
regional census office (June 19 to July §).
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3.

You determine and control the extent and duration of the
Administrative Assistant's job. This will vary according to
the nature of the work assigned and the competence of your
Administrative Assistant.

Make sure your census representatives know who your
Administrative Assistant is and what he/she will be doing on
your behalf. Inform them of the hours that the
Administrative Assistant will be working so they can make
their calls during these periods.
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11. RECEIPT AND DISTRIBUTION OF ENUMERATION FORMS AND
SUPPLIES

A.

Introduction

Enumeration forms and supplies will be shipped to you from the
regional census office in two shipments. This chapter deseribes the
procedures related to the receipt of material from the regional
census office, the contents of the shipments and the procedures for
distributing material to the census representatives.

Advance Notification of Shipments

1‘

Notification by Mail

You will receive advance notification by mail of incoming
shipments from the regional census office Logisties Unit. The
canary-coloured copy of the Packing Slip (Form X-204} will
indicate the "Estimated Time of Arrival" of a shipment.

Non-receipt of Shipments

If a shipment does not arrive according to the "Estimated Time
of Arrival", notify your CAM immediately so follow-up action
can be taken.

Receipt of Material

1.

Receiving the Shipment

You should be present to receive shipménts. If this is not
possible, arrange for someone to be present when the shipments
are scheduled to arrive.

Locate Packing Slip

Upon receipt of a shipment, open the box marked "Packing Slip
enclosed" and locate the Form X-204 and Form 14A for
shipment number 1, or the Form X-204 and Forms 14B and 14C
for shipment number 2.

Verification of Shipment Contents

(a) Before the carrier leaves, compare the number of boxes
received to the last number indicated in the first column of
the Form X-204 to ensure that all boxes have been
received. ‘
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(b) Any discrepaney in the number of boxes and any damage to
the shipment is to be noted on the carrier's receipt
document.

(c) Sign the carrier's receipt document.

{d) Verify that all the material listed has been included. Refer
to Seetion D of this chapter for specific instruetions
related to shipments number 1 and 2. :

(e) If no material is missing

(i) date and sign both copies (white and eanary) of the
Form X-204; ‘

(ii} keep the white copy for your own records;

(iii) forward the canary copy to the regional census
office. (Use a supplied brown envelope and a
regional census office sticker and indicate on the
envelope "Form X-204 enclosed".)

(fy If _material is missing

(i) identify and note what material is missing on both
copies of the Form X-204 (white and canary);

(ii) contact your CAM immediately so the missing boxes
or material can be delivered to you as soon as
possible;

NOTE: If your CAM replaces the missing material
using his/her supplies, note this in the
"Remarks" coiumn of the Form X-204.
(iii} date and sign both copies of the Form X-204;
(iv) . keep the white copy for your own records;
-(v) forward the ‘canary copy to the regional census
office. (Use a supplied brown envelope and a

regional census office sticker and indicate on the
envelope "Form X-204 enclosed".)

D. Shipments

.1. Shipment Number 1

The first shipment contains the administration, recruitment,
appointment and pre-training forms which you require. This
shipment is sent to your home and should arrive between
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March 26 and April 9. The appointment and pre-training
supplies are listed on the Form 14A. The contents of the
administration kit and recruitment kit are listed below:

(a) Administration kit (listed on Form X-204)

Form No.

TA
10

15
30
31
32
33A
34
35

Kit item

List of Collective Dwellings in EA

Census Commissioner's Preliminary Report
on Population and Dwellings

EA Return Shipping Invoice

Census Commissioner's Account
Authorization Form

Census Representative's Interim Payment
Daily Register of Employment

Census Hourly Employee Account

Expense Account

Miscellaneous supplies (EA stamps,
envelopes, regional census office stickers,
pens, pencils, ete.)

Collective EA stickers

"Form 15 enclosed" stickers

{b) Recruitment kit (listed on Form X-204)

Form No.
17C .
- 17D
17F
25
26
26A -
27B
27C
27D
28

28A

Kit item

Language Proficiency Test - Census
Representative (E)

- Language Proficiency Test - Census

Representative (F)

Language Proficiency Test for Census
Representative - Interviewer's Guide
Census Representative: The Job for You?
Census Application for Employment
Notice of Examination

Selection Test Booklet - Census
Representative

Answer Sheet - Census Representative
Answer Key - CR Selection Test

List of Candidates and Census
Representatives

Notice to Candidates

Consent to the Disclosure of Personal
Infermation

Declaration Regarding Criminal Convictions

TPD-IWTPD 1Source Deductions Return (province of

Quebec only)
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{e) Verification of contents

(i) Sort all the material received by form number and
language.

(ii) Check the quantity and language of each form
contained in shipment number 1, against the
information shown on the Form 14A and
Form X-204. ' ‘

(iii}) Check the quantity of other items (e.g., pens,
file folders) against the quantities shown on the
Form X-204,

{iv) Follow the instructions in Section C, item 3(e) or (f)
: _when you have completed your cheek.

(d) Storage of appointment and pre-training material

You must store this material until you assemble the census
representative supplies. (See Section G of this chapter.)

Shipment Number 2

This shipment includes all the enumeration forms and supplies
required to train census representatives and to carry out the
enumeration of your census commissioner district by your
census representatives. This shipment is scheduled to arrive in
your office between April 15 and April 26. The contents of
shipment number 2 are outlined below:

(a)_ Census Commiissioner training kit (listed on Form X-204)

Form 52B - Population Training Guide - Canvasser

‘ Areas
Form 52D - Agriculture Training Guide - Canvasser
-Areas -
Form 52E - -Flip chart - CR Training - Canvasser Areas

Form 53A - Collective Dwellings Training Guide
Form 53C - Collective EA Training Guide

Form 53A - Census Commissioner's Administrative
Assistant Self-instruction Program
Census Training Video Cassette

t

(b} Bulk enumeration forms and supplies

This encompasses all of the enumeration forms and supplies
which you will distribute to ecensus representatives in your
district, plus your spare enumeration supplies.
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{¢) Verification of quantities

The quantities (and language, if applicable) of all material
contained in shipment number 2 will be listed on the

" Forms 14B, 14C and Form X-204. The forms can be
loeated in the shipping package marked "Packing Slip
enclosed". Verify that the correct quantities and languages-
have been shipped to you. Follow the instructions in
Section C, item 3(e) or (f) of this chapter when you have
completed your check.,

(i

(iii)

Census Commissioner's List of Forms and Supplies
(Forms 14B and 14C) list, by enumeration area:

the enumeration material to be distributed when
you appoint your census representatives;

the enumeration material to be distributed in
training.

Sorting and checking of material received against
the Forms 14B and 14C:

Sort all the material received by form number
and language.

Compare the total quantities'of material

received against the CCD total on Forms 14B
and 14C to ensure that you have received the
correct quantity of material in the correct
language for your census commissioner district.

NOTE: You will not be able to check the
quantities and language of training
guides against Forms 14B and 14C
(these quantities can be checked
against the Form X-204). [f you are ina
unilingual district, you will receive a
copy of each training guide in the
language of your district. If you are in
a designated bilingual district, you will
receive a copy of each training guide in
each official language. (See Section D,
item 2(a) of this chapter for the list of
training guides.)

Checking material received against the Form X-204

Refer to the Form X-204 to verify the quantities
and language {(if applicable) of the material which is
not listed on the Forms 14B or 14C.
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E. Use of Shipping Cartons

The supplles which you receive will be packaged in shipping boxes
(Carton No. 2) and/or i in EA boxes.

1. ~ You will use the EA boxes you receive to hold the supplies for
~each census representative. During the appointment process
you will give the box of supplies to the Census Representative.

. 2. Keep the Cartons No. 2 which you receive. These cartons will

be used when you return completed EA assignments to the
regional census office. :

F. Preparation and Distribution of Census Representative Supplies
(Prior to Training) Between May 6 and 24

1. Assemble and deliver the following to each census
representative, prior to training:

(a) an appointment kit;

{b) a pre-training kit in the language in which the Census
Representative will be trained;

(c) all the enumeration material required for the enumeration
area as per the quantities listed on Form 14B.

2. The contents of the appointment kit are outlined below. Insert
the contents into a brown envelope. Place the brown envelope
in the carrying case for ease of reference when appointing the
Census Representative.

- APPOINTMENT KIT

Form No. Kit item

12 Census Identification Card

24 QOath or Affirmation of Office and Secrecy

24A Census Representative's Terms

(2 copies) and Conditions of Employment

28C Census Representative's Instruction Sheet
' {completed)

TPD-1V/TPD-1 * Source Deductions Return (province of
Quebec only)
281 Safety pamphlet

3. The contents of the pre-training kit are outlined in point 4
- below. Remember to:

(a) Assemble the census repre.sentative's kit in the language
he/she will be trained in.
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4.

(b) Place the kit contents in a carrying case.

Pre-training Kit

~ Form No. o Kit item

1 Visitation Record

35 Expense Account (if applicable)

42 . Procedures Manual - Canvasser Areas

52A Population Home Study Program for Canvasser
CRs

59C Agriculture Home Study Program (if
applicable)

59D Agriculture Training Work Book (if applicable)

- EA map (township plan, if applicable)
- Miseellaneous supplies (e.g., black pens,
pencils, elastic bands)

Complete the Census Representative's Instruetion Sheet
(Form 28C) for each appointed census representative:

(a} Enter the Census Representative's EA number and name.

(b} Mark "X" in the characteristies of each census
representative's EA, '

(e} Mark "X" in the space provided for each item you inserted
into the carrying case.

(d) Enter the place, date and time of the first training eclass
the Census Representative is to attend.

(e) Enter your name, address, and telephone number in the
space provided.

(f) Enter the census representative's hourly rate of $8.75 in
the space provided under training and enumeration.

NOTE: Census representatives in the Yukon and
Northwest Territories will be paid $9.25 per hour.

Sort and assemble into an EA box or boxes the enumeration
material required for each EA, according to the quantities
shown on Form 14B.

Write the PROV, FED, EA and VN numbers in large numerals in
the space provided on the EA box for each EA in your district.
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NOTE: Print "Box __ of _ " (or"Boite _ _de ™ ifitis
missing in the bottom left corner of the EA box under
the identification numbers. There was a prmtlng error
on the boxes. In some cases the French is missing; in
others, both French and English are missing.

In the case of an EA split, identify the new EAs and the number
of new EAs created by the split.

Example:

If EA 001 is split into three EAs, the new EAs must be
identified as follows: A of C, B of C and C of C.

PROV 46 FED 021 EA 001A VN 2
Boxlofl - AofC '

The remaining boxes would be labelled:

Box tof 1 Bof C
Box1lof1l Cof C

8. Individual EA maps and a List of Enumeration Areas
(Form G-13) will be given to you by your CAM during the first
stage of census eommissioner training. Be sure to include the
EA maps in the census representatives' pre-training kits.

9. Using the Form 14B, check with each census representative the
quantities of all the enumeration material you deliver. If any
shortages are discovered, replace them with some of the spare
supplies you have brought with you.

G. Distribution of Supplies to Census Representatives Appointed at the
Time of Testing and Interviewing

If you have appointed census representatives at the time of testing
and interviewing because it was not practical for you to return to
these census representatives for the purposes of swearing them in
and giving.them their supplies (e.g., EAs which are not readily
accessible), distribute the supplies as follows once your CAM has
approved your choice of census representatives:

1. Mail, postage prepaid, to each census representative (between
April 29 and May 10}, a carrying case containing the following:

(a) the pre-training kit;

(b) a completed Census Representative's Instruction Sheet
(Form 28C). (See Section F, item 5.)
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Phone the Census Representative the week of May 20 to:
(a) verify that the carrying case has been received;

(b) explain the Census Representative's Instruction Sheet
(Form 28C)

(c¢) explain how to complete the Form 35;
(d) inform him/her that the remainder of the enumeration

forms and supplies and an identification card will be
distributed when he/she comes to training.

H. Distribution of Supplies During Training Class

i'

If you appointed census representatives at the time of testing
and interviewing and it was not possible for you to deliver their
enumeration supplies, remember to:

(a) assemble and distribute these supplies when the Census
Representative is attending his/her training classes. (See
Section F, items 6, 7, 8 and 9 of this chapter for further
instructions); .

(b) issue an identification card to each census representative
following the instructions in Chapter 9, Section G,

page 9-4.

Distribute the balance of enumeration supplies during the
training sessions, as shown in the schedule in Section I of this
chapter. :

Ensure that the material is ready a day in advance for
distribution on each specified date. - :

Schedule for Distribution of Supplies

Activity Date of Materials distributed
distribution
Appointment of April 30 - - Mail (postage prepaid)
census May 10 a carrying case
representatives containing a pre-
at the time of training kit, a
testing and Census Representative's
interviewing Instruetion Sheet (Form 28C) and
the EA map.

- Bulk enumeration material, as
per Form 14B, will be distributed
at the training class.
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Appointment  May 6 -
of all other May 24
census '
representatives.

Population May 30
training .

Colleetive = May 31
dwelling '
training

- carrying case

pre-training kit

appointment kit

bulk enumeration material as per
Form 14B

EA map

. Form 2D Edit Self-instruction

Program (Form 52C)

Notice of Census
Representative's Call

(Form 1B)

Missing and Incomplete
Questionnaire Cards (Forms 4A
and 4B)

Census Hourly Employee
Account (Form 34)

List of Collective Dwellings in
EA (Form TA)

Collective Dwelling
Self-instruetion Program

{Form 53B)

Collective Dwelling Record
(Form 1A)

Individual Census Questionnaire
(Form 3)
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12. TRAINING OF CENSUS REPRESENTATIVES

A.

B.

Importance of Training

Proper training of census representatives is important. The success

" of the census depends largely on how well they do the job. Training

is your responsibility and your total dedication to this operation will
be reflected in the quality of the census representatives' completed
assignments.

Training Methods

Various methods will be used to train your census representatives.

1.

The home study and self-instruction programs have been
designed to enable your census representatives to train
themselves, while at the same time learning to use the
reference material.

The verbatim training guides have been prepared to ensure that
class-room training is standardized across Canada. Read these
guides exactly as written. '

The role-plays conducted during class-room sessions allow your
census representatives to practise what they have learned at
home and in class. They will help you evaluate the level of
learning of your census representatives.

“The video cassette is used to provide variety and visual stimuli,

to de-mystify the census representative's job and to inerease
the trainees' confidence in being able to do the job.

Completion of Home Study Programs

1.

The home study programs must be ecompleted by your census
representatives prior to the appropriate training class. It is
your responsibility to ensure completion in order that census
representatives are able to participate in and understand the
class-room sessions.

At the time of appointment, distribute the Population Home
Study Program (Form 52A) and, as required, the Agriculture
Home Study Program (Form 59C) to the census representatives.
Advise each census representative that the programs are to be
completed by May 28 and that you will phone each of them on
that date to discuss any problems.

Telephone each census representative on May 28 to verify that
the home study programs have been completed.
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D.

E.

Use of Video Cassette

The video program was designed to increase the effectiveness of the
training given to census representatives. It is therefore to your
advantage to make every possible effort to obtain the reqmred video

~ equipment (i.e. VCR and television) and to show the video in class.

If you have your own equipment and it is portable, it is

- recommended that you use it as you are more familiar with its
. operation.

If you cannot use your own equipment, rent it for the day it is
required, Your rental expenses will be reimbursed. Be sure to have
someone explain to you how to make the connections and how to
operate it.

Equlpment requ:red

1 video cassette recorder (VCR) VHS format
1 ecolour telev:smn 21 mches recommended

Viewing/Rental Schedule -
You will require the equipment on the following day:
May 29 Population class-room training

NOTE: If, after making every possible effort, you cannot obtain
the required equipment, use the written seript provided
with the video to review the content of the video with your
trainees. Do this in class at the time scheduled to show
the video.
You might want to pass the video among the census
representatives so they can view it at home if it is not
possible to view it in class.

Use of Flip Chart

You have been provided with a Flip Chart - CR Training - Canvasser
Areas, to improve the effectiveness of training. This flip chart was

‘designed to help you introduce and summarize topics and to stress

important points. If used properly, the flip chart will help you
conduet your training and increase the learning by‘your trainees.

Language of Training

If you have any ques"cions or problems related to the language in
which you plan to give your training, consult your CAM.
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G. Preparation for Trﬁining

H.

1.

Follow the instructions deseribing the preparation for training
classes and the techniques of training, as outlined in the
training guide.

Study all your training materials thoroughly so you can conduect
classes with ease and confidence.

The night before a class, do the following:

(a) Read through each day's training to familiarize yourself
with the material.

(b} Prepare the forms, other supplies and video equipment to
be used in the next day's training elass. All the required
forms and supplies are listed at the beginning of each day
of training in each training guide. See the schedule in
Chapter 11, Section I, page 11-9 for information regarding
the distribution of forms and supphes during training
sessions.

{¢) If you are to show a training video, ensure the video
cassette recorder and the television monitor are available
and functioning properly. Set them up and test their
operation ahead of time, if possible. .

The Report on Census Representative Training, Census
Commissioner MIS Report Book (Form 29E)

In this report, you will record details of census representative
training, such as the number of census representatives trained, the
number of training classes each attended, the number of home study
programs each completed. Complete the required entries at the
beginning of each training session.

Organization of Training Classes

1.

Train your census representatlves in morning and afternoon
sessions:

(a) morning sessions begin at 8:30 a.m.;
(b} afternoon sessions begin at 1:30 p.m.

Exceptions to this routine are listed below:
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(a) Collective EA training

Census representatives enumerating eollective EAs are to
be trained at a time convenient to both you and the
trainee; this may be during the day or evenmg. The
training is to take place the days or evenings of May 29 to
June 3. Use the Collective EA Training Guide (Form 53C)
to give the verbatim training. These trainees will also
complete an exercise that is attached to the applicable
collective EA instructions. Special instructions have been
prepared for each collective EA type.

NOTE: Train collective EA census representatives
separately from census representatives with
colleetive dwellings in their EAs. Attempt to train
the census representatives for each collective EA
separately. If this is not possible, train the census
representatives in collective EAs in the following

- groups::
Group I: Codes 10, 12, 13, 14, 20, 30, 70
and 90
Group II: Codes 80, 381 and 82
Group II: Codes 40, 50, 51, 52, 60, 61 and 62

(b) Agriculture training

Every census representative whose EA contains

agricultural holdings must be trained in agriculture

procedures. Refer to the Form G-13 to determlne which
: EAs have agricultural holdings.

(c) Indian reserve enumeration training

If you are responsible for enumeratmg Indian reserves,
train census representatives in a special session § separately
from other census representatives. Your CAM will also
provide you with a training plan and all necessary
materials. ‘

J. Training Schedule

1. The training schedule indicates the topic of training, the time
of training and the training gmcle and self-instruction program
to be used.
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Topie of
training

Population

Agriculture

Collective
dwellings

Class-room Training Schedule

Date

May 29

May 30

May 31

Training guides and home
study programs to be used

Population Training Guide
(Form 52B)

Population Training Guide
(Form 52B)

Form 2D Edit Self-instruction
Program (Form 52C)

Agriculture Training Guide
{Form 52D)

Collective Dwellings Training
Guide (Form 53A)

Collective Dwellings Self-
instruction Program

{(Form 53B)
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13. SUPERVISION OF CENSUS REPRESENTATIVES

General

Supervision of enumeration is your major function. It is essential
that you spend as much time as possible talking to and observing
your census representatives. The more contaet you have with your
census representatives, the fewer errors you will have to correct.

This chapter deseribes:

1. the use of the telephone and the MIS reports as supervisory
aids;

2. the checks you are to perform during supervisory visits;

3. your responsibility for maintaining eensus representative
morale.

Use of the Telephone

The telephone will allow you to maintain close contaet with all your
census representatives. Use of the telephone can reduce the amount
of time you must spend in the field resolving problems and will allow
you to be more accessible to all your census representatives.

1. Advise your census representatives of the hours your
Administrative Assistant will be on duty.

2. Have them call collect if long-distance charges are involved.

3. Caution your census representatives not to discuss sensitive
issues or confidential matters over a party line telephone.
Arrange to meet them while they are enumerating.

If this system is adhered to, everyone will be able to operate more
effectively.

Utilization of the Management Information System as an Aid for
Supervision

The reports given to you by your census representatives are intended
to enable you to identify census representatives who may require
closer supervision and to aid you in identifying areas which may
cause difficulties.

Refer to Chapter 22 and your Census Commissioner MIS Report
Book (Form 29E) for information on how to use each MIS report.
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D. ‘ Visits to Census Representatives

1.

Visit your census representatives at the following times to
check their work and to observe them on the job:

(a) once, before enumeration begins (while census
representatives are attending training, if necessary);

(b) at least twice during enumeration to cheek that the job is
being done as instructed and that it will be completed on
time.

Plan your timetable (if possibie) so that you can observe your
weaker census representatives first. It may be necessary to
accompany weaker census representatives more often. Make as

‘many return visits to these people as time permits.

Sinece it is very difficult to contact census representatives while
they are enumerating, arrange to meet them at their homes or
at other convenient locations. These arrangements can be
made at the training eclass or when the census representatives
make their weekly progress report. Note the time in your
calendar.

Record the results of your visits to each ecensus representative
in Part [, Sections 3 and 4 of thé EA Record. It is essential that
you complete an EA Record for each census representative so
you can control the rate of progress and the quality of work of
each one. Your CAM will be examining the EA records so
he/she can also monitor these areas.

Supervision Before Enumeration

1.

2.

Visit your census representatives before they begin enumeration

~ to ensure that each is fully aware of the duties to be

performed.. The visit should last 10 to 15 minutes.

If time does not permit you to visit all your census
representatives, visit those whom you feel are most likely to
have problems {e.g., did not grasp training, or have difficult
boundaries to interpret).

During the course of these visits:

‘{a) Ensure that your census representatives have a complete

understanding of the procedures to be followed when
enumerating their assighment areas.

{b) Solve any individual problems they have.
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Fl

{c)

(d)

(e)

()
(@
(h)
(i)

),

Point out any dwellings or agricultural holdings in the EA
which may be difficult to find and make the Census
Representative aware of any institutional farms located in
the EA.

Inform your census representatives of any boundaries that
are difficult to locate. Identify the following:

(i) the boundary lines;

(i) any landsecape feature such as a hill, a store or a
dwelling, which will help the Census Representative
to accurately determine his/her boundary lines.

Ensure that your census representatives are able to
interpret their EA boundaries correectly.

Ensure that your census representatives have a planned
route which eliminates excessive travel and decreases the
likelihood of missed households and agricultural holdings.
Emphasize the importance of complete coverage.

Ensure that the Census Repre‘sentati\fe has a full
understanding of definitions {e.g., marginal dwellings,
dwelling under construction).

Discuss the collective dwelling responsibilities, if
applicable.

Discuss the enumeration procedures for unincorporated
places if there are any in the EA.

Emphasize the importance of complete coverage.

Supervision During Enumeration

You should observe each of your census representatives, at least
twice during the enumeration peried, to check that the job is being
done as instructed and that it will be completed on time.

NOTE:

The need for a special means of transportation might
prevent two or more visits. In this case, arrange to visit
the Census Representative two or three days after
enumeration begins so you can perform checks on
completed work.

Conduect the following checks and mark "X" in the appropriate
column in Part I, Sections 3 and 4 of the EA Record.
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If any check is not applicable to a particular EA, enter N/A in the
"OK" column,

1. Enumeration Technique

(a) Observe your census representatives while they are
actually condueting enumeration to ensure that the job is
being done as instructed.

(b) If you discover that a census're'presentative has not
followed a procedure:

(i) indicate the problem(s) in Part I, Section 3 or 4 of
the EA Record;

(ii) discuss the problem with the Census
Representative;

(i) observe the offending Census Representative
. ecarefully for the balance of the census.

2. Visitation Record Entries

{s) Check each section of the VR to ensure that the Census
Representative is completing it properly (e.g., no lines
should be skipped, cancelled entries should be made
properly, all handwriting should be legible and in BLACK
PEN).

{b) Check Section I of the VR to determine if the households
are listed in a logical sequence.

(i) In EAs where the household numbers are plotted on
the EA maps, check that each household is listed in
sequence. '

(ii) Ensure that the name of any unincorporated place
is entered in Column 1 of the VR.

(¢) Check entries in Seetions I and IV for agricultural
operators (if applicable) to ensure that the Census
Representative is listing them in accordance with the
Procedures Manuai, Form 42. Each Form 6 identified in
Seetion I, Column 9, must be listed in Section IV, using one
line per Form 6. ‘

(d) Ensure that the entries in the Completed households and
Completed agricultural hoidings columns are correct.
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3.

{e) Check Section II of the VR to assess whether the Census

Representative is taking the proper steps to verify that any
unoccupied private dwellings listed are actually
unoccupied, particularly if the Census Representative is
enumerating in a construetion area where there may be
marginal dwellings (e.g., cottage areas).

Map Entries
(a) EA maps

Check EA maps to ensure that required entries are being
made.

(b} Township plans (where applicable)

Ensure that census representatlves have been completlng
the township plans.

NOTE: For EAs with township plans, make sure that the
Census Representative is not making EA map
entries on the township plan and vice versa.

Apriculture Checks

(a) Form 6 identification entrit.a's..‘

Check the Census Representative Use section on a number
of Forms 6 to ensure that the "Farm Operator's Residence"
and the "Farm Headquarters" identification entries are

_ being completed.

"(b) Form §D - Part I (if applicable)

Check Part I of a number of Forms 6D to ensure that the
identification entries and location entries are complete.

.{(e) Follow-up of Form 6D .cas..esz )

Ensure that your census representatives conduet Follow-up
on any Form 6D cases which you refer to them,

Form 2D Edit Check

(a) Observe the Census Representative as he/she performs edit
to ensure that the Edit Steps are being applied correctly.

(b) Randomly pick from Section | bffche VR four households
for which the Census Representative indicated that the
Forms 2D passed. '
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{e) Note the household numbers in Section 3 or 4 of .the EA
Record.

(d) Edit the questlonnalres by applying the Form 2D Edit Steps

found at the back of the Procedures Manual and enter the
results in the EA Record.

(e) If any questionnaire was not edited correctly, point out the

errors to the Census Representative. Be certain that
he/she understands the errors and tell him/her to re-edit
the questionnaires which have already been completed.

NOTE: You may wish to check some additional
questionnaires to determine if the Census
Representative has made any other errors which
must be corrected.

Form 6 Edit Check

(a) Observe the Census Representative as he/she performs edit
to ensure that the Edit Steps are being performed
correctly.

(b} Randomly pick from Section IV of the VR two Forms 6
which the Census Representatlve indicated have passed
Edit.

(c) Notethe Form 6 numbers in Section 3 or 4 of the EA
Record.

(d) Edit the questlonnalres by applying the Form 6 Edit Steps
found at the back of the Procedures Manual and enter the
results in the EA Record.

~ (e) If either questionnaire was not edited correctly, point out

the errors to the Census Representative. Be certain that
he/she understands the errors and tell him/her to re-edit
those Forms 8 which have already been completed.

NOTE: You may wish to check some additional
questionnaires to determine if the Census
Representative has made any other errors which
must be corrected.

Rate of Progress .

(a) Census representatives should complete their assignments
no later than June 28. Satlsfy 'yourself that sufficient
progress is being made in relation to the time available and
the progress of the other census representatives. The
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G.

reports on completion status will aid you in determining
problem areas. Refer to your Census Commissioner MIS
Report Book (Form 29E).

(b) If a census representative is experiencing difficulties and is
unable to meet the deadline, advise your CAM.

8. Ask the Census Representative if he/she has encountered any
unusual situations. Ensure that the appropriate procedures have
been used. ‘

Supervision of Collective Dwelling Enumeration

Ensure that census representatives list in Section I of their VRs any
private dwellings located within collective dwellings. Refer to
Chapter 15, Section G, page 15-10 for specific supervisory functions
for collective dwelling enumeration. '

Census Representative Morale

As with any job, things may not always run as smoothly as they
should. It is up to you to maintain a high level of morale and
enthusiasm for the census among your census representatives. This
is particularly important in situations where householders are unco-
operative or in cases where census representatives are required to
make many Follow-up visits.

Be aware of any indications of discouragement among your census
representatives and attempt to resolve the situation immediately so
that their attitudes will not affect the job they do. Sometimes just
your personal attention will be suffieient to change their attitude.
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14. OBSERVERS

A.

Objectives

A great deal of interest is shown in the ecensus of Canada by
Statisties Canada officials, by offieials in other levels of
government and by officials from foreign countries. These people
are interested in those phases of the census which relate to their
work. An observer program is set up to provide an opportunity for
these officials to:

1. see census procedures in actual use;

2. evaluate the effectiveness and impact of these procedures.

‘Observers

1. Observers will accompany some census representatives while
they are performing various duties. Arrangements will be made
through you.

2. They will be interested in observing each facet of the
enumeration operation including aspects of your job and those
of the Quality Control Technician.

3. They will not participate in any interview and will endeavour to
remain as unobtrusive as possible.

" Observer Identification Cards

There will be two types of observers: STATISTICS CANADA
observers and NON-STATISTICS CANADA observers.

Statistics Canada observers will be identified by a valid STATISTICS
CANADA IDENTIFICATION CARD {with picture) while non-
Statisties Canada observers will be identified by a Census
[dentification Card. ‘

Census Commissioner's Role

1. Ensure that all observers have the proper identification cards.

2. Arrange for census representatives to be accompanied by
observers when requested.

3. Ensure that the observers are shown the courtesy and co-
operation necessary to do their job.
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4.

In training classes, supply each observer with a chair and, if
possible, a table, : .

Inform each census representative who will be accompanied by
an observer of the following:

(a) the type of observer that will accompany him/her (i.e.
Statistics Canada or non-Statisties Canada observer);

(b) the applicable procedures he/she is to follow; (See
Section E of this chapter.)

(e) that observers are not evaluating them but are evaluating
the effectiveness of procedures;

(d) that observers will not ask or answer questions or interfere
with enumeration in any way.

Stress the importance of the observer program to your census
representatives and make them aware of what is taking place.

E. Census Representative's Role

1.

Each census representative accompanied by a STATISTICS
CANADA OBSERVER is required to introduce the observer to
the householder and ask the householder whether he/she would
mind if the observer is present during the interview.

NOTE: If the householder does object to the observer being
present, inform the Census Representative that he/she
must ask the observer to leave and wait for the next
interview.

Your CAM will notify you of the correct procedures the Census
Representative is to follow for NON-STATISTICS CANADA
observers.
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15. COLLECTIVE DWELLINGS

A,

c.

Introduction

This chapter describes the procedures you are to follow to prepare
for and supervise the enumeration of collective dwellings. For
collective EA procedures, see Chapter 16.

General Responsibilities

1.

To prepare for the enumeration of collective dwellings you
must:

(a) Verify and update the Form 7 as specified in Chapter 3,
Section J, page 3-7 if you have not already done so.

(b} Conduct a liaison visit to all collective dwellings except
lodging- and rooming-houses, Code 11.

(¢) Visit or have your Census Representative visit other types
of collective dwellings, Code 00, to determine the
enumeration procedures to follow.

(d) Complete a List of Collective Dwellings in EA (Form TA)
- for each EA in your CCD.

(e) Add to the Form 7 any new collective dwellings discovered
by your census representatives during enumeration.

During the enumeration you must conduet supervisory checks to

~ ensure the enumeration procedures are being followed.

Liaison Visit to Collective Dwellings

1.

Purpose

The purpose of these visits is to prepare the collective dwelling
management for the census.

Scope

All collective dwellings are to be visited except lodging- and
rooming-houses (Code 11). These will be visited by the Census
Representative during enumeration,

When the Visits Are to Be Conducted

Conduct the liaison visits between May 6 and 24.
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4.

Preparation for the Visits

(a) Study the general liaison procedures in this section.

(b} Study the specific enumeration procedures to be followed
by the Census Representative.

{¢) Determine if there are any additional liaison procedures
. for the collective you are visiting by referring to the
"Additional Liaison Instructions for Certain Types of
Collective Dwellings" in Sectlon D of this chapter. If there
. are, study them.

-{d) - Study the "List of Duties" to be given to the eensus contact

for the collective dwelling you are visiting. Ensure you
have enough lists for all the collective dwellings to be
visited. If you do not, contact your CAM.

(e} Prepare a List of Collective Dwellings in EA {(Form 7A) by
following the instructions in item 5 below.

Preparation of the List of Collective Dwellings in EA (Form 7A)

"You must complete a Form 7A for each EA in your CCD. This

form will be used by the Census Representative to plan for the
enumeration of collective dwellings and to ensure the eomplete

eoverage of all collective dwellings in the EA.

(a) " If there are no collective dwellings in the EA:

(i) Create a Form TA for the EA by entering the PROV,
FED and EA numbers at the top of the form and
leave the rest of the form blank.

(ii) Ensure that the Census Representative checks
his/her area for any collective dwellings durmg
enumeration.

(b) If there are lodging- or rooming-houses (Code 11) in the
EA:

(i} List all lodging-or roommg—houses located in the EA
on the Form 7A,

(ii) Complete Columns 1, 3 and 4 only, using the
information provided on the Form 7.

(e) If there are other types of collective dwellings in the EA:
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8.

(1)

(i)

(iii)

Transeribe to the Form TA the information for the
dwellings (name, address, code and EA numbers)
from the List of Collective Dwellings in CCD
(Form 7).

Complete the remaining columns on the Form 7A
when you conduet your liaison visit to the collective
dwelling.

Follow the instructions in item 6 below, "General
Liaison Procedures (for all visits)".

General Liaison Procedures (for all visits)

(8) Contact the administrator, manager or owner by telephone
-and identify yourself. Arrange a meeting.

{b) At the meeting, explain to this person that you have come
to make the enumeration arrangements for the census.
Follow the applicable procedures below:

()

(ii)

{iii)
(iv)

(v)

Explain the census duties to the administrator,
manager or owner using the applicable "List of
Duties" for the type of collective dwelling you are
visiting. :

Identify a person who will act as a census contact
for the Census Representative and who will ensure
the eensus duties are performed.

Give the "List of Duties" to this person if possible.

Enter this person's name in Column 7 of the
Form 7A and tell him/her when the Census
Representative will visit.

Ensure the census contact understands his/her role
and attempt to solve any problems the management
foresees. If there is any doubt that the management
will co-operate, report the matter to your CAM.

() Follow any additional liaison instructions, found in
Section D of this chapter, for the type of collective you
are visiting (if applicable).

(d) Complete the following columns on the Form 7TA as
indicated in the chart below.
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Col. Title  Procedure
2 Number of - Determine if there
private are any private
dwellings dwellings in

the collective dweliing. If there
are, enter the number in this
column.

5 Occupancy - Determine the maximum
occupaney and enter it in this
column (i.e, the number of
persons who will be staying in
the collective dwelling or the
number who could potentially be
staying in the collective
dwelling).

9 Remarks - Enter any pertinent comments
concerning the collective
dwelling in this column (e.g.,
includes cancer elinies, cardio-
vascular units).

(e} Determine the number of forms required for enumeration
using Column 5 (Occupancy) of the Form 7A and the chart
below. Enter the number in Column 6 of the Form TA.

Number of Forms Required

Code(s) Forms 1A Forms 3 Forms 2D
10 1perl5 2 per resident |
12 residents or anticipated
resident
13 1 per 15 1 per resident 1
14 residents - or anticipated
resident '
20 1 per 15 1 per resident 1

30 - ‘residents” .
90 :
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Code(s)

40
50
i) |
52
60
61
62
80
81
82

70

0

(g)

Forms 1A Forms 3 Forms 2D

1 per 5
anticipated
1 per 15 1 per live-in usual residents
residents staff member (children,
: patients,
inmates)
1 per 15 5 1 per
residents family

Determine if there is an agricultural holding associated

with the collective dwelling (e.g., greenhouse). If there is,

it must be enumerated. If the Census Representative
responsible for the collective dwelling has been trained in
agriculture, assign the agricultural holding to him/her. If
the Census Representative has not been trained in
agriculture, enumerate the holding yourself.

Thank the administrator, manager or owner for his/her
time and depart.

D. Additional Liaison Instructions for Certain Types of Collective
Dwellings ‘ : :

1.

Code 12, School Residences and Residences for Training

Centres

(2)

(b)

(e)

Identify the records that are available to complete the
Collective Dwelling Record (Form 1A), Columns 1 to 4.

Determine if there are any staff members living in the
collective dwelling.

Enter the above information in the "Remarks" column of
the Form 7A.

Code 13, YM/YWCAs, Missions, Hostels

and

Code 14, Campgrounds and Parks

(a)

Arrange access to the administrative records so that
additional information can be obtained during Follow-up (if
needed).
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(b) Determine:

(i) the best time to start the enumeration on the
evening of June 3;

(ii) how long the Census Representative should remain
to guarantee complete enumeration;

(iii) the best time and means to distribute questionnaires
(e.g., as persons arrive, at mealtime).

(¢) Enter all of the information in step (b) in the "Remarks"
column of the Form TA.

3. Code 20, Work Camps

(a) Determine the records that are available to complete the
Collective Dwelling Record (Form 1A),; Columns 1 to 4.

(b} Determine if the organization has other camps in the area
that are spread out from each other and determine if the
camps are in the same EA, If this is the case, the camps
should be considered as one collective dwelling.

(c) Enter the above information in the "Remarks" column of
the Form 7A.

4. Code 40, Children's Group Homes (Orphanages),
: and
Code 81, Young Offenders’ Facilities

‘(a) Arrange for'a member of the staff to enumerate all
children who are usual institutional residents direectly onto
the Form 2D questionnaire (using one Form 2D for every
six children and completing Questions 1 to 6 and 10 only)}
using the records of the institution.

(b} Determine if there are any staff members living in the
institution. If there are:

(i) Identify a secure place where completed
gquestionnaires for staff (Forms 3) can be held until
the Census Representative returns.

(ii) Indicate in the "Remarks" column of the Form TA if
there are staff members living in the institution and
identify where the completed Forms 3 can be held
securely.
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5. Code 50, Chronic Care Hospitals,
Code 51, Nursing Homes,

Code 52, Residences for Senior Citizens,

6.

and

Code 62, Treatment Centres and Institutions for the Physically

Handicapped

(a)

(b)

(e)

@

(e)

(f)

Arrange access to the administrative records so that the
Census Representative can complete Questions 1 to 6 and
16 on a Form 2D for usual residents (patients) and
Columns 11 to 14 on a Form 1A for any temporary
residents.

NOTE: For certain treatment centres there may not be
any records. If this is the case, decide with your
CAM the best procedure to follow to do the
enumetration. )

Obtain permission from the person in charge for the Census
Representative to conduct Follow-up interviews with
patients if information is missing from the records.

Determine if there are any apartment units where the
occupants receive no care and are completely independent
(i.e. not sharing cooking and bathroom faecilities). These
units are to be enumerated as private dwellings by the
Census Representative.

Determine if there are any staff members who live in the
collective. If there are, identify a secure place where staff
members can return a completed questionnaire (Form 3)
until the Census Representative returns.

Determine if there is a staff residence attached to the
collective or on its property. If there is, instruct the
Census Representative to follow the procedures for
Code 12, School Residences and Residences for Training
Centres, and to consider the residence as a separate
collective dwelling.

Enter the above information {steps (a) to (e)) in the
"Remarks" column of the Form TA.

Code 60, Hospitals

(a)

Inform the administrator that the enumeration will be done
primarily from the records but that Follow-up interviews
with patients may be needed.
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{b)
(o)

(d)

(e}

(f)

(g

(h)

(D)

Determine which records are best to use for enumeration
{i.e. admission or ward records).

Arrange for the Census Representative to have access to
these records on the afternoon of June 3.

Instruet the administrator to inform the senior nurses who
will be on duty on each ward or other area on June 3 that a
census representative will be arriving at 1:00 p.m. (if the
ward records are used) or 4:00 p.m. (if the administrative
records are used) and they may be required to:

(i} provide access to the ward records if they are
needed;

(ii) aid the Census Representaiive by updating
information;

(iii) determine which patients are capable of being
. interviewed.

Establish the best time to go to recovery and emergency
areas on the morning of June 4.

Determine until what time the Census Representative can
conveniently remain at the hospital on the evening of
dune 3 and if further Follow-up is required the next day,
June 4, determine what time would be most convenient for
Follow-up. ‘

Determine if there are any staff members who live in the
hospital,

Determine if there is a staff residence attached to the
hospital or on its grounds. If there is, instruct the Census
Representative to follow the procedures for Code 12,
School Residences and Residences for Training Centres ,
and to consider the residence as a separate collective
dwelling,

Enter the information (in steps (a) to (h}), if applicable, in
the "Remarks" column of the Form 7A.
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E.

7.

Code 61, Psychiatrie Institutions,

Code 80, Correctional and Penal Institutions,
and

Code 82, Jails

{a) Arrange access to the administrative records so that the
Census Representative or a responsible member of the
staff can enumerate residents direetly from the records
{Questions 1 to 8 and 10 on a Form 2D for usual residents
(patients, inmates), Columns 11 to 14 on a Form 1A for
temporary residents).

{b) Determine if there are any members of the staff who live
in the collective. If there are, identify a secure place
where they can return completed Forms 3 until the Census
Representative returns.

(e} Determine if there is a staff residence attached to the
collective or on its property. If there is, instruct the
Census Representative to follow the procedures for

" Code 12, School Residences and Residences for Training
Centres, and to consider the resxdence as a separate
collective dwelling. :

(d) Enter the above information (steps (a) to (¢)) in the
- "Remarks" column of the Form TA.

Special Instruetions for "OTHER" Types of Collectives, Code 00
(e.g., Outfitter Lodges, Hunting and Fishing Camps)

If you have any of these collectives in your CCD, follow the
procedures below:

1.

Visit or have your Census Representative visit the collective
dwellings to determine the best enumeration procedures to
follow.

Code these collective dwellings as "00" on the Form 7A.

Contact your CAM for the approval of the selected method of
enumeration.

Contact the Census Representative and instruet him/her
regarding the procedures to follow.
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F. Collective Dwellings Dlscovered by Your Census Representatives
During Enumeration

If a census representative dlscovers a collective dwelling during
enumeration which was not on the list supphed by head office or
listed by you during your census commissioner distriet
familiarization, follow the proeedures below

1. Determine the collective dwelling code from the deseription
provided by the Census Representative and by referring to
Appendix A of this manual.

2. Enter the name,; address, collective code and EA number of the
~ collective dwelling on the List of Collective Dwellings in CCD
{Form 7) and advise the Census Representatlve to add it to
his/her List of Collective Dwellings in EA (Form 7A).

3. Advisé the Census Representative of the enumeration
.procedures to be followed and have him/her enter on the
Form 7A his/her name as the person responsible for the
enumeration.

4. Explain to the Census Representative that enumeration of the
collective dwellings must be as of June 3/4.

3. Have the Census Representative determine the occupancy of
the collective dwelling and record it on the Form 7A.

6. Ensure that the Census Representative has sufficient supplies
to enumerate the collective dwelling.
G. Supervisory Visits During Enumeration

To ensure that the correct procedures are being followed, you must
conduet supervisory visits as stated below.

1. For Hospitals (Code 60) being enumerated by more than one
¢ensus representative

Acecompany your census representatlves to the hospltal and do
the followmg‘ : : o v

(a) Ensure they have access. to the records that are to- be used
for the-enumeration.

(b} Organize them for the completion of the Form 1A. Ensure .
they understand the information that is to be collected for
temporary and usual residents and that one line on the &
Form 1A is to be used for each resident. '
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{e)

A{d)

(e)

(f)

(g}

Assign one census representative the responsibility of
enumerating the staff or student residence (if applicable).
Have this person follow the procedures for Code 12, School
Residences and Residences for Training Centres.

When the enumeration from the records is complete:

(i) Check to see that all wards or floors have been
accounted for on the completed Forms 1A.

(ii) Check to see that one line on the Form 1A has been
used for each resident.

(iii) Ensure that Columns 11 to 14 have been completed
for each patient who is a temporary resident.

(iv) Ensure that Columns 1 to 5 of the Form 1A have
been completed for each usual resident and that
each patient who is a usual resident has been
enumerated on a Form 2D (Questions 1 to 6 and 10)
and each live-in staff member has been enumerated
on a Form 3.

If information is missing, ensure the census representatives
conduet Follow-up as instructed. (If the admission records
were used for the enumeration, assign specific wards or
floors for Follow-up.)

Assign one census representative the responsibility of
enumerating recovery and emergency areas on the morning
of June ¢4 and give him/her all of the Forms 1A for the

‘hospital.

When you are satisfied the enumeration is complete:

(i) Check the Forms 1A to see if any patients who are
usual residents have been deleted. If any have,
ensure they are also removed from the Forms 2D
and adjust the Form 1A and VR entries accordingly.

(ii) Complete the entries in Section IIl of the VR: enter
‘the number of usual residents (patients} enumerated
directly on a Form 2D in Column 8; enter the

- number of usual residents (staff) enumerated on
Forms 3 in Column 9; and enter the number of
temporary residents (Columns 11 to 14 on a
Form 1A completed) in Column 10 of the VR.

(iii) Ensure that the Checking and.Editing Procedures in
Chapter IV, C., page 71 of the Procedures Manual
have been completed.



Page 15-12
15. COLLECTIVE DWELLINGS

2. On the evening of June 3 and on Census Day, June 4 (for all
collective dwellings where self-enumeration is being used)

(a) Ensure that the‘correct procedures are being followed.

(b) Ensure that all required columns have been completed on
the Forms 1A, ' ‘

(c) Ensure that the Checking and Editing procedures are being
applied correctly by the Census Representative.

(d) Ensure that the Follow-up procedures are being applied:
(i) for failed-edit questionnaires;
(ii} when a questionnaire has not been returned.

3. For all collective dwellings being enumerated from
- administrative records {except Hospitals, Code 60)

(a) Ensure that the correct procedures are being followed for
the collective,

NOTE: If there is a staff residence attached to or within
the collective dwelling, ensuré the Census
Representative follows the procedures for
Code 12, School Residences and Residences for
Training Centres, and considers the residence as a
separate collective dwelling.

(b) Ensure that all requfred columns have been completed on
the Forms 1A and that all temporary and usual residents
are listed.

(e} Ensure that all usual residents (children, patients and
inmates}) listed on the Form 1A have been enumerated on
the Form 2D (Questions 1 to 6 and 10} and ali live-in staff
members have been enumerated on a Form 3.
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16. COLLECTIVE EAs

Al

Introduetion

This chapter deseribes the procedures you are to follow to prepare
for and supervise the enumeration of collective EAs. For collective
dwelling procedures, see Chapter 15.

General Responsibilities

1.

To prepare for the enumeration of collective EAs you must:

(a)

(b)
(e)

(@)

Verify and update the Form 7 as speecified in Chapter 3,
Section J, page 3-7 if you have not already dene so.

Conduct a liaison visit to each collective EA.

Complete a List of Collective Dwellings in EA (Form TA)
for each EA in your CCD. p

Ensure that any private dwellings and agricultural holdings
in collective EAs are enumerated.

During the enumeration you must:

(a)

(b)

Conduct supervisory cheeks to ensure the enumeration
procedures are being followed.

Check the final collective EA assignments to ensure they
are complete and ready to be quality controlled.

Liaison Visits to Collective EAs

1.

- Purpose

The purpose of these visits is to prepare the collective EA
management for the census.

Scope

All eollective EAs are to be visited.

When the Visits Are to Be Conducted

You and your CAM will visit the collective EAs together,
between May 6 and 24, on the day and time arranged by the
CAM.
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4‘

6.

Preparation for the Visits

(a)

(b)

(e)

(d)

Study the general liaison procedures in this section.

Study the specifie enumeration procedures to be followed
by the collective EA Census Representative.

Determine if there are any additional liaison procedures
for the collective you are visiting by referring to the
"Additional Liaison Instructions for Certain Types of
Collective EAs" in Seetion D of this chapter. If there are,

~ study them, :

Prepare a List of Collective Dwellings in EA (Form 7A) by
following the instructions in item § below.

Preparation of the List of Collective Dwellings in EA (Form 7A)

You must complete a Form 7A for each collective EA in your
CCD.

(a)

(b}

(c)

Transeribe to the Form 7A the information for the dwelling
{name, address, code and EA numbers) from the List of
Collective Dwellings in CCD {Form 7).

Complete the remaining columns on the Form TA when you
conduct your liaison visit to the collective EA.

Follow the instructions in item 6 below, "General Liaison
Procedures {for all visits)".

General Liaison Procedures (for all visits)

(a)

(b)

Contact the administrator, manager or owner by telephone
and identify yourself. Arrange a meeting.

At the meeting, explain to this person that you have come
to make the enumeration arrangements for the census.
Follow the procedures below:

(i) Explain the enumeration procedures to be followed
using the speecific instructions for the collective EA.

(ii) Arrange to hire one or more staff members to
enumerate the dwelling. They will be paid $8.75 per
hour for the training session and the enumeration
duties. -
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(iii) Give the administrator, manager or owner your
name and telephone number so that he/she can
contact you.

(iv) Attempt to solve any problems the management
- foresees.

{c) Follow any additional liaison instructions, found in
Seetion D of this chapter, for the type of collective you
are visiting (if applicable).

{d) Complete the following columns on the Form 7TA as
indicated in the chart below.

Col. Title Pr,ocedure
2 Number of - Determine if there are
private any private dwellings
dwellings in the collective EA, If there
' are, enter the number 1n this
column.

- For collective EAs, enumeration
of private dwellings is your
responsibility.

5 Occupancy - Determine the maximum
occupancy and enter it in this
column (i.e. the number of
persons who will be staying in
the collective EA or the number
who could potentially be staying
in'the collective EA).

9 Remarks . - Enter any-pertinent comments
concerning the collective EA in
this eolumn (e.g., includes
cancer clinies, cardio-vascular
units).

(e} Determine the number of forms required for the
enumeration using Column 5 (Occupancy) of the Form 7TA
and the chart below and enter the number in Column & of
the Form TA.
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Number of Forms Required

Codels) Forms 1A - Forms 3 Forms 2D
10 1 per 15 2 per resident 1
12 residents or anticipated
resident
13 1 per 15 1 per resident 1
14 residents or anticipated
resident -
20 1 per 15 1 per resident 1
30 residents ‘
90
40
50
51
52
60 : '
61 1per 1) 1 per live-in 1 per 5 anticipated
62 residents staff member usual residents
80 ‘ (children, patients,
81 inmates)
82
70 - 1 per 15 3 1 per family

residents

(f) Determine if there is an agricultural holding associated
with the collective EA (e.g., greenhouse). If there is,
enumerate the holding yourself.

{g) Thank the administrator, manager or owner for his/her
time and depart.

1. Appointm_ent of Collective EA Census Representatives

Appoint a well-qualified person for the census representative
position, Ask the contact for assistance in making your choice.
It is not necessary for these persons to take the Selection Test
for census representatives.

When you have selected a suitable ecandidate, follow the steps
below.
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{a) Have the candidate complete:
(i) a Census Application for Employment (Form 26),

(i)} a Consernt to the Disclosure of Personal Information,
(See Chapter 7, Section ], item 9, page 7-7.)

(iii) a Declaration Regarding Criminal Convictions. {See
Chapter 7, Section I, item 9, page 7-7.)

{b) . Obtain the approval of the CAM for the appointment by
submitting a Form 28. : -

(c) Tell the candidate when and where he/she will be trained
and that all enumeration supplies will be distributed during
the training class.

(d) During the training session:

(i) . Administer the Oath or Affirmation of Office and
Secrecy (Form 24). (See Chapter 9, Section F,

page 9-3.)

(ii) Issue each census representative a Census
Identification Card (Form 12). (See Chapter 9,
-Section G, page 9-4.)

(iii) Complete Parts 3 and 4 of the Form 26. (See
Chapter 9, Section H, page 9-4.)

(e} Submit the completed Form 26 to the regional census
office by June 2.

D. Additional Liaison Instructions for Certain Types of Collective EAs

1,

Code 90, Military Camps

(a) Obtain-a list of possible census representative candidates
to enumeérate the collective EA portion of the camp (e.g.,
_single quarters, base hospital, guardhouse).

NOTE: Armed Forces personnel cannot be recommended.

(i) Suggest that a person familiar with the camp be
recommended.

(ii) If you are unable to hire from within the camp,
recruit a eensus representative from your CCD.
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(iii) When you have obtained a suitable candidate, follow
the appointment procedures in Section C, 1tem 7 of
this chapter.

(b} Ensure that the contact (liaison officer) understands
his/her responsibilities are to:

(I} provide the Census Representative with the
information to complete Columns 1 to 4 of the
Form 1A for each person staying at the collective
on the night of June 3/June 4. Also to be inciuded
are those persons who usually reside at the
collective dwelling but who are temporarily away on
holidays, field trips, ete.;

(ii) arrange distribution of the Forms 3 and Forms 3A to
each person or room in the collective EA portion of
the military eamp.

{c) Identify a place where completed Form 3 questionnaires
" can be returned and held for the Census Representative,

(d) Determine if an escort is required during Follow-up. If an
escort is required, obtain the person’s name and ensure that .
the contact understands that Follow-up interviews are to
be conducted in private. '

(e} Enter the above information in the "Remarks" eolumn of
the Form 7A.

NOTE: Co-operation has been requested from Defence
Headquarters for base commanders to ensure
information from the administrative records is
provided if additional information is needed during
Follow-up.

2. All Other Types of Collective EAs

See the additional liaison instructions for collectlve dwellings,
Chapter 15, Section D, page 15-5.

E. Supervisory Visits During Enumeration
To ensure that the correct procedures are being followed you must

conduet supervisory visits. See Chapter 15, Section G, page 15-10
for detailed procedures.




Page 16-7

16. COLLECTIVE EAs

F. Agricultural Responsibilities for Hutterite Colonies That Are
Collective EAs :

The Census‘Representati_ve will return the Agriculture
Questionnaire (Form 6) to you and you must:

1'

Ensure that the "Farm Operator's Residence" entries and the
"Farm Headquarters" entries are recorded on the front cover of
the Form 6.

Ensure that an "X" is marked in Column 12 (Completed
Agricuitural Holdings), Section IV of the VR.

Checking the Final Collective EA Assignments

1.

2.

3.

4‘

Ensure there is a VR for each collective EA and ensure the
entries in Section III are complete.

Ensure that any private dwellings and agricultural holdings have
been enumerated and listed correctly in the VR.

Ensure that a Census Hourly Employee Account (Form 34) has
been completed for each census representative.

Apply the census commissioner Quality Checks found in
Chapter 23.
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17. AGRICULTURAL ENUMERATION

AQ

lntrdduction

Census representatives identify agricultural holdings and operators
in their EAs and list them in Section IV of the Visitation Record.
They complete a Form 6 at the residence of each operator they
identify.

You are responsible for ensuring that census representatives follow
the prescribed procedures.

Procedures for agricultural enumeration are in the Form 42,
Chapter V.

Training and Pay

1. All census representatives who are to enumerate agricultural
holdings must receive agriculture training for canvasser areas.

2. Agriculture training in canvasser areas will take place the
morning of May 31. Ensure that your census representatives
complete the Agriculture Home Study Program (Form 59C)
before this class.

3. Census representatives will be paid the hourly rate of pay for
agriculture training, and a flat amount of $17.50 for the
completion of the Agriculture Home Study Program.

Handling of Forms 6D
Census representatives will give you two copies (white and yellow)
of all Forms 6D they create for operators living outside their area
of responsibility. You will also receive Forms 6D from your CAM.
1. Determine whether the operator listed on the Form 6D lives
within your area of responsibility for the enumeration of
agricultural holdings. Identify the EA of the operator's
residence by:
(a) using your knowledge of the area;

(b} using maps;

(e) referring to telephone directories if clarification of name
and/or location of residence is needed;
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(d) ealling your census representatives so they can refer to
their VRs to determine if they have listed the operator in
their EA;

(e) referring to records at the municipal or township offices;
" and, '

{f} referring to other sources of information which exist in
your region of the country. '

If the Operator Lives in Your Area of Responsibility:

(a) Complete the Form 6D Control Record, aceording to the
-instructions in Seetion E of this chapter, page 17-6.

(b) Contact the Census Representative responsible for
agricultural enumeration in that area, and relay to him/her
the instruetions deseribed in Item 7 of this section,
page 17-3. :

If the Operator Lives Qutside Your Area of Responsibility:

(a) Complete the appropriate Form 6D Control Record

according to the instructions in Seetion E of this chapter,
page 17-6.

(b} Forward both copies of each Form 6D to your CAM.

NOTE: It is not your responsibility to account for land listed
on Forms 8D sent to your CAM.

If you eannot determine where the operator lives, refer the
problem to your CAM.

For every Form 6D for which you relay the information to one
of your census representatives, ensure that:

(a) all land listed on these Forms 6D is accounted for;
(b) Part II of the Form 8D is completed; and

(c) that you keep the white copy of every Form 6D.
Wrong Operator Listed on Form 6D

Refer to Seetion F, page 17-8 for instructions.
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Follow-up of Forms 6D Received

You may be responsible for Follow-up of Forms 6D created by
census representatives in other EAs. These Forms &D will be
forwarded to you by your CAM.

Follow the procedures below:

(a)

(b)

(e}

(@

Contaet the Census Representative to inform him/her of
the Form 6D case. '

Give the Census Representative the following information:
(i) the operator's name and address; and

(ii) the land description from Part I, Section C of the
Form 6D, :

Instruct the Census Representative to ensure that:

(i) the land is included in Question 15 of the Form 6 if
the person does operate the land; or that

(ii) he/she attempts to determine who the real operator
is if the person does not operate the land.

Tell the Census Representative to call you as soon as
follow-up is complete to give you the results.

NOTE: You will be responsible for ensuring that the
Form 6 identification entries and the Form §D
entries are complete and that the yellow copy of
the Form 6D is inserted into the Form 6. -

D. Supervisory Check of Form 6D Cases

Perform the following procedures during your supervisory visits with
the census representatives or prior to your quality check of the EA.

1.

For the Form 6:

(a)

(b)

Ensure that the land deseribed in Part I of the Form 6D is
included in Questicn 15 of the operator's Form 6.

Ensure that ail Forms 6 ereated as a result of Forms 6D
meet the Edit requirements.
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4.

7.

{e) Complete the Form 6 "Farm Headquarters" identification -
entries. Refer to Part I, Section A of the Form 6D which
lists the land designated as the headquarters by the
operator in Question 15 of the Form 6 (see
Hlustration 17-A, page 17-5).

On the Form 6D:

{a) In Part II, complete Sections A and B.

(b) In Part III, enter any remarks.

(c}) In Part IV, complete Columns 1, 3 and 4.

NOTE: If the case was not resolved, ask the Census
Representative for the names and addresses of
people contacted during Follow-up. Enter this

information in Part IV, Column 2.

Place the yellow copy of each Form 6D inside the completed
Form 6.

In Seetion IV of the VR, make the applicable entries if the
Census Representative has not already done so.

Adjust the totals at the bottom of each page of Section IV of

. the VR, and the totals in the EA summary if necessary.

- Insert the Form 6 in the EA box which contains the operator's
Form 2D. See Appendix C.

Complete the Form 6D Control Record, by completing
Column 7 (and Column 11, if the Form 6D was forwarded to you
by your CAM).
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Census Representative Use Section of Form 6:

Farm Headquarters
008 PROV. | 009

Hb | 004

Part 1 of Form 6D:

FED Na o VN

116

PART { - To be compiwwd by he Conmus Reprosenztve PARTIE | - A rempir o ' recenasur

A, identificaton - Enmr tha PROV, FED, EA, VN and Farm 50 numbers of the and beng ksted
Inscrrvez ies numéros 08 PROV, de CEF, ae 50, de NV ot de (& formuls 60 de 18 1vTe nacrie sur i kormuis

FED EA VN
PROV ctr S0 w :ﬂ‘:::u.w
B. Name of Sperator and locason of ADETEIOr S Teadence (print)
mummmmrwmmmh}
o o e __ 37T WO N b Joe  E-
Mroxse scw o somee_3b_Halifax St ﬁm};pbﬁ@.—, Monitoko,

C. Doscrigton and aras of land

Dascnpbon # parfcs oo I8 IvTe
Quaner and wchon Towrahip Range or Maorchan
o ot No. concessan Aman o acres
gawm; me mm - e | S 8 e Mateches entry
. . . N in Question 15
NE% & 10 53 23 et | 160 of Form 6
sEy of 10| §2 23 Wl 160 </
o. gm :‘ Mmﬂm ALV IOA Y Dam mq.-..’ 29 Iq |
Question 15 of Form 6:
DESCRIPTION OF LAND AREA OF LAND
Meridian(Western Area Area
Quarter and Section . _ Range Provinces) Area Leased Sharecrop-
Lot NO‘ bor - Township oaf%l on Pan?g ac:t aC:urrty Owned trom pedi-Renggd
um Provinces) Governments frgmsggmers
Report the tocation of farm headquarters (main buildings or main gata).
130 HREY) 1132 1139
: ' : :
L] ] )
SEM 10 i 82 1 23 1 \Nef | 160
List all additional land below. H i
] 3
v L 1 1 B 1 i
NE 'y 1D 82 1 23 1 Wefl 1O
H )
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E. CC Form 6D Control Record

1. The Form 6D Control Record is part of your CCD Record
(Form 29G). It will help you keep track of all Forms 6D
received and referred by you.

Keep one Form 6D Control Record for each census
representative to whom you refer Form 6D cases for Follow-up.
Also keep a Form 6D Control Record for Forms 6D forwarded
to your CAM.

2. Set-up of Your Form 6D Control Records

(a) -Enter the name of each census representative, to whom
you refer Form 6D cases, in the upper right corner of a
Form 6D Control Record.

(b) Enter your CAM's name on a Form 6D Control Record
‘ because you may be forwarding Forms 6D to your CAM.

3. For Forms 6D Received from Your Census Representatives

(a} If the operator lives in your area of responsibility:

(i) Complete the Form 6D Control Record for the
Census Representative to whom you are referring
the Form 6D case (name in upper right corner of
.Control Record) as follows:

- Complete Columns 1, 2 and 3 ff'om the
information on the Form 6D.

- Column 4 is not applieable in this case.

- In Ceolumn 5, enter the date you receive the
Form 6D.

- In Column 6, enter the date you refer the
Form 6D case to the Census Representative for
Follow-up.

"NOTE: The Census Representative must notify
you when Follow-up is complete so you
can monitor the progress of Form 6D
Follow-up.

(ii) When the Census Representative tells you that
Follow-up is complete, make the following entries in
the Form 6D Control Record: .
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{b)

In Column 7, enter the date if all the land listed
on the Form 6D is accounted for.

NOTE: Keep the white copy of these resolved
" Forms 6D until enumeration is complete.
Return them with your administrative
supplies.

In Column 8, enter the date if some land is not
accounted for, and record the reason in
Column 10 (e.g., wrong operator).

NOTE: For more detailed procedures, refer to
Section F of this chapter, on page 17-8.

In Column 9, enter the date if no land is
accounted for and record the reason in
Column 10.

NOTE: For more detailed procedures, refer to
Section F of this chapter, on page 17-8.

NOTE: There must be an entry in Column 7, 8 or 9

for each Form 6D recorded in the Control
Record for Forms 6D referred to your census
representatives.

If the operator does not live in your EA of responsibility:

Complete the Form 6D Control Record on which you have
entered your CAM's name.

(i)
(i1}

NOTE:

Complete Columns 1 to 5 as in point 3 (a} above.

In Column 6, enter the date you forward the
Form 6D to your CAM.

The Forms 6D forwarded to your CAM will not

be returned to you unless some of the information
is incorrect. Therefore, Column 7, 8 or 9 will not
be completed.

Forms 6D Received from Your CAM

Complete the Form 6D Control Record for the Census
Representative to whom you will refer the Form 6D (name in
upper right corner of Control Record) as follows:

(a) Complete Columns 1 to 3, and 6 to 10 in the same manner
as you would for Forms 6D received from your census
representatives (see Part 3 of this Seection, page 17-6).
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{b) In Column 4, enter the date to indicate that the Form 6D
was received from your CAM.

NOTE: The Census Representative must notify you of the
results of his/her Follow-up.

(e) Column 3 is not applicable in this case.

(d) In Column 11, enter the date you return the white copy to
your CAM.

NOTE: Return the white copy (and the yellow copy, if
any land has not been aceounted for) of the Form
6D to your CAM so he/she will know that Follow-
up has been completed. Column 11 of the Control
Record must always be compieted for these cases.

F. Wrong Operator Listed on the Form 6D
‘One of your census representatives who is doing Follow-up on

Forms 6D may inform you that an operator identified on a Form 6D
does not operate some or any of the land.

1. If Some Land Listed on the Form 6D Is Not Operated by the
- Person Indicated

(a) Create a new Form 6D (using the same Form 6D number)
listing all tracts of land which were correctly allocated to
the operator indicated, and:

(i) insert the yellow copy inside the Form 6 when the
Census Representative submits the completed EA
assignment to you; .

(i) keep the white copy which you will return to the
regional census office with your administrative
supplies, after the census.

(b) In Column 8 of the Form 6D Control Record, enter the
date to show that some land was not accounted for on the ‘
operator's Form 8.

(¢} On the original Form 6D, draw a straight linéth_z_t'c-)ij'gh'{eac‘h
tract of land listed which was wrongly allocated to the ‘
operator, and list this land in Part lll (Remarks).
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(d)

(e)

If the Form 6D originated from one of your census
representatives, return it and instruct him/her to:

(i) Determine the correct operator of the land listed in
the "Remarks" section of the Form 6D and either
create a new Form 6D or enumerate the operator if
he/she lives inside the EA and has not yet been
enumerated.

(ii) Correct the entry in Section IV of the VR.

(iii) Destroy the white and yellow copies of the
incorrectly created Form 6D to ensure
confidentiality (when the Census Representative is
certain that the land has been correctly acecounted
for). :

(iv) Adjust the township plan, if there is one.

If the Form 6D was forwarded to you by your CAM, return

it to him/her immediately after you complete the Form 6D
Control Record.

On the Form 6D Control Recofd, make the following
entries:

(i) In Column 8, enter the date to show that some land
was not accounted for. '

{ii) In Column 11, enter the date the Form 6D is
returned to your CAM.

If No Land on the Form 6D Is Operated by the Person Identified

as the Operator

(a)

(b)

(@)

Cross oﬁt the name and address on the Form 6D and enter
an explanation in the "Remarks" section of Part IIi of the
form.

In Column 9 of the Form 6D Control Record, enter the
date to indicate that no land is aceounted for and write
"Wrong operator" in Column 10 (Remarks).

If the Form 6D originated from one of your census
representatives, return it and instruet him/her to
determine the correct operator of the land.

(i If the correct operator is a Form 6D case, tell the
Census Representative to:
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- enter the name and address on both eopies of the
same Form 6D;

- change the name and address listed in Section IV
of the VR for the Form 6Dj;

- return both copies of the Form 6D to you;

- make any necessary adjustments to the township
plan (if applieable).

(ii). If the true operator of the land lives within this
census representative's EA, or if the operator is
known to live on land which he/she operates outside
the EA, instruct the Census Representative to:

- delete the entry in Section IV of the VR;

- destroy both copies of the Form 6D;

- adjust the township plan (if applicable);

- complete a Form 6 by interview, if the operator

resides in his/her EA and a Form 6 has not been
completed.

(d) If the Form 6D was forwarded to you by your CAM:

(i) enter the date in Column 11 of the Form 6D Control
Record; and

(ii) return the Form 6D to your CAM immediately.

G. Total and Partial Refusals for Agricultural Holdings

Refer to Chapter 19 of this manual for the procedures regarding
total and partial refusals for Forms 6.

H. Operations Not Enumerated by Census Repi‘esentatives

Your CAM will give you a List of Agricultural Operators Not
Enumerated by Census Representatives (Form 6H). It is your
responsibility to notify each census representative of the location of
any such holdings.
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1.

A}

Provincial and Federal Government Research Stations

Census representatives are not to enumerate provincial and
federal government research stations. They will be enumerated
by head office,

Community Pastures (EAs With Township Plans)

Community pastures identified on township plans are not to be
enumerated. Special procedures exist for the enumeration of
these pastures by Statisties Canada in Ottawa.

They will not be identified on the list received from your CAM
because they are already identified on the township plan.

Community pastures not identified on the township plan must
be accounted for on the township plan, and a Form 6 must 5t also
be obtained.

Other Operations

Some large agricultural operations (usually corporations),
consisting of more than one agricultural operation, are not to
be enumerated by the census representatives. Speecial
enumeration agreements exist between these holdings and
Statistics Canada. These agreemernts require that enumerat:on
be completed according to special procedures.
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18. LANGUAGE PROBLEMS

A,

Language Problems Other than French and English

If a eensus representative reports an inability to enumerate a
household because of language problems and has assured you that
every effort has been made to enumerate the household (e.g., use of
school children in the family, friends or relatives of the family),
refer the matter to your CAM. He/she will give you instructions

concerning the hiring of an interpreter.

Official Language Problems in Unilingual Areas

1.

2.

If the Census Representative is unable to communicate with the
householder in his/her preferred official language, he/she is to
attempt to gain the householder's approval to use a responsible
person as an interpreter in order to complete enumeration of
the household.

If enumeration of the household is not completed, the Census
Representative will advise you at the end of the day.

Have & bilingual census representative complete enumeration
for such households and return the completed questionnaire(s)
to you. Return the questionnaire to the original Census
Representative who will make all VR entries.

NOTE: A census representative cannot submit his/her EA for

Quality Control until all households are accounted for.
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19. REFUSAL AND DIRECT RESPONSE CASES

A.

C.

!ntroduetion

Census representatives will encounter cases of total refusal, partial
refusal and direet response in the performance of their duties.

When they encounter one of these cases, they will submit a Form 4A
or 4B to you indicating the nature of the problem.

The Missing Questionnaire Card (Form 4A) is completed by the
census representatives when they cannot obtain a questionnaire. In
the case of a total refusal or direct response, they will submit the
white copy of the Form 4A to you.

The Incomplete Questionnaire Card (Form 4B) is completed by the
census representatives when they can obtain only a partially
completed questionnaire. In the case of a partial refusal, they will
submit the white copy of the Form 4B and the partially completed
questionnaire to you.

You are responsible for following up on all Forms 4A and 4B for
refusal and direct response cases in order to obtain a completed
questionnaire. '

General

When you receive a Form 4A or 4B:

1. Complete the Refusal Record or the Direct Response Record in
the CCD Record. (See Sections C and D of this chapter.)

2. Conduct a personal follow-up visit with the
householder/operator as soon as possible. {See Seetions F, G
and H of this chapter.)

3. Update your CCD Record after follow-up has been completed.
(See Sections C and D of this chapter.)

Completion of the Refusal Record

Complete the Refusal Record of the CCD Record for'total and

partial refusal cases only. DO NOT record direct response cases on

it. '

1. [Identification Entries

Record the EA number on the Refusal Record in the space
provided. Use a separate page for each EA.
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2. Receipt Entries
Make the following entries upon receipt of the Form 4A or 4B.
(a) If it is a total refusal (Form 4A):

(i) Enter in Column 1 the household number (for a
Form 2D) or Form 6 number.

(ii) Enter in Column 3 or 4 the date you receive the
Form 4A from the Census Representative.

(b) Ifit lis a partial refusal (Form 4B):

(i) Enter in Column 11 the household number (for a
Form 2D) or Form 6 number.

(ii) Enter in Column 13 or 14 the date you receive the
incomplete questionnaire and the Form 4B.

3. Follow-up Entries

Record the Follow-up results for a refusal case as follows.
(a) If it is a total refusal {(Form 4A):

(i) Enter in Column 6 or 7 the date you resolve the
"Total Refusal" case.

(ii) Enter in Column 9 or 10 the date you forward any
unresolved case to your CAM.

NOTE: There must be at least one entry in Columns 6
- to 10.

{b) If it is a partial refusal (Form 4B):

(i) Enter in Column 16 or 17 the date you resolve any
"Partial Refusal” case.

(ii} Enter in Column 19 or 20 the date you determine

you are unable to resolve the "Partial-Refusal" case. .

NOTE: There must be at least 6;1_9 Rtrylin
Columns 16 ‘to 20.

D. Completion of the Direct Response Recbrd

Complete the Direct Response Record of the CCD Record for direct
response cases only, DO NOT record refusal cases on it.
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1.

Identification Entries

Record the EA number on the Direct Response Record in the
space provided. Use a separate page for each EA.

Receipt Entries

(a) Enter in Column 1 the household number (for a Form 2D) or
Form 6 number.

(b) Enter in Column 3 or 4 the date you received the white
copy of the Form 4A.

Follow-up Entries

(a} If you resolve the case by obtaining a completed
questionnaire, enter in Column 6 or 7 the date you obtained
the completed questionnaire.

(b) If you do not resolve the case, enter in Column 9 or 10 the
date you sent the white copy of the Form 4A to the Field
Collection Unit. ‘

(c) When a questionnaire is received in the regional census
office (RCO) as a result of a direct response case, enter in
Column 12 or 13 the date you were notified.

E. Time Period for Follow-up of Forms 4A and 4B

Visit the householder/operator as soon as possible and submit any
unresolved total refusal cases to your CAM as soon as possible.

F. Total Refusals (Form 4A)

See the Procedures Manual for definitions and instructions to the
Census Representative.

1.

If you determine that you are dealing with a direet response
situation, follow the procedures found in Seetion H of this
chapter.

If you determine that you are dealing with a total refusal
situation, make every effort to secure the house-
holder's/operator's co-operation to obtain a completed
questionnaire.

(a) Ensure that you are talking to the person identified by the
Census Representative on the Form 4A.
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4.

(b) Verify that a questionnaire was offered'by the Census
Representative.

{c) Stress the importance of a complete census and the
householder's/operator's part in this (refer to Chapter I of
the Procedures Manual).

(d) Stress the fact that all information on the questlonnalre is
kept confidential.

(e) Assure the householder/operator that the Census
Representative will not see the information recorded on
the questionnaire.

Offer the householder/operator the same type of questionnaire
(i.e. Form 2D or 6) and ask him/her to provide you with the
information necessary to complete the questionnaire. State

-that it is a requirement of the Statisties Act to comply If the

householder/operator requests further details concerning the
Statistics Aet, section 31 (found in Appendix A of the
Procedures Manual) may be read without comment or
interpretation. If the householder/operator wishes to engage
you in further discussion of the Statisties Act, inform him/her
that you are not qualified to discuss it and that your objective
is to obtain his/her willing co-operation.

Suceessful - Completed Questionnaire

If you are successful in obtaining a completed questionnaire:

(&) Mark "CC" in box 2 on the frdnt cover of the Population

Questionnaire (Form 2D) to indicate that the questionnaire
was completed by you. In the case of an Agriculture
Questionnaire (Form 8) enter "CC" in the CC box on the
front cover of the form.

(b) Complete the "Census Commissioner's use only" section of
the Form 4A (Section F) by marking "X" in box 1,
"Enumeration completed™.

{(c) Complete tﬁe "Record of action taken" section of the Form
4A (Section G).

(d) Indicate in the Refusal Record of the CCD Record that the
total refusal case has been resclved.

{e) Hold the questionnaire (Form 2D or 6} until you have

received the completed EA,




Page 19-5
19. REFUSAL AND DIRECT RESPONSE CASES

(0

(7)

Remove the green copy of the Form 4A from the EA box
and insert the questionnaire (Form 2D or 6) in its proper
sequence in the EA box.

Staple and file the white and green copies of the Form 4A.

Successful ~ Partially Completed Questionnaire

If you are suceessful in obtaining only a partially eompleted
questionnaire, see Section J, item 1 of this chapter.

Unsuceessful - No Questionnaire

If you are unsuceessful in obtaining a completed questionnaire:

(a)

(b)

{c)
(d)

(e)

ity

Ask the householder/operator if he/she would be willing to
complete the questionnaire and mail it directly to the
regional census office in an envelope provided by you.

If the householder/operator is willing, follow the
procedures deseribed in Section J, item 2 of this chapter.

If the householder/operator is unwilling to mail a
questionnaire to the regional census office, thank the
householder/operator for his/her time and leave.

Complete the "Census Commissioner's use only" section of
the Form 4A (Section F) by marking "X" in box 2, Total
refusal.

Complete the "Record of action taken", Section G of the
Form 4A: '

(i} Enter the date and time and the action you took
during your visit.

(ii) Identify who refused and the reason why, and
deseribe how the refusal was communicated (i.e.
the words used by the person who refused).

(iii) Sign the form in the space provided.
Forward the white copy of the Form 4A with
documentation of your visit and the census representative's

visit to your CAM as soon as possible.

Double wrap the form as described in Chapter 217,
Section B, item 1, page 27-1.
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(g). Complete Column 8 or 10 of the Refusal Record in the
CCD Record.

G. Partial Refusals (Form 4B)

See the Procedures Manual for definitions and instruetions to the
Census Representative.

. 1, If you determine that you are dealing with a partial refusal
situation, make every effort to secure the house-
holder's/operator's co-operation to obtain a completed
questionnaire:

(a) Ensure that you are talking to the person identified by the
Census Representative on the Form 4B.

(b Stress the importance of a complete census and the
householder's/operator's part in this (refer to Chapter I of
the Procedures Manual).

{c) Stress the fact that all information on the questionnaire is
kept confidential.

(d) Assure the householder/operator that the Census
"~ Representative will not see the information recorded on
the questionnaire. '

2. Ask the respondent to provide you with the information
necessary to complete the questionnaire. State that it is a
requirement of the Statisties Act to comply. If the
householder/operator requests further details concerning the
Statistics Act, seetion 31 (found in Appendix A of the
Procedures Manual) may be read without comment or
interpretation. If the householder/operator wishes to engage
you in further discussion of the Statistics Act, inform him/her
that you are not qualified to discuss it and that your objective
is to obtain his/her willing co-operation.

3. Suecessful - Completed Questionnaire

¥

If you are successful in completing the questionnaire:

(a) Mark "CC" in box 2 on the front cover of the Population
Questionnaire (Form 2D) to indicate that the questionnaire
was completed by you. In the case of an Agriculture
Questionnaire (Form 6) enter "CC" in the CC box on the
front cover of the form.
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4.

(b)

(e

(a}

(e)

)

(g}

Complete the "Census Commissioner's use only" section of
the Form 4B (Section D) by marking "X" in the box 1,
Enumeration completed.

Complete the "Record of action taken" section of the .
Form 4B (Section E).

Indicate in the Refusal Record of the CCD Record that the

partial refusal case has been resolved.

Hold the questionnairé (Form 2D or 6) until you have
received the completed EA.

Remove the green copy of the Form 4B from the EA box
and insert the questionnaire (Form 2D or 6) in its proper
sequence in the EA box.

Staple and file the white and green copies of the Form 4B.

Unsuecessful - Partially Completed Questionnaire

If you are unsueccessful in completing the questionnaire:

(a)
(b}

(e)

(d)

(e}

(f)

Thank the householder/operator for his/her time and leave.

Complete the "Census Commissioner's use only" section of
the Form 4B (Section D) by marking "X" in.box 2, Partial
refusal.

Complete the "Record of action taken", Section E of the
Form 4B: ,

- (i) Enter the date and time and the action you took
" during your visit.

(ii) Identify who refused and the reason why, and
deseribe how the refusal was communicated (i.e.
the words used by the person who refused).

{iii) Sign the form in the space provided.

Retain the questionnaire until the EA box has been
received. '

Attach the questionnaire and the white copy of the
Form 4B to the green copy of the Form 4B presently in the
box.

Insert the questionnaire and the Form 4B in the EA box in
order by household number,
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() Complete Column 19 or 20 of the Refusal Record in the
CCD Record. :

H. Direct Response (Form 4A)

Direct Response is a situation whereby a householder/operator
wishes to complete the questionnaire (Form 2D or 6) hlm/herself and
mail it baeck.

" When you receive a Form 4A for cases of direct response, make the
applicable entries in the Direct Response Record of the CCD
Record. DO NOT make any entries in the Refusal Record of the
CCD Record.

1. When the Census Representative has indicated on the Form 4A
that a situation is one of direct response, you are to visit the
householder/operator and:

(a) Attempt to have the householder/operator complete a
questionnaire (Forms 2D or 6) by interview.

. {b) Emphasize the fact that all information collected on
: individuals is kept confidential. :

(c) Advise the householder/operator that the Census
~ Representative will not see the information recorded on
the questionnaire.

(d) Stress the importance of a complete census and the
householder's/operator's part in this. (See Chapter I, 13 (d),
"Uses of Census Data", page 18 in the Form 42.)

2. Sueccessful - Completed Questionnaire

If you are successful in obtaining a completed questionnaire:

(a} Mark "CC" in box 2 on the front cover of the Population
Questionnaire {Form 2D) to indicate that the questionnaire -
was completed by you. In the case of an Agriculture
Questionnaire (Form 6) enter "CC" in the CC box on the
front cover of the form.

(b) Complete Section F (Census Commissioner's use only} of .
the Form 4A by marking "X" in box 1, "Enumeration
completed".

(c) Complete Section G (Record of action taken} of the
Form 4A.
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3.

(d) Indicate in Column 6 or 7 of the Direct Response Record
that you obtained a completed questionnaire.

(e) Hold the questionnaire (Form 2D or 6) until you have
received the completed EA box.

(f} Remove the green copy of the Form 4A from the EA box
and retain it for shipment to the regional census office
when you close your office. {See Chapter 27, Section D,
page 27-5.)

(g) Insert the questionnaire (Form 2D or 6) in its proper
sequence in the EA box.

Successful - Partially Completed Questionnaire

If you are suceessful in obtaining a partially completed
questionnaire, see Seetion J, item 1 of this chapter.

Unsuecessful - No Questionnaire

If you are unsuccessful in obtaining a completed questionnaire,
ask the householder/operator if he/she would be willing to
complete a questionnaire and mail it direetly to the regional
census office in an envelope supplied by you.

(a) If the householder/operator is willing:

(i) Enter the identification entries on a new
questionnaire (Form 2D or 6). (Refer to the
Form 4A for this information.)

(i) Give him/her this questionnaire and an envelope
- (brown envelope addressed to the regional census
office) and indicate at the bottom of the envelope
"Questionnaire enclosed".

(iii} Complete Section F of the Form 4A by marking "X"
in box 3(a), "Direct response, Mailed in supplied
-envelope™.

(iv) Complete Section G (Record of action taken) of the
Form 4A. :

(v} Indicate in Column 8 or 10 of the Direct Response
Record that the case is unresolved.

(vi) Forward the white copy of the Form 4A to the
" regional census office, "Attention RFOM (and the
RFOM's name)".
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Double wrap the form as descrlbed in Chapter 27,
Section B, 1tem 1, page 27-1.

‘ NOTE' The Form 4A is needed by the regional census
office to indicate that a questionnaire is
forthcoming. The questionnaire, which the
householder/operator has agreed to mail, must
be matched with the Form 4A before
enumeration is considered complete.

(vii) Ensure the green ¢opy of the Form 4A is in the EA
box as an indication to the regional census office
that a questionnaire must be inserted.

() If the householder/operator is unwilling to complete
another questionnaire, follow the refusal procedures in
Section F of this chapter.

5.  Your CAM will notify you of any acceptable questionnaires
received at the regional census office for your census
commissioner district. When you are notified:

(a) Discontinue Follow-up for that househoid or agricultural
holding,

{b) Write "Notified questionnaire received by the regional
census office” in the upper right corner of the Form 4A
{green copy) in the EA box, and mark "X" in box (d) in
Section F of the Form 4A. Do likewise with the white copy
of the Form 4A if you have not forwarded it to the regional
census office.

{(e)  If you have not already done so, forward the white copy of
: _the Form 4A to the regional census office, "Attention
RFOM (and the RFOM's name)", for matching purposes.

Double wrap the form as descrlbed in Chapter 27,
Section B, item'1, page 27-1.

(d) Make the applicable entries in the Direct Response Record
and, if the EA has already been quality echecked by you and
has been rejected due to a 4A/4B rate higher than 2%,
" eomplete the requxred entries of the 4A/4B Summary
- Sheet,




Page 19-11

.19. 'REFUSAL AND DIRECT RESPONSE CASES

I-

J.

Receipt of a Large Number of Forms 4A and 4B

If you feel that you are receiving an unusually large number of
Forms 4A and 4B (more than you can effectively follow up on) from
your census representatives, notify your CAM. He/she will instruet
you on how to proceed. '

Special Cases

1. When a Total Refusal or a Direct Response Case Becomes a

Partial Refusal Case

(a) .Create a Form 4B for the partial refusal situation to
replace the original Form 4A.

(b} When the EA box arrives in your office:

t)

(i)

(iii)

(iv)

V)

(vi}

Pull the Form 4A {(green copy) and cancel it and the

. white copy you have in your records.

Attach the questionnaire to the green copy of the
Form 4B, '

Insert the questionnaire and the Form 4B (green
copy) in the EA box in order by household number.

Retain the white copy of the Form 4B for shipment
to the regional census office when you close your
office. '(See Chapter 27, Section D, page 27-5.)

Indicate in the Refusal Record or the Direet

Response Record in your CCD Record that the total
refusal or direct response case is resolved.

Complete the.Refusal Record for the partial refusal
case:

- Enter in Column 11 the household number or
Form 6 number. '

- Enter in Column 13 or 14 the date you created
the Form 4B,

- Enter in Coiumn 19 or 20 the same date you
entered in the "Received" column,
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2. When g Total Refusal Case Becomes a Direct Response Case

(a)

{b)
(e}

(d)

(e}
(f)

(&)

Give the respondent a new questionnaire and an envelope
addressed to the regional census office. (See Section H,
item 4 (a)(i) and (ii).)

Complete Section F of the Form 4A, indicating the type of -
direct response. .

Enter an explénétion in the "Remarks" portion of Seetion G
of the Form 4A.

Forward the white copy of the Form 4A to the regional
census office, "Attention RFOM (and the RFOM's name)".

Double wrap the form as described in Chapter 27,
Section B, item 1, page 27-1.

Cancel the Refusal Record entry made in your CCD

~ Record.

Record the case in the Direct Response Reecord of your
CCD Record. ‘

Advise the Census Representative to indicate on the green
copy of the Form 44, in Section G, Remarks, that the case
is now one of direct response.




Page 20-1
20. SPECIAL CASES

20. SPECIAL CASES - CENSUS COMMISSIONER

A. Enumeration in the Wrong EA

B.

1.

5'.

If a census representative reports to you that any households in
his/her EA have been enumerated by another census
representative:

{a) determine if, in fact, these households have been
enumerated by the wrong Census Representative;

{b) determine which census representative made the error;

(e} ensure that the Census Representative who was in error
understands the boundaries of his/her EA so that no other
such errors occur;

(d) be sure to advise the other Census Representative affected
so that calls are not made to the same households twice;

(e) advise yoﬁr CAM of the problem when it occurs and keep
him/her informed on how you are handling it.

Transfer the households from the VR of the Census
Representative in error to the correet VR after enumeration is
completed and the affected EAs have passed Quality Control.

Cancel the household entries from the VR of the Census
Representative in error by drawing a line through the incorrect
listings. ‘

Ensure that the questionnaires affected have the correet EA
and household numbers.

Enter an explanation in Column 20 of both VRs.

Trailer Parks

Tratler parks where trailers are used only as permanent homes are
not to be considered a collective. Each trailer is considered a
private dwelling. -

Persons Who Have Moved to an EA in Your CCD After Census Day,
but Have Not Been Enumerated

1.

When a census representative discovers a household which has
moved into his/her EA after Census Day, a Form 2D
gquestionnaire must be completed if the household has not been
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previously enumerated. The questionnaire must reflect details
of their address on Census Day. The Census Representative
will not list the household in the VR, but will forward the
questionnaire to you.

NOTE: Ensure that the Census Representative has also
: enumerated the dwelling this household now
occupies according to its status of June 4 (i.e.
occupled or unoccupied).

) Forward the questionnaire to the regional census office,
~ "Attention F.C. Unit".
Double wrap the form as descrlbed in Chapter 27, Section B,
item 1, page 27-1.

- D. Indian Reserves

For enumeration of Indian reservés in your CCD, refer to the
procedures in the Aboriginal Peoples Procedures Manual (Form 42A).
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21. CENSUS COMMISSIONER'S DISTRICT RECORD (FORM 29G)

A.

C.

General

1.

The Census Commissioner's District Record is divided into ten
components:

{a) the Identification Card Record,

{b) the Census Commissioner's Calendar of Act1v1t1es,

(¢) an EA Record for each-EA,

(d) a Refusal Record for each EA,

(e} a Direct Response Record for each EA,

(f) a 4A/4B Summary Sheet for each EA,

(g) . the CC Form 6D Control Record,

(h} the CC Report on Staff Turnover,

(i) the Record of Forms TPD-1V/TPD-1 Received, and

(j) the Census Commissioner's Comments and Suggestions
section,

The Census Commissioner's District Record is designed to help
you supervise the enumeration of each EA in your CCD.
Accurate entries in this record will result in more efficient
supervision and will allow for successful completion of
enumeration in your distriet.

Carry the record with you for'easy reference when discussing
problem areas with your census representatives.

Have the record readily available when your CAM visits you.
He/she will review the information which you have recorded.

Identification Card Record

1.

2.

Use this section to record all identification cards that you
issue. You are responsible for ensuring that all cards are
returned at the end of enumeration.

Enter the name of the person (Census Representative or
Administrative Assistant), the date the card was issued and the
date it was returned.

Calendar of Activities

1.

2.

The Calendar of Activities will help you organize your work.
Use it as described in the instruetions on the first page.

It is a day-to-day schedule that will assist you in planning each
day's work.
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3. 'Refer to it continually, scanmng a few days ahead, to prepare
for upcoming activities.

D. - EA Record

Use this section to summarize details for each enumeration area
within your assxgned district, Basic headings are given for specifie
information which is required.

NOTE: Keep a separate record for each EA, even if two or more
EAs are assigned to one census representative.

1. Partl
- Complete the identification entries at the top of Part I: enter
the PROV, FED and EA numbers, and mark "X" in the
appropriate language designation of the EA.
{a) Section
Enter the full name, postal address, province, and

telephone number of the Census Representative assigned to
the EA. .

(b) Section 2 - Problem areas

Enter your comments regarding any problem areas you
identified during your CCD familiarization and during
enumeration,

(e) Seétion_ 3 - Supervisory Check - First Visit

Enter the results of your first supervisory visit in this
o section. Refer to Chapter 13 for details. The results of
these checks identify the problems whichthe Census
" Representatwe is having. ‘

d) Sectlon 4 ~ Superv1sory Check Second VlSlt

E Enter the results of your second v131t in this. sectlon Refer
"7 to Chapter 13 for details..” - s g

(e) Section 5 - Census Representa‘tivé Rating

Complete the census representative rating after ,
enumeration is completed, noting whether you feel the
Census Representative met, did not meet, or exceeded the
requlrements. Space is- provxded for any remarks you may
have. : -
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E.

2. Partll

Complete Part II when you apply the quality checks to each EA.
Follow the instructions in Chapter 23.

For.Section 7, Quality Control Completed, enter the date and
results of Quality Control (by the Quality Control Technician)
at first review, and if necessary, at second review and clean-up
review. ‘

Refusal Record

This record is used to document, for each EA in your CCD, the
receipt of Forms 4A (for total refusals) and Forms 4B (for partial
refusals) for Forms 2D and 6.

Be sure to keep the total and partial refusals separate. Refer to
Chapter 19, Section C, page 19-1 for details on the completion of
the Refusal Record.

Direet Response Record

This record is used to document, for each EA in your CCD, the
creation of Forms 4A (for Forms 2D or 6) for those cases which are
identified as direct response.

Be sure to include all cases of direct response. Refer to Chapter 19,
Section D, page 19-2 for details on completion of the Direet
Response Record. '

4A/4B Summary Sheet

This summary is used to document all unresolved Forms 4A and 4B
for population questionnaires (Form 2D) for each EA with a
percentage of Forms 4A and 4B greater than 2% at the time you do
the quality checks. (Refer to Chapter 23 for details on the
completion of the 4A/4B Summary Sheet.) You will use the 4A/4B
Summary Sheet to complete the MIS Report on 4A/4B Status.

CC Form 6D Control Record

Use this section to document Forms 6D distributed by you to your
census representatives or your CAM. Complete the Form 6D
Control Record in accordance with instruetions in Chapter 17
Section E, page 17-6.
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II

J. v

CC Report on Staff Turnover

This report will be used to document information on staff turnover
(resignations, dismissals, ete.) of census representatives and census
commissioner administrative assistants. Entries are to be made
whenever turnover occurs and the totals reported to your CAM upon
completion of your duties. Instructions for ecompletion of the record
are found in the CCD Record.

Record of Forms TPD-1V/TPD-1 Received

You will document, in this record, the receipt of all Forms TPD-
1V/TPD-1 {applicable in Quebec only).

Census Commissioner's Comments and Suggestions

Your comments and suggestions will assist Statisties Canada in
planning for future censuses. Each EA Record gives details of
specific problems as they relate to an EA, but there may be general
ones as your job progresses. We would like these problems recorded
in this section of the CCD Record. Please feel free to make any
other comments and suggestions. Use additional pages if required.
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22. MANAGEMENT INFORMATION SYSTEM

A,

Introduction

The Management Information System (MIS) has been developed to
provide you and your CAM with the information necessary to controi
and monitor the field operations in your CCD. It also provides
regional census office managers with the relevant information to
measure progress and to make decisions during the 1991 Census.

Because of the short time span of the census activities, it is
important that you are aware at all times of the status of the
operations in your CCD. The timeliness and accuracy of all reports
are vital to the usefulness of the MIS.

Accurate reporting will help you to:
1. assess the work of each census representative,
2. spot problem areas,

3. measure the progress within each EA.

Flow of Information

A standard reporting procedure has been set up for the collection of
reports. You are responsible for coilecting, from your census
representatives, the information necessary to complete the Report
on Completion Status and for analyzing the data. Have your
Administrative Assistant help you collect and tabulate these data.
The CAM or the CAM Administrative Assistant will eall you to
colleet the information at the preseribed times.

MIS Reports Schedule

The following schedule indicates completion dates and submission
dates and times for those reports originating at your level.

As a rule, you will eontact your census representatives in the
morning between 8:00 a.m. and 10:00 a.m. for input to the various
reports which you will submit to your CAM or the CAM
Administrative Assistant in the afternoon. However, you may wish
to arrange with some of your census representatives to contact
them in the evening after 6:00 p.m.
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1.

6.

Report
title

PRE-
HIRING

CENSUS
REPRESEN-
TATIVE
HIRING

CENSUS
REPRESEN-
TATIVE
TRAINING

COMPLE-
TION
STATUS

4A/4B
STATUS

STAFF

TURNOVER |

(CCD
RECORD)

Completion
dates

Prior to
April 30

May 24

At the
beginning
of each
training
class

June 11,
18, 25,
28 and
July 2, 5

dJuly 9 and
July 16

As turn-
over
occurs

Submission
dates
{to CAM)

April 30
or earlier

May 24

June 3

June 11,
18, 25,
28 and
July 2,5

July 8,
16, 23
and 30

As turn-
over
occurs

Submission
times

8:00 a.m.-
10:00 a.m.

8:00 a.m.-
10:00 a.m.

This schedule is to be used only as a guide. For exact reporting
dates you will refer to your Census Commissioner MIS Report Book

{Form 29E).

D. Census Commissioner MIS Report Book (Form 29E)

Your Census Commissioner MIS Report Book contains all the MIS
reports that you will have to complete and use during your period of
employment. The book consists of reports relating to the various
stages of the census operations. A detailed schedule of reports and
reporting dates is included at the front of the book. Instructions and
uses are found on the page opposite each report. -
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If you have a CCD with mail-back EAs you will also be using the
Census Commissioner MIS Report Bock (Form 29C). You will notice
a duplication in the following reports: Census Representative Pre-
hiring and 4A/4B Status.

For each of these reports you will list all the EAs in your CCD on
one report. This will facilitate the calculation of a CCD total for
these reports. ‘

If any of your EAs are Indian reserves or Indian settlements, you will
be working with a supplemental MIS package (Form 29I). This
package contains special reports for recording information on:

- Census Representative Hiring,

- Census Representative Training, and

- Completion Status.

For all other MIS Reports, Indian reserve or Indian settlement, EA
information is to be recorded on the same reports as the other EAs -

in your CCD.

1. MIS Report on Pre—hiring

This report is used by your CAM to ensure that census
representative recruitment is progressing on schedule. It will
be completed in eonjunction with the Form 28, and given to the
CAM at the same time as the Form 28.

2. CC Report on CR Hiring

This report is used to record details of the hiring process, such
as the number of persons taking the test, the number of census
representatives appointed. The regional census office will use
this information to project training costs for the census.

3. CC Report on CR Training

This report is used in the preparation of ecensus representatives’
pay forms and as a detailed record of census representative
training (e.g., number of classes attended, home study programs
completed). - The data allow for a more accurate projection of
training costs by regional census office managers.

4. CC Report on Completion Status

This report is used to record the progress of each census
representative. Using the bench-mark from your CAM and the
CCD percentage as standards, study your report to:
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3.

(a) identify census representatives who are not progressing af
the same rate as the others;

(b} identify potential problems (slow census representatives,
turnover, ete.);

{e) contaet your CAM to discuss the problems and determine
the appropriate remedial actions (replacement of census
representatives, clean-up, ete.).

The information contained in this report will also be used to
plan for clean-up based on the number of Forms 4A and 4B
created. :

The eolumn in this report for cancelled lines in Section I of the
VR is to be used to identify census representatives who either
listed addresses invalidly, or who are cancelling occupied
dwellings to avoid difficult situations. Follow up immediately
if the number of cancellations in Section I is inereasing. Also,
monitor increases in the number of unoccupied dwellings.

CC Report on 4A/4B Status

This report is used to measure the success rate of 4A/4B
resolution. It will also be used to indicate the number of EAs
which have unacceptable numbers of Forms 4A/4B and will

. enable you to identify EAs requiring additional Follow-up.

You will prepare this report using Part II, Section 2(a) of each

EA Record and the 4A/4B Summary Sheet for each EA (both
found in your CCD Record).

CC‘ReQ_ort on Staff Turnover

© NOTE: For convenience, this report is in the CCD Record, so

entries can be made at any time by you.




Page 23-1
23. CENSUS COMMISSIONER'S QUALITY CHECK OF THE EA

23. CENSUS COMMISSIONER'S QUALITY CHECK OF THE EA

A.

Introduction

To ensure maximum coverage and uniform quality standards of
census data, quality checks are earried out at all levels of the
census operation. These checks begin with the Census
Representative's requirement to obtain maximum coverage, make
appropriate map entries, edit questionnaires and prepare the assign-
ment for the quality check performed by you. Once the assignment
has passed your quality check, it is submitted to the quality check
performed by the Quality Control Technician who is direetly
responsible to the CAM (see Chapter 25).

The Census Commissioner's checks, as defailed below, should be

carried out in the presence of the Census Representative, if
possible, so minor errors or omissions can be corrected on the spot.

Return of Assignment from Census Representatives

The census representatives may return their completed assignments
to you in one of three ways: '

1. They may deliver the assignment to you personally.

2. You may pick up the assignments.

3. If the distance warrants it, instruct the census representatives
to ship their assignments by Priority Post. Have the census
representatives tell you the date when the assignments are

shipped.

NOTE: If Priority Post is not available, tell the census
representatives to ship the EA box by bonded carrier -
C.0.D.

Tell the census representatives that assignments must be double
wrapped as deseribed below:

(a) Place each EA assignment in its EA box (first wrap).

(b) Tape round the width of the box, NOT around the ends
where the ID numbers appear.

{(e¢) Write "PROTECTED" on the EA box.

(d) Wrap the entire EA box with another cover, e.g., paper,
another box,
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(e) Write the return address on the outer wrapping.

If you have not recelved the EA box within 5 days, contact the
carrier.
C. Scope of the Census Commissioner's Quality Cheek

. Check all incoming EA assignments as quickly as possible. Do not
allow them to accumulate.

The following quality checks are to be performed by you on the
~material returned for each EA.

1. Coverage Check

This check is to ensure there is a questionnaire or Form 4A for
every occupied private dwelling, unoccupied private dwelling,
agricultural holding and collective dwelling within the EA.

It also ensures that, where Forms 3 are used in collective
dwellings, there is a Form 3 for each usual and temporary
resident, and that in private dwellings there is a Form 3 for
each temporary resident.

2. Forms 4A/4B Coverage Check

This check determines if the percentage of Forms 4A/4B in the
EA box exceeds the specified tolerance.

3. Forms 4A/4B Edit Check

This edit check ensures that all Forms 4A and 4B ’confain the
minimum amount of information.

‘4, Edit Check

A check of selected Forms 2D and Forms 6 ensures that each
questionnaire passes Edit.

5. Map Check

This cheek is to ensure that the EA map and township plan (if
- applicable) are returned and to ensure complete township plan
and unincorporated places coverage (if applicable).
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E.

6. VR Check
The VR check ensures that the VR totals agree with the EA
Summary totals. :

Duties Before Beginning Your Quality Checks

1. Follow-up of Form_s 4A and 4B

You must complete your Follow-up on all Forms 4A (for total
refusals and direct response cases) and all Forms 4B (for partial
refusals} forwarded to you by the census representatives before
applying your quality check.

2. €C Form 6D Control Record

Before beginning your quality checks, turn to the Form 6D
Control Record in your Form 29G.

(a) = For each Form 6D recorded in the Control Record, there
must be an entry in Column 7, 8 or 9 which shows the
result of the Follow-up. You cannot consider enumeration
to be complete until every Form 6D has been followed up.

NOTE: This does not apply to Forms 6D forwarded to
your CAM.

(b) If Follow-up has not been conducted on all Forms 6D, you
must arrange for Follow-up on these forms.

3. Problem Areas

Before beginning your quality check, turn to Part [, Section 2 of
the EA Record, where any problem areas within the EA have
been identified. When eonducting your check, ensure that all
problems listed here have been resolved.

4. Adjustments to the EA Assignments (if applicable)

Insert any ocutstanding material {forms, ete.) as deseribed in
Appendix C before beginning your quality check..

Recording Results of Your Quality Checks

Turn to Part II of the EA Record, the Census Commissioner's
Quality Check, and enter the results of each check in the
appropriate section. If a particular check is not applicable, enter
N/A in the "Accept" box.
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F. Coferag.e Check

1. ©Oeccupied Private Dwellings

Determine if there is a questionnaire (Form 2D) or a Missing
Questionnaire Card (Form 4A) for each household number listed
in Section I. Check the VR for cancelled lines if any household -
is not represented.

(a) If every household is accounted for, mark "X" in the
"Acecept" box in Section 1(a).

(b) If not, record the household number for each missing
-questionnaire and mark "X" in the "Reject” box in
Section 1{a).

2. Temporary Residents - Private Dwellings

(a) Remove all Forms 3 from the Forms 3 in Private Dwellings
envelope (Form 3E.1).

(b) Count the number of Forms 3 for temporary residents only.

(c) Compare this number to the total number of temporary .
residents entered in Column 2 of the EA Summary of the '
VR (page 55). (You should be looking at the "Total" line for
Section 1.)

(d) If they agree, mark "X" in the "Accept" box of Section 1({b)
of the EA Record.

{e) If they do not agree:

{i) Compare the number of Forms 3 (for temporary
residents} in the Forms 3 for Private Dwellings
envelope for each household to the number
entered in Section [, Column 14 of the VR to
determine where the discrepancy lies.

(ii) Enter the household number for which there are
temporary residents not accounted for, and the
number of temporary residents unaccounted for in
each household in Part II, Seetion 1{b). Mark "X"
in the "Rejeet" box.

(f) If the total number of Forms 3 for temporary residents is
greater than that listed in the VR, correct SectlonI of the
VR and revise the EA Summary.
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3.

4‘

3.

(2} Once you have determined the total number of temporary
residents, ensure that this number is entered on the
Form 3E.1.

Unoccupied Private Dwellings

Determine if there is a questionnaire (Form 2D) for each
household number listed in Section II. Check the VR for
cancelled lines if any household is not represented.

(a) If every household is accounted for, mark "X" in the
"Accept" box in Section 1(c).

{b) If not, enter the household number for each missing
questionnaire and mark "X" in the "Reject" box in
Section 1(c).

Collective Dwellings

Determine if there is a Collective Dwelling envelope

- (Form 3E.2) for each collective dwelling listed in Section III of
the VR.

(a) If there is, mark "X" in the "Accept" box in Section 1{d).

(b) If not, record the household number of each missing
collective dwelling and mark "X" in the "Reject"” box in
Section 1(d).

Usual Residents - Collective Dweilingg

For each Collective Dwelling envelope (Form 3E.2), remove all
the forms.

Locate the Forms 2D and the Forms 3 for usual residents for
each collective dwelling.

(a) Count the number of entries in Question 1 on the
Forms 2D. '

(b} Count the number of Forms 3 for usual residents.

(c) Add these two figures together to determiné the total
. number of usual residents in the collective dwelling,

(d) Compare this total to the total of Columns 8 and 9 of
Section III of the VR.
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{e)

()

()

(h)

(i)

If the totals agree:

(i) Do not mark anything in the EA Record until you
have completed this check for ALL collective
dwellings in your EA.

(if) If you have completed this check for ALL collective
dwellings, and all totals agree, mark "X" in the
"Aceept" box of Section 1(e) of the EA Record.

If the total from the VR is greater than the total from the
questionnaires:

(i) Enter the household number for which there are
usual residents not accounted for, and the number of
usual residents unaeccounted for in Part II,

Section 1(e).

(i) Mark "X" in the "Reject" box.

If the number of usual residents on the Forms 2D and 3 is
greater than that listed in the VR for a collective dwelling,
revise the VR.

Add together the total number of usual residents on
Forms 2D for each collective dwelling. Ensure that this
number appears in Column 1 on the Collectwe Dwelling
envelope (Form 3E. 2)

Add together the total number of usual residents on

. Forms 3 for each collective dwelling. Ensure that this

number appears .in Column 2 on the Collectlve Dwellmg

_envelope. (Form 3E.2).

' Temporary Resxdents --Collective Dwelhngg

Locate the Forms 3 for temporary residents for each collective
dwelling.

(a)

(b}

(e}

Count the number of Forms 3 for temporary residents and
the number of entries on the Form 1A for which
Columns 11 to 14 have been completed.

Add these two figures together to determine the total
number of temporary residents in the collective dwelling.

Compare this total to Column 10 of Section III of” the VR
for each collective dwelling.
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7.

(d) If the totals agree:

(e)

(fy

{i) Do not mark anything in the EA Record until you
have completed this echeck for ALL collective
dwellings in your EA.

(ii) If you have completed this echeek for ALL collective"
dwellings, and all totals agree, mark "X" in the
"Accept" box of Section 1(f) of the EA Record.

If the total from the VR is greater than the total from the
Forms 3 and 1A: :

(i) Enter the household number for which there are
temporary residents not accounted for, and the
number of temporary residents unaccounted for in
Part II, Section 1(f).

(i) Mark "X" in the "Reject" box.

If the number of temporary residents on the Forms 1A and
3 is greater than that listed in the VR for a collective
dwelling, revise the VR. Ensure that these numbers appear
in Columns 3 and 4 on the Collective Dwelling envelope
{Form 3E.2).

Agricultural Holdings

(a)

()

Form 8

Determine if there is a Form 6 or a Missing Questionnaire
Card (Form 4A) for each numerical entry in Seetion IV,
Column § of the VR. :

(i) If there is, mark "X" in the "Accept" box in
Section 1(g).

(ii} If not, record the Form 6 number for each missing
questionnaire and mark "X" in the "Reject" box in
Section 1{(g).

Identification Entri.es

As you check the EA and Form 6 number entries, ensure
that the Farm Operator's Residence and Farm
Headquarters entries are recorded on every Form 6. If not,
determine what the entries should be and enter them.
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G. Forms 4A and 4B Coverage Check -
1. Forms 2D -

(a) Count the number of Forms 4A and 4B in the EA box for
population questionnaires (Forms 2D), Include those
Forms 4B for unoccupied private dwellings.

NOTE: Do not include Forms 4A marked "Notified
Questionnaire Received in Reglonal Census
Office",

(i) Enter the numbers in Part II, Seetion 2(a), First
Review or-Second Rev1ew box, as applicable, of the"
EA Record

(ii) Enter the total number of occupled and unoccupied
private dwellings recorded in Column 3 (boxes 4
and 5) of the EA Summary of the VR in the

- appropriate -space in the EA Record.

(iii) Use the formula shown in Part II, Section 2(a) of the
EA Record and determine the percentage of missing
and incomplete questionnaire cards in the EA. .

{b) If the percentage is 2% or lower, mark nyn in the "Accept"
box of Section 2(a)..

(e) If the percentage is greater than 2%, mark "X" in the
"Rejeet" box of Section 2(a) and follow these procedures:

(i} List all unresolved Forms 4A and 4B in the EA box
~ for population questionnaires by household number
on the 4A/4B Summary Sheet in the CCD ‘Record.

(ii) Mark "X" in Column 2 to identify the form type (4A
or 4B) that apphes to each household.

(iif) Contaet your CAM who will either author‘_ize you to
employ a clean—up census representative to lower
the number of missing and incomplete '
questionnaires or advise you to attempt to reduce
the number yourself. “

(iv) As each 4A/4B situation is resolved, you:will
indicate the resolution by a mark "X" in the
appropriate column (i.e. 3, 4 or 5} of the 4A/4B
Summary Sheet, as well as on the Refusal Record.
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NOTE: The 4A/4B Summary Sheet will be used to
complete the Census Commissioner Report on
4A/4B Status. .
2. Forms§
(a) Determine the total number of Forms 6 recorded in the EA
Summary (Summary Total, Column 4) of the VR and enter
the number in Part II, Section 2({b) of the EA Record.

{b) Count the mimbér of Forms 4A in the EA box for Forms 6
and enter it in Section 2(b) of the EA Record.

.NOTE: Do not include Forms 4A marked "Notified
Questionnaire Received in Regional Census
Oifice".
{e) Use the chart shown in Part I, Section 2(b) of the EA
Record and determine if the number of Forms 4A for
Forms 6 is within the specified tolerance.

{d) Mark "X" in the "Accept"” or "Reject" box as appropriate.

H. Forms 4A and 4B Edit Check
1. Forms 2D

{a) Verify that a minimum amount of inforrﬁation is prdvided
. on ALL Forms 4A and 4B.

(i) Forms 4A only

Check the Forms 4A for the following inforrhation:

household identification which includes fhe
province, FED, EA, VN and household numbers;

reason for creation of the Form 44A;

type of dwelling code;

number of usual residents/size unknown.

(ii)) Forms 4B only

Check the Forms 4B for the following information:

- household identification which includes the
province, FED, EA, VN and household numbers;
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- reason for creation of the Form 4B;
- type of dwelling code on the questionnaire.

(b} If all the Forms 4A and 4B pass this edit check, mark "X"
in the "Accept" column in Section 3(a) of the EA Record.

" () If any Forms 4A or 4B do not pass this edit cheek, enter
the household number in the appropriate area and mark "X"
in the "Reject" column in Section 3(a) of the EA Record.

2. Forms6

(a) Verify that a minimum amount of information is provided
on ALL Forms 4A and 4B.

(i) household identification which includes the
province, FED, EA, VN, household number and
Form 8 numbers;

(i) reason for ereation of the Form 4A/4B;

(iii) operator's name;
(iv} type of agricglturai holding (Form i4A only).

(b) If all the Forms 4A/4B pass this edit check, mark "X" in
the "Aecept" column in Section 3(b) of the EA Record.

(¢) If any Forms 4A/4B do not pass this edit check, enter the
Form 6 number in Section 3{b) of the EA Record and mark
"X" in the "Reject” column.

L.  Edit Check

1. Occupied Private Dwellings - Forms 2D

(a) Randomly pick from Section I of the VR 6 Forms 2D which
the Census Representatlve has indicated have passed Edit
{i.e. Column 15 or 16 is marked)

.NOTE. Do not select questlonnalres with Forms 4B
attached or questionnaires which passed your
supervisory edit check.

{b) Enter the household‘ numbers in Part 11, Section 4(a) of the
EA Record. ‘
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2.

(e) Edit each questionnaire by applying the Form 2D Edit Steps
found at the back of the Procedures Manual.

(i) If the questionnaire passes Edit,. mark "X" in the
"Accept" box beside the household number.

(ii) If the questionnaire fails Edit, mark "X" in the
"Reject” box beside the household number.

NOTE: If any questionnaires are rejected, edit
additional questionnaires to determine if the
error in this phase of the census

- representative's work is extensive. Do not
send the EA box to Quality Control if it is
obvious that it will be rejected. Have the
Census Representative re-edit and follow up
all questionnaires.

Unoccupied Private Dwellings - Forms 2D

Ensure that the Type of Dwelling and UD boxes have been
completed for each uncccupied dwelling.

(a) If both are completed on all questionnaires, mark "X" in
the "Accept" boxes in Section 4(b}).

(b) If one {or both) of the boxes is not completed on any
questionnaire, mark "X" in the "Reject" box.

Form 6
Randomly select from Seection IV of the VR and edit 4 Forms 6

that do not have a Form 4B attached. Enter the result in
Section 4(c) of the EA Record.

- NOTE: Do not choose Forms 6 which passed your supervisory

Edit Check.

J. Map Cheeck

1.

Return of Maps

Ensure that the EA map and the township plan (if applicable)
are in the VR pocket.

(a) If the EA map and the township plan (if applicable) are
present, mark "X" in the "Accept" box in Part II Sectlon 5
of the EA Record.
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(b) If the EA map and the township plan (if applicable) are not
present, mark "X" in the "Reject" box.

2. Township Plans (where applicable)

Check the township plans to ensure that every quarter section
on the township plan has been accounted for by the Census
Representative, according to the mstructxons outllned in the
Procedures Manual. _

(a) Mark "X" in the "Accept" box in Section 5 if you are
satisfied that the townsl’up plan has been completely
covered.

(b} Mark "X" in the "Reject" box in Section 5 if the township
plan has not been completely covered.

3. Unincorporated Places

Check the EA map to determine if the names of any
unineorporated places are listed on it. If there are any,
perform the following checks:

(a) Ensure that every unincorporated place is listed in , .
Column 1 of Section I, II or III of the VR or that the Census
Representative has indicated on the map that the
unincorporated place no longer exists or could not be
located in the EA.

(b) Ensure that the name of the unincorporated place has been
entered on the map to show its location.

{(c) Mark "X" in the "Accept" or "Reject" box as appropriate.

K. VR Check

Compare the total entries at the bottom of each page of each
section of the VR with the EA Summary totals at the back of the
VR. Also verify the addition of the EA Summary.

1. If the totals agree, rnark "X"'in the "Totals correet” column in
Seection 6.

2. If the totals do not agree, correet the EA Summary totals and
- mark "X" in the "Totals corrected" column in Section 8.
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L. Return of Assignment to Census Representative for Correction

1.

Correcting‘ Rejected Entries

Rejected questionnaires and omissions must be corrected before
the assignment is submitted to Quality Control. There must be
an entry in each applicable "Accept" box other than the

Forms 4A/4B Coverage Check (Part II, Section 2).

Quality Check Performed in Presence of Census Representative

If your quality check has been performed in the presence of the
Census Representative, have the Census Representative make
any corrections that are possible without an extensive review or
Follow-up visits. '

Quality Check Not Performed in Presence of Census
Representative

If the Census Representative was not present during your

quality check, return the EA assignment to the Census
Representative and indicate the type of Follow-up that is
required. '

Cleah-up Procedures

Outlined below are the clean-up procedures for rejected entries:

1.

Rejected Entries in Part II, Section 1

If there are any rejected entries for missing questionnaires in
Section 1, inform the Census Representative of the households
for which questionnaires must be completed.

Rejected Entries in Part I, Section 2

The assignment is not to be returned to the Census
Representative for Follow-up of Forms 4A and 4B unless the
number of missing or incomplete questionnaires is more than
2% and you feel the Census Representative can easily reduce
them. The usual procedure calls for you or a clean-up census
representative to follow up Forms 4A and 4B. Contact your
CAM to obtain authorization to hire a clean-up census
representative. -

You must, whenever possible, lower the number of Forms 4A/4B
before the EA is quality controlled by the technician.
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3. Rejected Entries in Part II, Section 3

If there are any rejected entries in Section 3, inform the Census
Representatlve that all Forms 4A and 4B must be checked for
minimum information and followed up accordingly.

4. Rejected Entries in Part I, Section 4

(a) Occupied Dwellings - Forms 2D -

If there are any rejected entries in the occupied dwelling

- portion of Section 4, inform the Census Representative
that all Forms 2D must be re-edited and followed up
accordingly.

(b) Unoccupied Dwellings - Forms 2D

If this check is rejected, inform the Census Repreéentative
that all Forms 2D must be re-edited to ensure that both
_ boxes (TD and UD) are completed on every guestionnaire.

(c) Forms 6.
If there are any réjected entries in the Form 6 portion of

Section 4, inform the Census Representative that zll
Forms 6 must be re-edited and followed up accordingly.

5. Rejected Entries in Part II, Seetion 5

If there are any rejected entries in Seetion 5, instruect the
Census Representative on what action to take to ensure that
the EA map and township plan (where applicable) are returned;
that every quarter section in the EA (township plan) is
accounted for; and that all unincorporated places llsted on the
EA map are accounted for. :

Vi

6. Partll, Section G

. 'No action is required by the Census Representatwe for thls -
. seetion. B

7. Checking Corrected Entries -

When the Census Representative submits the corrected
assignment, check the areas where rejections ocecurred to
ensure that all corrections have been made.
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8. Correcting the "Reject" Entries in Part Il of the EA Record

When you are satisfied that any errors have been corrected,
mark "X" in the "Accept"” box in the "Second Review" column.
When every check is accepted or marked N/A, the assignment is
ready for submission to the Quality Control Technician's check,

Procedures for Accepted EAs

l When you are satisfied that the Census Represeritative has

successfully completed the assignment, perform the following
duties:

1. Validate the Census Hourly Employee Account (Form 34). {See
Section O of this chapter.)

2. Complete the Census Commissioner's Preliminary Report of
Population and Dwellings (Form 10}, (See Chapter 24.)

3. Notify yoﬁr CAM that the EA is ready for Quality Control.
(See Chapter 25.) ' -

Validation of Census Hourly Employee Account (Form 34)

Once the Census Representative has compieted the assignment to

your satisfaction, check the account form for completeness,

accuracy and fairness. Refer to the appropriate MIS reports when

making your check.

1. Ensure that the identification entries have been printed clearly
in ink:

(a} the Social Insurance Number;

(b) the PROV, FED, CCD and EA numbers and telephone
number;

NOTE: In the case of a split EA (e.g., 015A) enter the
letter in box 5 in the "Alpha" section.

(e) the name and mailing address;
{d) the city, towri, village, provinece, postal code;

{e) there must be only one "X" in the "Methodology of area"
section;
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(f) there must be only one "X" in the "Position of employee"
sectlon,

NOTE: [ code "H", Collective EA Census
' Representative, is eheeked, ensure that the type
.of collective dwelling is coded correctly in
box "8". See Appendix A for'the collective
dwelling codes.

(g) the apphcable hourly rate must be entered in box 9.

2. Part I- Trammg

Usmgu‘c‘he-MIS Training Report.in Form 29E, determine what
training the Census Representative has completed:

© {a) If 'fhe Population Home. Study Program for Canvasser CRs
"~ has been completed, enter a "1" in box 10 and $26.25 in the
"Amount" eolumn of line 2. :

{b) If the Agriculture Home Study Program has been
completed, enter a "1" in box 11 and $17. 50 in the .
"Amount" column of line 3 '

(¢) Ensure that the number of hours spent in population and/or
~ agriculture training is accurately recorded in box 12,
rounded to the nearest quarter hour and that the correct
amount appears in line 4.

(d) If the hourly rate employee.is a collective EA census
representative, ensure that the number of hours is
accurately recorded in box 14, rounded to-the nearest
quarter hour, and the correct amount ‘appears in line 6.

NOTE: Fractions of hours must-be expressed m dec:mal
- equwa_lents, e.g.: .

1/4 hour or 15 minutes is .25 hour,
'1/2 hour.or 30 minutes is .50 hour,
3/4 hour or 45 minutes is .75 hour.

(e} Line$s

‘ Total lines 2 to 4 and verify that 1t is equal to the total in
_ line 5.
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3.

Part 2 - Hours and Expenses

{a). Sectlon A - Total the number of hours and verify that
reported "Total Hours Worked" is correct.
Ensure that fractions of hours are rounded to
the nearest quarter hour and expressed in
decimal equivalents.

(b) Multiply the "Total Hours Worked" by the hourly rate to
verify line 6. :

(¢) Section B

(i) Line 7 - Verify that the expenses have been
brought forward correetly from line 2 of
the Form 335.

(ii) Line 8 - Verify that the other kilometrage
expenses have been brought. forward
correctly from line 3 of the Form 35.

(iif) Attach any applicable recelpts and the Form 35 to
the Form 34.

NOTE: Verify the Form 35 as described in
Chapter 26, Section K, item 2, page 26-9
of this manual.

Part 3 - Summary

(a) Gross Claim - Line 9 - Calculate the gross claim by adding
lines 5, 6, 7 and 8 and enter the sum in line 9.

(b} Interim Payment - Line 10 - Enter $250 for census
representatives who received an interim payment (see
Chapter 26, Section C, page 26-2). The interim payment is
to be deducted once per census representative.

{c) Net Amount Payable - Line 16 - Subtract line 10 from
line 9 and enter the result in line 16. See "NQOTE" below
for exceptions.

NOTE: If you determine that a census representative has
worked 25 days or more, no entries are to be
made on the Form 34 below line 1. See
Chapter 26, Section L, Pay Deductions,
page 26-10.

Speciai Note for the Province of Quebee: No entries are to
be made on the Form 34 below line 10. See Special Note
for the Province of Quebee in Chapter 26, Section L,

item 6, page 26-10. _
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!

5. Contacting the Census Representative in Case of Errors

If you have discovered any errors made by the Census
Representative, correct them and:

(a} if the Census Representative is with you when you make
your check, have him/her initial the changes;

{b) if the Census Representative is not readily available,
contact him/her by telephone, explain the corrections, ask
him/her to make the necessary corrections to his/her
account form and tell the Census Representative that you
will initial the correections in order that the assignment can

. be submitted to the Quality Control Technician's check.

6. Ensure that the Census Representative has signed and dated the
Census Hourly Employee Account (Form 34) and the Expense
Account (Form 35) and has kept copy 3 of Form 34 and copy 4
of Form 35.

7. Sign and date the completed Census Hourly Employee Account
(Form 34) and the Expense Account (Form 35).

8. After the EA has passed Quality Control, forward copies 1 to 3
of the Form 34 and- coples 1 to 4 of the Form 35 to your CAM
for payment. . = -

P.  Use of Your Admlmstratwe Assxstant During Quality Checks of an
EA

Your Admmlstratwe Asmstant may assnst you in the application of
all checks except for the edit check, and the check of
unineorporated places, which you.must do yourself.

\
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24. PRELIMINARY POPULATION AND DWELLING COUNTS

A. Preparation of the Census Commissioner’s Preliminary Report of
Population and Dwellings (Form 10)

After you have checked an EA, transfer the final EA totals for
dwellings, usual residents and temporary residents from the EA
Summary, page 55 of the VR, to the Form 10.

B. Completion of Form 10

1.

Part I: Population and Dwelling Counts

Complete Part I according to the instruetions below:

(a)

(b)

(e

(d)

Enter in Column 1 each EA number in your CCD, in
‘numerical order.

Using the totals from the EA Summary of the VR for each
EA, complete Columns 2 and 3 for population counts and
Columns 4 to 6 for dwelling counts. Transfer the totals
from the shaded corner boxes provided for this purpose.

Enter in Column 7 the total number of dwellings
enumerated from shaded corner box 7 of the EA Summary.

Using the Form G-13, Column 3, enter in Column 8 the
total number of dwellings expected.

Part II: Comments on Dwelling Changes

(a)

(b)

Using the figures in Columns 7 and 8, calculate the
percentage difference between the actual dwelling counts
and the estimate from the Form G-13 as follows:

Column 7 {actual count)
- Column 8 {(Form G-13 estimate)
x 100

Column 8 {Form G-13 estimate)

Enter the percentage in Column 9 for each EA.
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(e} Use the space provided in Part II of the Form 10 to provide
an explanation whenever the percentage change (increase
or decrease) is 10% or.more.

For example, significant changes may occur as the result
of the addition of many houses or apartments, or the
demolition of housing units to make way for new
eonstruction. If you ecannot explain the change based on
your knowledge of the area, discuss the situation with the
Census Representative. It is important that you ensure
that the change is not due to a ecoverage error-such as

- missing part of an EA or including dwellings which should
not have been listed {e.g., unoccupied marginal dwellings,

. dwellings under. construction}). Your CAM will review with
you any comments entered in this space. '

3. Signing and dating the Form 10

When you have completed Part I for all EAs in your census
commissioner distriet and Part Il (if applicable), sign and date
the Form 10.

C. Submission of the Form 10

“When all the EAs within a CCD have been entered on the Form 10,
and it has been verified by the Quality Control Technician, forward
both copies to your CAM immediately. A

Double wrap the form as descfibed in Chapter 27, Section B, item 1,
page 27-1. . o

D. Confidentiality of Preliminary Counts
You must NOT divulge preliminary population and dwelling counts to

unauthorized persons (e.g., local officials). Such action is a direct
violation of the Oath or Affirmation of Office and Secrecy.
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25. QUALITY CONTROL OF COMPLETED EAs

A.

Introduction

Before an EA can be forwarded to the regional census office, the
CAM must confirm that it meets the required standards established
for uniform quality of data and maximum coverage.

Quality Control Operation

1. When a census representative's assignment has passed your
quality check, notify your CAM that it has been completed to
your satisfaction. The CAM will then send to your office a
quality control technician who will check the assignment for
both coverage and quality and will validate the Census
Representative's account.

2. Provide the technician with the space necessary to perform the
check and see that there is no interruption. Do not inform the
Quality Control Technician beforehand of the result of your EA
quality ehecks.

3. Quality control technicians are not to diseuss any part of their
checks of an EA until after all the checks have been completed.
You will be notified of the final result. If there are errors
and/or omissions requiring correction, they will be identified
for you.

Acceptance and Rejection of EAs

On completion of the check, the technician will give you a copy of
the Quality Control Result (Form 75) which will indicate whether
the EA has been accepted or rejected. If it is rejected the portions
of the assignment which need to be corrected will be indicated.

If the EA is accepted, the Quality Control Technician will insert the
green copy of the Form 75 into the EA box, and will give you the
yellow copy for your records. ‘

1. EA Accepted

If the EA is accepted by Quality Control:

(a) Take the census representative's identification eard out of
the EA box and enter the date returned in the
Identification Card Record of your CCD Record
{Form 29G).
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It is essential that you retrieve the identification card of
each census representative prior to the shipment of the
assignment to the regional census office.

{b) Forward copies 1 and 2 of the Form 34 to your CAM for
approval,

Double wrap the forms as deseribed in Chapter 27,
Section B, item 1, page 27-1.

{e) File the yellow copy of the Form 75 in your records.

{d) Pack the completed assignment and ship it to the regional
census office. See the instructions in Chapter 27,
Section C, page 27-3.

2. EA Rejected

If the EA is rejected by Quality Control, the technician will
also give you a copy of one or more of the following forms:

Form 71, EA Coverage Quality Control Record,

Form 72, Population Edit Quality Control Record

Form 73, Agriculture Edit Quality Control Record, . .
Form 74, Collective Dwelling Quality Control Record,

which will indicate exactly which part of the assignment caused
the EA to be rejected by Quality Control.

If the EA is rejected for reasons other than the Cancelled Lines
Check or the Forms 4A/4B Coverage Check, it must be

returned to the Census Representative for correction. When
you return the assignment to the Census Representative,
explain why the work was rejected by Quality Control and what .
must be done to make the assignment acceptable.

Once the Census Representative has cleaned up and
resubmitted the EA, you must reapply the quality check
procedures (Chapter 23) to the items which failed the
technician's check. Enter the results of your cheek in the
shaded columns of Part Il of the EA Record labelled "Second
Review".

D. Clean-up Procedures
Outlined below are the areas which may have caused the assignment

to fail the Quality Control Technician's check and the clean-up
procedure for each type of rejection,
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1.

4,

Coverage Check

In the case of coverage errors, the Form 71 will: .

(a) identify any missing questionnaires by listing the household
number, and/or the Form 6 number, whichever applies;

(b) identify any uriincorporated places which have not been -
properly accounted for on the EA map or in the VR;

(¢) indicate whether any quarter sections on the township plan
(where applicable) have not been acecounted for.

You must tell the Census Representative how to correct any
errors (i.e. follow up on ALL missing questionnaires, identify
unincorporated places according to the procedures or make all
applicable township plan entries).

Edit Check - Population Questionnaires

If this check has been rejected, the Form 72 will indicate which
questions on the sample questlonnalres reviewed are incomplete
or unanswered.

it is mandatory that the Census Representative re-edit ALL
Forms 2D and perform the necessary Follow-up because a new
sample of Forms 2D will be checked upon re-submission of the
EA to Quality Control.

Edit Check - Forms 6

If this check has been rejected, the Form 73 will indieate which
Forms 6 have been rejected, and whether all the forms or only
some of the forms must be re-edited by the Census
Representative and followed up.

Forms 4A/4B Edit Check

If this check has been rejected for either Forms 2D or Forms 6,
return the rejected assignment to the Census Representative
with instructions to complete the missing information on the
Forms 4A and 4B. .

Collective Dwellings and EAs

If the Collective Dwelling Check of the EA or a collective EA
has been rejected, the Form 74 will indicate the reason for
rejection. Return the rejected assignment to the Census
Representative with instruetions to correet the errors and/or
omissions identified on the Form 74.
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6.

Cancelled Lines Check

If the EA has been rejected because of the Cancelled Lines
Check, the assignment is not to be returned to the original
Census Representative. Contact your CAM who will either
indicate that you are to follow up or authorize the use of a
clean-up census representative to follow up on the cancelled

~ lines to confirm that the cancellations are valid.

This check is not applied by the Quality Control Technician if
any other check has failed at first review. It is applied at
second review regardless of the status of the EA.

See the in'structions below for follow-up procedures,

(a) If an entry in Section [ has been cancelled and transferred
to Section II:

(i) Confirm the occupancy of the dwelling as of
June 3/4.

(ii) If the dwelling was oceupied on June 3/4:
- enumerate the dwelling;
‘- enter the address in Section I on the same line
from which it was eancelled and make a note in
the "Remarks" column;

- cancel the entry in Seetion II.

(b} If an entry in Section I has been cancelled and has not been
" transferred to Section II:

(i} Determine if the address is a valid dwelling,

(ii) If it is a valid dwelling, enumerate it as of
June 3/4, i.e. as occupied or unoccupied, and make
. -the appropriate VR entries.

(iii) 'If it is not a valid dwelling, make a note in the
"Remarks" column why it is not a valid dwelling,
e.g., outside EA, store, and enter your initials.

Forms 4A/4B Coverage Check

If the EA is re;ected because of the Forms 4A/4B Coverage
Check, the assignment is not to be returned to the original
Census Representative. Contact your CAM who will either
indicate that you are to follow up or authorize the use of a
clean-up census representative to attempt to lower the number

of Forms 4A/4B.
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_ This check is' not applied by the Quality Control Technician if

any other check has failed at first review. It is applied at
second review regardless of the status of the EA.

(a) Population

The Form 75 will indicate the percentage of Forms 4A/4B
to Forms 2D. If the percentage exceeds 2%, the
assignment is rejected and is not to be returned to the
Census Representative.

- (b} Agriculture

-The Form 75 will indicate the result of the Form 4A
Coverage Check for Forms 6. If the assignment is
rejected, do not return it to the Census Representative.

Census Hourly Employee Account {Form 34)

If the Form 75 indicates that an error was made on the account
form, make the necessary corrections, initial the correetions
and notify the Census Representative of the changes you have
made so that he/she can make the corrections on his/her copy
of the Form 34.

No-population EA

If a no-population EA is rejected, follow the procedures listed
in Chapter 3, Section N, page 3-9.

EA Rejected at Second Review

When the EA has been corrected by the Census Representative and
reviewed by you, it will be subjected to a second Quality Control
check. If an EA is rejected by Quality Control a second time, it will
be returned to you with the reasons for rejection indicated on new
Quality Control Record forms.

1.

Do not return it to the original Census Representative.

Since the original Census Representative is no longer involved
with the assignment, remove the Census Representative's
identification card from the EA box and enter the date returned
in the Identification Card Record of your Census
Commissioner's Distriet Record (Form 29G).

Either you or a clean-up census representative will follow up
the incomplete assignment.
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Approval must be obtained from your CAM before you hire a
clean-up eensus representative,

3. The Quality Control Technician will instruct you to mail
copies 1 and 2 of the account form to your CAM whether or not
the EA is accepted.

Clean-up Review by Quality Control Technician

The Quality Control Technician will review all clean-up work
completed by you or the clean-up Census Representative you
employed. [t is important to ensure that all errors and/or omissions
are corrected before an EA is submitted for the Clean-up Review.

If the EA fails the Quality Control Technician's Clean-up Review,
the situation must be discussed with your CAM who will identify the
action you are to take.

Indian Reserves

If the population portion of an Indian reserve EA has been rejected,
the Quality Control Technician will advise the CAM, who will
determine if additional Follow-up is to be done., No further action
will be taken until you have been advised by your CAM.
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26. PAYMENT TO FIELD STAFF

A,

B.

Introduction

1. In order for payments to be made, the Census Application for
Employment (Form 26) must be received in the regional census
office. This form will be used to initiate payments for the
employee. For this reason, it is imperative that you submit
Forms 26 for your census representatives and your
Administrative Assistant on the specified dates. (See
Chapter 9, Section I, page 9-5.)

NOTE: All recruitment forms for any one person will not
necessarily be shipped at the same time.

2.  You are responsible for approving and submitting account forms
on behalf of your census representatives and your
Administrative Assistant. You must ensure that each account
form is complete and accurate, and that all elaims are justified.
Ensure that all entries are accurately and legibly recorded as
any errors or omissions will delay payment. The Quality
Control Technician has been instrueted to reject an account
form that is incomplete or inaccurate. It is essential that you
carefully follow all instructions when reviewing the Census
Representatives' account forms.

Payment of Census Representatives - Installments

Inform the census representatives at the time of hiring that they
will receive payment in two installments.

1. The first installment, the interim payment of $250, will be
distributed to them upon accumulation of enough hours to earn
it. , :

2. The second installment, which represents the total and final
payment less the $250 interim payment and any other
applicable deductions, will be mailed direetly to the home
addresses of the census representatives; therefore, it is
essential that ecensus representatives provide current addresses.

Final payment can be made only after the EA assignment has
passed Quality Control or if you are instructed by your CAM to
submit the account for payment.



Page 26-2

26. PAYMENT TO FIELD STAFF

Final payment consists of payment for:

- (a) training,

(b) eligible travel to training,
{c) enumeration, and

(d) supplementary duties.

C. Interim Payment

1.

2.

Census representatives with assigned EAs will receive an
interim payment of $250.

Prepare the Census Representative's Interim Payment

(Form 32) once you have notified the suceessful census
representative candidates by telephone and they have accepted
the job. T

Print all entries accurately and legibly on the Form 32.

NOTE: If a census representative has been assigned to more
than one EA, list the Census Representative only once
and record one of the EA numbers in the first column.

Enter the geographie identifiers (PROV, FED, CCD and EA
numbers) and complete all eolumns for each census
representatlve. :

NOTE: In the case of a split EA (e.g., 015A), enter the letter
in the "Alpha™ column.

Obtain each census representative's Social insurance Number
when you telephone him/her and enter it on the Form 32. If a
number is not available, have the Census Representative apply
for one. If the number is issued after you have submitted the
Form 32, report this number to your CAM.

Enter the number of census representatives in box 9, multiply
by $250 and enter the amount in box 10.

Print your name and mailing address clearly in the space
provided.

Sign and date the Form 32 at the bottom.
Keep copy 3 of the Form 32 for your records.

Forward copy 2 of the Form 32 to your CAM.
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10.

11.

12.

13.

14.

15.

16.

17.

Forward copy 1 of the Form 32 to the regional census office by
May 17 in a supplied brown envelope. A second Form 32 may be
created for those census representatives hired after May 17 but
before May 24. Use a regional census office sticker and mark
on the envelope "Attention Census Finance Officer - Form 32
enclosed".

Refer to the double wrépping procedures in Chapter 27,
Section B, item 1, page 27-1.

The interim payments and a Verification List will be mailed to
you from the regional census office in late May or early June.

Mateh the interim payments and the Verification List against
your copy of the Form 32. If you received all cheques, sign and
date the Verification List. If not, report any diserepancies to
your CAM.

Distribute the interim payments upon receipt following the
instructions in item 14 below.

It is imperative that only eligible census representatives
receive the interim payment. :

You are to distribute cheques only to those census repre-
sentatives who have:

(a) completed the required home study programs;

(b) attended the necessary training sessions;

(e) accumulated sufficient hours in training sessions and

enumeration to have already earned $250.

Ensure that all census répresentatives are aware that this is an
interim payment and $250 will be deducted from their final
payment.

Have each census representative who has received the interim
payment sign the Verification List indicating receipt of the
interim payment. The signed Verification List must be returned
to the regional census office immediately after distribution of
interim payments. Use a regional census office sticker and
mark on the envelope "Attention Census Finance Officer". The
list must be returned by June 10. '

If any census representative has not accumulated the required
hours, you may distribute the interim payment if you are
certain that he/she will complete the work required to cover
the $250. < '



Page 26-4

26. PAYMENT TO FIELD STAFF

D.

E.

18.

19.'

‘Record any returned cheques on your copy of the Form 32 as
you will require’ this information for the ecompietion of final pay
forrns.

If you have hired a replacement census representative to
conduct enumeration:

(a) request an interim payment for this census representatlve
if it is prior to May 24;

{b) prepare a second Form 32 and follow the instructions that
are outlined in Seetion C, items 3 to 10.

NOTE: Census i'epresentatives are entitled to only one
interim payment even if their ass1gnments are
composed of more than one EA.

Payment for Training -

Payment for training consists of:

1.

2.

$26.25 for completion of the Population Home Study Program
for Canvasser CRs (Form 52A);

$17.50 for completion of the Agriculture Home Study Program
(Form 59C) for census representatives who conduct agriculture

-enumeration in their EAs;

$8.75 for completion of each hour of class—rbom training for
population and/or ag'rlculture, and colleetive dwelling training,
if applicable.

Remember that each census representative is scheduled to
receive 10.5 hours for population training, 14 hours for both
population and agriculture training and 3.5 hours for collective
dwelling training where applicable. '

NOTE: Census representatives in the Yukon and Northwest
Territories will receive . $9.25 per hour. This rate
includes an amount of 4% in lieu of vacation leave.

Payment for Enumeration

1.

Each census representative will receive an hourly rate of $8 75
for the completlon of his/her enumeration.

NOTE: The hourly rate of $8.75 includes an amount of 4% in
lieu of vacation leave. :
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2.

Enumeration includes:

(a) For private dwellings - occupied and unoccupied

(i) listing each dwelling in the VR,

(ii) completing a Form 2D for each dwelling, according
to instructions.

(b) For collective dwellings

(i) listing each collective dwelling in the VR;

{(ii}) completing the required entries on the Collective
Dwelling Record (Form 1A);

(iii) enumerating usual and temporary residents
according to instructions;

(iv) enumerating each colleetive dwelling on a Form 2D,
according to instructions.

{e) For agricultural holdings

(i) listing each agricultural holding in the VR;

(ii) completing (acecording to instructions} a Form 6 by
interview for each agricultural operator living in
the EA;

(iil} completing Part I of a Form 6D, when necessary, for
each agricultural holding or part of an agricultural
holding in the EA, which is operated by a persof
living outside the EA;

(iv) following up on any Forms 6D received from the
Census Commissioner.

(d) For EA maps and township plans

Making the appropriate mapping entries on the EA maps
and (if applicable) township plans.

NOTE: For the province of Quebec, see the special note on
provincial income tax deductions in Seetion L, item 6 of
this chapter.
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F.

Payment for Travel Expenses

All travel expenses incurred by your eensus representatives must be
authorized by you. Census representatives will be reimbursed for
the following expenses:

1. Kilometrage ineurred during the training and field enumeration
phases of their work based on the provineial rates listed in the
latest Treasury Board Travel Directive. (See Appendix B.) The
kilometrage and daily times must be recorded on a Form 35.

2. For toll-roads, bridges, parking and ferry charges which may be
claimed under separate headings on the Expense Aceount
(Form 35), and are in accordance with the Treasury Board
Travel Directive. (See Appendix B.}) :

3.  For other travel expenses,.if the situation warrants, up to the
maximum allowable in the Treasury Board Travel Directive.
(See Appendix B.)

4. For special means of transportation such as renting a boat or
plane in order to complete enumeration. Before such
expenditures are made, the compléted Form 31 must be
approved by the Regional Director even if this delays the
beginning of enumeration.

NOTE: There will be no reimbursement for overnight storage,
towing, damage, or repairs.

Payment for Other Expenses

You may authorize other expenses (e.g., postage) for your census

representatives. Remember that only you will be reimbursed for

long-distance telephone calls; therefore, instruet your ecensus

representatives to call you collect when making long-distance

telephone calls,

Payment of Census Representatives With More than One EA

If a ecensus representative enumerates more than one EA:

1. An account form is to be completed for each EA.

2. The "Training" section is to be completed on only one account
form.,

3. The interim payment is to be deducted on only one account
form. '
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II

d.

Partial Payment of Census Representatives

1.

4.

A partial payment system has been established to cover
payment of:

(a) census representatives who take over an assignment during
enumeration; .

or
(b) census representatives who resign or are dismissed.

The details of any resignation are to be reported to your CAM.
Consuit your CAM before any dismissals are made.

Claim payment on a Form 34,

Give copy 3 of the Form 34 to the Census Representative and
submit copies 1 and 2 to your CAM for approval.

NOTE: For the province of Quebee, see Section L, item 6 of
this chapter.

Double wrap as deseribed in Chapter 27, Section B., item 1,
page 27-1.

Payment of Hourly Rate Employees Other than Regular Census
Representatives . ‘

1.

2.

Clean-up census representatives, collective EA census
representatives, census representatives who enumerate
agricultural holdings in EAs other than their own, and
interpreters or guides, are zll considered hourly rate employees.

All hourly rates include an amount of 4% in lieu of vaecation
leave. Hourly rate employees will be paid an hourly rate of
$8.75 with the exception of clean-up census representatives
who will be paid an hourly rate of $9.25.

Hourly rate employees will be reimbursed for eligible travel
based on the provineial rates listed in the latest Treasury Board
Travel Directive. See Appendix B.

NOTE: The hourly rate for the Yukon and Northwest
Territories for the above-mentioned staff will be $9.25
per hour.
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3.

Ensure that you have returned the appointment materials
(Forms 26, 27C, 24, Consent to the Disclosure of Personal
Information, Declaration Réegarding Criminal Convictions, ete.).
Payments cannot be made without the Form 26.

Give each hourly rate employee & Census Hourly Employee
Account (Form 34). A Form 34 must be completed for each
new position undertaken.

Have the hourly rate employee complete the top four lines of
the account form. All entries must be printed accurately and
legibly in ink.

Instruct the hourly rate employees to record their daily hours of
work in Part 2, Section A. Any fractions of hours must be
rounded to the nearest quarter hour and expressed in decimal
equivalents.

For example,

1/4 hour of 15 minutes is .25 hours,
1/2 hour or 30 minutes is .50 hours,
3/4 hour or 45 minutes is .75 hours.

Inform the hourly rate employee that you will complete all
other sections of the Form 34 after the assignment has been
completed.

NOTE: Collective EA census representatives will complete
the "Position of Employee" and "Part 1: Training”
sections of their account forms in the training class.

If you determine that an hourly rate employee has
worked 25 days or more, do not make an entry on
line 16. See Section L, Pay Deductions, page 26-10.

Follow the instructions in Chapter 23, Section O, page 23-15 to
validate the Form 34.

Section O refers to the validation of the Form 34 for census
representatives assigned to enumerate regular EAs or collective
EAs. For other positions, some parts of the form will be
inapplicable {e.g., bloek 5 (EA), block 8 (Code)).

Kilometrage or other authorized travel expenses must be
detailed by the Census Representative on an Expense Account
(Form 35). If a Form 35 is used, follow instructions for the
"Verification and Submission of the Census Representative
Expense Account {Form 35)", Section K below.
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K.

Verification and Submission of the Census Representative Expense
Account (Form 35)

You will receive Forms 35 from census representatives to claim for
expenses incurred. Some of these will be submitted individually;
others will be submitted with the Form 34.

1.

Form 35 NOT Attached to a Form 34

These will be submitted at the end of training and perhaps to
claim for special enumeration costs paid for by the Census
Representative.

For.these Forms 35:

(a)

(o)

{c)

{a)

(e)
(f)

(e

Chéck that travel has been correctly recorded in
kilometres.

Ensure that the amount claimed is reasonable and that the

_ calculations are accurate,

Ensure that any necessary receipts are attached.

Ensure that no entry appears on the line réading "This
claim (Form(s) 35) is attached to acecount form number:".

Sign and date the Form 35.
Submit copies 1 to 3 of the Form 35 to the CAM, along
with any necessary receipts. Double wrap as described in

Chapter 27, Seetion B., item 1, page 27-1.

Give copy 4 of the Form 35 to the claimant.

Form 35 Attached to a Form 34

(@)

(b)

(e

{d)
(e)

Follow the procedures in 1 {(a) to (¢) of this section.

Transfer the amounts from lines 2 and 3 of the Form 35 to
lines 7 and 8 of the Form 34.

Ensure that "34" is checked in the line reading "This elaim
(Form 35) is attached to account form number:".

Sign and date the Form 35.

Submit copies 1 to 3 of the Form 35 to your CAM when
submitting the Form 34 to your CAM.
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(f) lee copy 4 of the Form 35 and copy 3 of the Form 34 to
the claimant.

L. Pay Deductions

Census representatives and hourlj rate employees are not scheduled
to work 25 days or more;. therefore, no deduetions will be made for
Unemployment Insurance and Canada/Quebee Pension Plan.

" These deductions will be made only if the Census Representative
notifies you that he/she has worked 25 days or more and the
employment is determined to be insurable and pensionable. An
assessment will be made in the regional census office to determine
eligibility under federal and provineial regulations.

1. Qive each census representative or hourly rate employee who
notifies you that he/she has worked 25 days or more a Daily
Register of Employment (Form 33A).

2. Instruet the employee to eomplete all sections of the Form J3A
and return it to you immediately.

3. Check the Form 33A for both accuracy (identification entries)
and reasonableness (Record of Days Worked).

4, Sign and date the Form 33A.

5. -_Attac‘h the completed Form 33A to the account form,

6. Special Note for the‘P‘rovin'ce of Quebec

Census Representatives and hourly rate employees in the
provinee of Quebec will have provincial income tax deducted at
the rate of 16% unless they have completed and submitted a
Form TPD-1V/TPD-1 claiming total exemption from tax
deductions. These forms are included in appointment kits.

The procedures for Form TPD-1V/TPD-1 completion and return
are contained in Chapter 9, Section D, item 12, page 9-2 of this
manual.

If the '_houi'ly' rate einployee has NOT submitted a Form TPD-
1V/TPD-1, no entries are to be made on the Form 34 below
line 10.
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Pay Complaints from Census Representatives

You may have some census representatives who will complain about
remuneration. Explain the remuneration system to the ecensus
representatives who have complaints. If the Census Representative
is not satisfied with your explanation, do the following:

1.

Have the Census Representative document the exact details of
his/her complaints.

Forward the statement to the regional census office, Use a
supplied brown envelope with a regional census office sticker
and write at the bottom of the envelope "Attention: Assistant
Director - Census".

NOTE: All pay complaints will be reviewed after the
completion of the census. Only those complaints
which have been documented in writing and forwarded
to the regional census office will be considered.

Payment of Administrative Assistant

1.

5.

The Administrative Assistant will be paid an hourly rate of
$8.75. Ensure that the Administrative Assistant is aware of the
maximum number of hours for which he/she will be allowed to
claim payment.

Give the Administrative Assistant a Census Hourly Employee
Account (Form 34) and instruet him/her to record each hour
worked on a daily basis in the "Hours and Expenses" section.
Inform the Administrative Assistant that you will ecompiete the
"Position of Employee" section; verify the remainder of the
form and submit the claim for approval at the termination of

his/her duties (or when the allotted hours have been used up).

Ensure that all the applicable identification entries have been
entered at the top of the form.

Have the Administrative Assistant read, sign and date the
account form, then sign and date the form yourseif.

Give the Administrative Assistant copy 3 of the form and
forward copies 1 and 2 to your CAM for approval.

NOTE: For the province of Quebec, see Section L, item 6 of this

chapter.
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27. RETURN OF MATERIAL TO THE REGIONAL CENSUS OFFICE

A. Introduction

This chapter deals with the following topies:

1. return of used recruitment forms;

2. return of completed EA assignments;

3. disposal of used field and administrative forms; and

4, = disposal of unused field and administrative forms.

Return of Used Recruitment Forms

The completed recruitment forms contain personal information
about the job applicants and employees, and must, therefore, be
treated with the same care as a completed census questionnaire.
Because these forms are confidential, special wrapping and shipping.
procedures must be followed.

NOTE: All recruitment forms for any one person will not
necessarily be shipped at the same time.

1. General Wraggiﬁg Procedures

{a) Put the forms in a brown envelope and seal it.

{b) Write "Forms (fbrm number)" and your PROV, FED and
CCD numbers on the envelope. = '

{¢) Write "PROTECTED" on the envelope.
(d) Place the envelope inside a second brown envelope and seal
it. '

{e) Write "Attention RCA, CAM or RFOM (and the CAM's or
- RFOM's name}, Forms (form number) enclosed". Do not
write any additional information about the eontents on the
_outer envelope.

(f) Ensure your return address is on the outer envelope.

(z) Send the envelope to your CAM or to the regional census
office, as applicable.
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2‘

Census Application for Employment (Eqrm 26)

Return census applications for employment (Forms 26) for
appointed census representatives on May 10, 17, and 24. Return
Forms 26 for replacément census representatives immediately
after appointment.

(a) Double wrap the forms as described in Section B, item 1
above.

NOTE: In the province of Quebee, if the Census

' Representative has eompleted a Form TPD-
1V/TPD-1, ensure that it is attached to the
Form 26.

(b) Write "Attention RCA, Forms 26 enclosed" on the outer
envelope. .

(¢) Retain Forms 26 for candidates who- weTe not appointed

until you return all other recruitment materials.
" (See 1tem 3 below.)

Qther Recruitment Forms

Return all other recrmtment forms between May 27 and
May 29. Ensure that you include the following forms:

- Consent to the Disclosure of Personal Information;
"~ Declaration Regarding Criminal Convictions;

Form 17C and/or Form 17D - Language Proficiency Test;

Form 24 - Oath or Affirmation of Office and
B Secrecy;
" Form 24A - Terms and Conditions of Employment -
Census Representatives;
- Form26 -  Census Applicatioh for Employment;
Form 27C -  Answer Sheet - Census Representative.

Separate forms for appointed census representatwes from those
for unappointed cand:dates.

(a) Fasten all forms for each person together.

{b) Place the forms in a brown envelope and seal it. Use more
than one envelope if necessary. Use separate envelopes for .
appointed census representatives and unappointed
candidates.
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(e}

(d}

{e)
(f)

()

(h)

(i)

)]

(k)

Write "Census Employee Recruitment Forms" and your
PROV, FED and CCD numbers on the envelopes for
appeointed census representatives.

Write "Other Recruitment Forms" and your PROV, FED
and CCD numbers on the envelopes for unappointed census
representatives.

Write "PROTECTED" on all the envelopes.
Place the envelopes in an EA box and seal the box securely

by taping it completely around the width, NOT around the
ends where the ID numbers appear.

VWrite your PROV, FED and CCD numbers on the EA box.

Place a regional census office address sticker on the EA

box.
Ship the box to the regional census office by priority post
(Canada Post) or, if this is not possible, by a bonded carrier
approved by your CAM.
Notify your CAM of:

(i) the date of shipment; and

(ii) the expected arrival date.

Keep your eopy of the shipper's invoice to ensure that a
record of the shipment is available,

C. Return of Completed EAs

1.

 Preparing EAs for Shipment

After an EA has passed Quality Control, you must pack it and
return it to the regional census office.

(a)

Ensure that each EA box is marked clearly with the PROV,
FED, EA and VN numbers, and that each box is marked
Box 1of 1, 1 of 2, 2 of 2, eta,

NOTE: If you have not already done so, prlnt "Box _ of
" (or "Boite ") if it is missing in the
bottom left corner of the EA box under the
identification numbers.
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(b)

)
- {d)
(e}
()

()

- (h)

In the case of an EA split, you must include an
identifier which identifies the new EAs and which
‘indicates the number of new EAs created by the
split. For example, if EA 001 was split into 3 EAs,
the new EAs must be identified as follows: A of C,
B of C and C of C.

Example:

PROV 10 FED 002 EA 001A VN 8§
BOX I OF 1 AOFC

Apply a collective EA sticker (white on purple} to the EA

. box, close to but not on the PROV, FED, EA and VN

numbers, to indicate a collective EA, if applicable.

VRs for no-population EAs must be sent in their own boxes.
Do not send them inside another EA box.

Write "PROTECTED" on all sides of the EA boxes
excluding the ends where ID numbers appear.

Seal the EA boxes securely by taping cbmpletely around
the width, NOT around the ends where the ID numbers
appear, '

Ship two EAs together where possible, but do not withhold
EAs for any length of time.

Place two EA boxes in a Carton No. 2 (boxes from original
shipment of questionnaires). Ensure that all shipping
cartons are closed securely by taping completely around
the box. Ensure your return address appears on Carton

No. 2. ,

For each shipment of returns to the regional‘census office,

complete an EA Return Shipping Invoice (Form 15):

{i) Put copy 1 of the EA Return Shipping Invoice inside
the last shipping box {(Carton No. 2) when you are
certain that all EAs for that shipment are packed.
Apply a Form 15 sticker (black and orange} on the
Carton No. 2 which contains the Form 15,

(if) Mail copy 2 to the regional census office. Use a
supplied brown envelope and a regional census office
sticker, indicating at the bottom of the envelope
"Form 15 Enclosed".
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(iii) Retain copy 3 for your records to ensure the
shipment can be traced if it is lost.

(i) Each Carton No. 2 in a shipment is to be individually
identified by marking the box numbers on two sides {(e.g.,
1of 5, 2 of 5).

This will facilitate the receipt operations in the regional
census office,

Return of completed EAs to the Regional Census Qffice

{a) Ship the EA boxes using the carrier agreed upon with your
CAM. Be sure to emphasize to the carrier the
confidentiality of the material.

(b) Keep a copy of the carrier's receipt (shipping invoice).

(¢) When returning completed EAs, notify your CAM by
~ telephone of:

(i) the date of shipment;
(ii) the expected arrival date;
(iii) the number of EAs in the shipment.

NOTE: You must inform your CAM when you ship the last EAs
for your CCD.

D. Disposal of Field and Administrative Forms

After enumeration in your distriet has beeh completed and all EAs
have been returned to the regional census office:

L

2.

Check that all desk drawers, cabihets, ete., do not contain any

~ confidential material.

Dispose of all field and administrative forms in your possession
according to the procedures below and to the charts at the end
of this chapter. '

(a) Chart 1

At the close of your office, you should NOT have any of
the forms {(completed or partially completed) listed in
Chart 1. However, if you do, you must RETURN them
IMMEDIATELY to the regional census office.
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(i) . Create a Form 15 for the materials to be contained
in the envelope.

(ii) Identify the envelope by entering the PROV, FED
and CCD numbers.

(iii) Ship the envelope to the regional census office in
the same manner as you shipped the other protected
forms, that is, double wrapped, as deseribed in
Seetion B, item 1. Write "Attention RFOM (and the
RFOM's name}" on the outer envelope.

(b} Chart 2

You must RETURN the used and unused forms listed in
Chart 2. For the return of these forms to the regional
census office you will:

(i} ereate a Form 15 for the materials to be contained
in the box;

(ii) identify the box by enterlng the PROV, FED and
CCD numbers;

(1ii) ship the box in the same manner as you shipped the
EAs, that is, double wrapped, as deseribed in
Section C, items 1(d) to (i). Write "Census
Commissioner's Used Field and Admmlstratlve
Forms" on the outer box. ’

(¢) Chart 3

You must FILE the used forms listed in Chart 3 for record
purposes. Keep these forms until the end of August by
which time all field staff should have received their
cheques. At the end of August, arrange to have these
forms destroyed.

3. DESTROY all copies of used and unused forms, procedures
manuals and training guides NOT listed in Chart 1, 2 or 3.

For these forms:
(a) arrange to have them burned or shredded, if possible; or

(b) tear them and place the material in a container fastened
securely for garbage disposal.
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CHART 1

Forms to be RETURNED IMMEDIATELY

If you find these completed or partially ecompleted forms when you are
closing your office, and they contain any information, return them
immediately to the regional census office "Attention RFOM (and the RFOM's
name)". Remember to double wrap them as deseribed in Seetion B, item 1.

FORM NO. TITLE

2D : Population Questionnaire

3 Individual Census Questionnaire

6 Agriculture Questionnaire

6D - : - Agricultural Land Referral Form (white copy)

6H List of Agricultural Operators Not
Enumerated by Census Representatives

B - Address Register

10 Census Commissioner's Preliminary Report of
Population and Dwellings

17C ‘ Language Proficiency Test - French as a
Second Language - Census Representative

17D Language Proficiency Test - English as a

: Second Language - Census Representative

24 : Oath or Affirmation of Office and Secrecy

24A Terms and Conditions of Employment

26 -~ Census Application for Employment

27C Answer Sheet - Census Representative

- Consent to the Disclosure of Personal
Information

- ‘ Declaration Regarding Criminal Convictions
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CHART 2

Forms to be RETURNED

Return these USED forms when you are closing your office. Remember to
double wrap them as described in Seetion C, items 1(d) to (i).

FORM NO.

4A
4B

7

12
G-13
17C
17D
17F
27B
27C
27D
28
29G
28E
33A
34
TPD-1V/TPD-1

Return these UNUSED forms:
FORM NO.

17C

17D

17F

27B

27C

TITLE

Missing Questionnaire Card (resolved cases)
Incomplete Questionnaire Card (resolved
cases)

List of Colleetive Dwellings in CCD
Census Identification Card

List of Enumeration Areas

Language Proficiency Test - French as a
Second Language - Census Representative

- Language Proficiency Test - English as a

Second Language - Census Representative
Language Proficiency Test for Census
Representatives - Interviewer's Guide
Selection Test Booklet - Census
Representative

Answer Sheet - Census Representative
Answer Key - CR Selection Test

List of Candidates and Census
Representatives

Census Commissioner's District Record
Census Commissioner MIS Report Book
Daily Register of Employment

Census Hourly Employee Account
Source Deductions Return

CCD Maps

Census carrying cases

All video cassettes

TITLE

Language Proficiency Test - French as a
Second Language - Census Representative
Language Proficiency Test - English as a
Second Language - Census Representative
Language Proficiency Test for Census
Representatives - Interviewer's Guide
Selection Test Booklet - Census
Representative

Answer Sheet - Census Representative
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CHART 3

Used Forms to be FILED

File these USED forms until the end of August 1991, at which time you can
arrange to have them destroyed.

FORM NO. TITLE

24B Terms and Conditions of Employment - CCs
30 Census Commissioner's Account

31 Authorization Form

22 ' Census Representative's [nterim Payment
35 Expense Account
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APPENDIX A

COLLECTIVE DWELLINGS

Hotels, Motels and Tourist Homes (Code 10)

A commercial establishment generally purpose-built and intended to
provide temporary accommodation for persons on business or pleasure
trips. '

Lodging- and Rooming-houses (Code 11) -

A commercial establishment {(which may originally have been a private
dwelling) having furnished rooms for rent, or a dwelling occupied on
Census Day (June 4) by at least 10 persons unrelated to the person
designated as Person 1. It may be identified by a sign or by speaking
with a person in charge, a resident, a neighbour, etc.

School Residences and Residences for Training Centres (Code 12)

One or more buildings which usually accommodate students attending an
educational institution or training centre, such as boarding-schools,
colleges, universities. These buildings may be located on or off the
grounds of the institution and at the time of the census may accom-
modate non-students.

YM/YWCAs, Missions, Hostels (Code 13) and Campgrounds and Parks
(Code 14) :

A building or other faecility providing accommodation to transient
persons, persons with no fixed address or temporary accommodation for
persons on pleasure trips. -

Weork Camps (Code 20)

Accommeodation provided to employees of an industry such as mining,
logging or hydro construction, and generally located in a remote area. It
usually consists of bunk-houses, tents, trailers, etec.

Religious Institutions (Code 30)

An institution such as a convent or a seminary which provides
accommodation to members of a religious group.

Children's Group Homes (Orphanages) (Code 40)

An institution providing accommodation to orphans or children who are
wards of the court.. '
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8!

V X 10‘

11.

12.

13.

14,

15.

18.

Chronie Care Hospitals (Code 50)

Chronic care hospitals provide continuous medieal, nursing and
professional health care supervision for long-term patients who are
dependent in all activities of daily living and are unable to perform most
or all personal care tasks.

Nursing Homes (Code 51)

Nursing homes are long-term care facilities which provide moderate
assistance and periodic to regular nursing supervision for elderly
residents.

Residences for Senior Citizens (Code 52)

Residences for senior citizens provide minimal assistance and supervision
for elderly re51dents who are independent in most activities of daily
living.

Hospitals (que 60)

An institution providing medical or surgical diagnosis and treatment to
the ill or injured. Included are general hospitals, hospitals for children,
maternity hospitals, ete.

Psychiatrie Institutions {Code 61)

An institution providing psychiatrie diagnosis or treatment.

Treatment Centres and Instltutlons for the Phjsmally Handicapped

(Code 62)

An institution providing care and treatment to the physncally
handicapped.

Hutterite Colonies (Code 70)

A-group of people of the Hutterite religion who live in communal
dwellings and use their land for agricultural purposes.

Correctional and Pena!l Institutions (Code 80)

Any federal or provincial penal institution where inmates (mostly adults)
are confined for an extended period of time and where some form of
rehabilitation program exists.

Young Offenders' Facilities (Code 81)

An institution or home for the secure or open custody of minors who are
awaiting trial, are under court order or who have been convicted of an
offence.
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17.

18.

19,

Jails (Code 82)

Any municipal or county institution where inmates (mostly adults) are
detained for a short period of time. Jails may be operated by a police
forece or by a municipality.

Military Camps (Code 90)

Any communal buildiﬁg on a military base in Canada belonging to the

" Canadian Armed Forces.

NOTE: Permanent married quarters on bases and military vessels are
not included.

Qther Collectives (Code 00)

A dwelling that meets the eriteria of the collective dwelling definition
but does not fall into any specified type.
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Code - Classification
type

10 Hotels, Motels and

Tourist Homes

11 Lodging- and
Rooming-houses

| . What is included

Classification Table

. Example(s)

-hotels, motels,
tourist homes,
tourist lodges

-Holiday Inn
Motor Hotel
-King Edward

-tourist or motor . Motel

courts (with -Centennial
campgrounds) Tourist Home
-housekeeping

cabins

-motor hotels

-bed and breakfast
places
-campgrounds in
combination with
motels or cabins
-commercial hunting.
lodges

-Mrs. Black's
Lodging-house

-lodging- and
rooming- and
boarding-houses
-homes for unwed
mothers '

-privately operated

interval and half-
way houses

What is excluded

-apartments in an
apartment hotel
(see Chapter 17,
Section E of
this manual)

-private
dwellings
with roomers
(follow the
occupied
private

. dwelling
- procedures)

-government
operated half-
way houses
(see Code 62)
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Code Classification

12

13

14

20

type

School Residences
and Residences for
Training Centres

YM/YWCAs,
Missions, Hostels

Campgrounds and
Parks

Work Camps

What is included

-school residences
-staff residences
-residences for
training

centres (e.g.,
RCMP, police
forces, companies,
e.g., Bell Canada,

hydro commissions,

government)
-boarding-school
residences

-combined staff and

student residences

-YM/YWCAs,
missions, hostels

-campgrounds
(public or
private) and
parks

-bunk-house, tents,
and trailers of
companies

- Classification Table - Continued

Example(s)

-Shawinigan Lake
School for Boys
-St. Mary's
University
Residence

-Civie Hospital
School of Nursing
Residences

~Welcome Hall
Mission
-Canadian Youth
Hostel

-Algonquin
Provineial Park

-CN work camp

What is exeluded

-correctional
or penal
training
centres (see
Code 80)

-campgrounds
in com-
bination with
a motel or
eabins (see
Code 10)

- -institutional

(prison)
work camps
(see Code 80)
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Code Classification

type
30 Religious

Institutions

40 Children's
Group Homes
(Orphanages)

Clagsification Table - Continued

What is included

-convents,
seminaries,
monasteries,
religious communes

-children's group

- homes (orphanages)
-group homes '

{operated by the
Children's Aid
Society or
religious
institutions)

Example(s)

-Sisters of
Providence
Mother House

-Monastery of
Precious Blood

-8t. Patrick's
Orphanage

-Maplewood Home

for Children

What is excluded

-members of
Hutterite
colonies (see
Code 70}

-nursing homes,
hospitals,
chronic care
institutions
or children's
group homes
{orphanages)
for or opera-
ted by a
religious
group

-presbyteries,
rectories and
manses

-members of the
order not
living in the
institution
but in pri-
vate dwell-
ings

-day care
centres or
nurseries
that look
after
children

E during the
"day only

-young
offenders’
facilities
(see Code 81)
-foster homes
(in private
dwellings)
-treatment
centres for
emotionally
disturbed
children (see
Code 61)
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Code Classification
type '

50 Chronie Care
Hospitals

51 Nursing Homes

Classification Table - Continued

What is included

-chronic care
institutions
-hospitals for
chronic diseases
-convalescent and
rehabilitation
homes and
hospitals for the
elderly
-extended care
hospitals and
geriatric hospitals

-auxiliary hospitals

(Alberta)

-veterans' hospitals

_-nursing homes

~homes for the
aged and senile
licensed approved,
funded by
government
-intermediate care
facilities
-supervisory care
facilities

~senior citizens
lodges (Alberta)

Example(s)

-8t. Vincent
Hospital

-Sandringham
Private Hospital

-Brentwood
‘Nursing Home
-Central Park
Lodge

-Almonte Nursing
Home
-Extendicare Medex
-Madonna Nursing
Home

What is exeluded

-group homes

for mentally
retarded (see
Code 61)

-psychiatric
facilities

(see Code 61)
-self-contained
private quar-
ters in a
senior citizen
development,
These quarters
are to be
enumerated as
private
dwellings.
-government
operated re-
habilitation
centres for
aleoholies and
drug addiets
(see Code 62)

-self-
contained
private
quarters
in a senior
citizen
development.
These quarters
are to be
enumerated
as private
dwellings.

-government
operated
rehabilitation
centres for
aicoholies and
drug addicts
(see Code 62)
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' Classifigation Table - Continued

Code Classification What is included What is exeluded

52 Residences for
Senior Citizens

60 Hospitals

61 Psychiatrie
Institutions

type

-residences for
senior citizens

-general hospitals
-children's hospitals
-orthopaedic
hospitals
-maternity hospitals
~eancer hospitals
-neurological

. hospitals
-miscellaneous

" hospitals
~nursing stations
-outpost hospitals
-any of the above
"institutions for or
-operated by a -
religious group

-psyehiatrie "

- hospitals (long- - S

Example(s)

-Bearbrook Court
Retirement
Residence

-Billings Lodge

-Blackburn Villa

-Civie Hospital
-City General
Hospital

-Grace Maternity
Hospital

"_Lakeshore
. Psychiatrie

term and short-term) Hospital

-institutions for

the mentally
retarded
~-treatment centres
for the emotionally
disturbed
-institutions/
facilities for

" psychiatrieally

- disabled

-L'Arche Home
-Jackson Group
Living Home

-self-contained
private
quarters in a
senior citizen
development,
These quarters
are to be
enumerated as
private
dwellings.
~-government
operated re-
habilitation
centres for
aleoholies

and drug
addiets (see
Code 62)

-chronic care
hospitals and
hospitals for
the aged and
elderly (see
Code 50)
-rehabilitation
hospitals

(see Code 50)
-extended care
hospitals

{see Code 50)
-psychiatrie
hospitals

(see Code 61)

-psychiatrie
wards in general
hospitals. These
special wards are

to be enumerated A

as part of the
general hospital.
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Code Classification

62

70

type

Treatment Centres

_and Institutions for

the Physically
Handicapped

Hutterite Colonies

Classification Table -

What is incgluded

-hospitals for drug
addicts or
aleoholies

-institutions for
the physically
handicapped -

-homes for the
blind

-homes for the deaf

~-detoxification
centres

--government funded

half-way houses
for drug addicts
and aleohelies

-Hutterite colonies

Continued

Example(s)

-House of Welcome
-Chesire Homes
-Canadian National
Institute for the
Blind

-~King's County

Detoxification
Centre

-Felger Hutterite
- Colony

What is exceluded

-privately
operated
half-way
houses (see
Code 11)
-half-way
houses for
persons re-
leased from
correctional
and penal
institutions
(see Code 80)
-detoxification
centres in
hospitals
(see Codes 60
and 61)
~facilities
where the
majority of
patients are
65 and over
{see Code 50)

-all other
religious
communes,
e.g.,
Mennonite,
Amish {unless
they meet the
private dwell-
ing defini-
tion) should
be assigned
Code 30.
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Code Classification
type

30 Corréctional and
Penal Institutions

81 Young Offenders'
Facilities

82 Jails -

90  Military .
Camps

Classification Table - Continued

What is included Example(s)

-correctional centres -Pinegrave

-prisons Correctional
-training schools -Correctional

for adults -Joyeeville Prison
-reformatories for -Regional

adults ~ : Correctional
-penitentiaries Institute

-government operated
half-way houses or -
rehabilitation eentres
(for persons released -
from penal institutions)
-institutional (prison)
farms

-institutional (prison}
work camps

-detention centres

-youth centres -Pickerel Juvenile

-correctional centres Centre
-training schools
-observation and
detention homes
_ -all jails -Gillan Jail

-barracks, base
hospitals, - &
guardhouses and
single quarters of
'a military eamp

-CFB PetaWawa

What is excluded

-jails or
young offen-
ders'
facilities
(see Codes 81
and 82)

-Permanent
married
quarters
(they are to be
enumerated as
private
dwellings)

-military
vessels
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Code Classification

oo

type

Other Collectives

Classification Table -

What is ineluded

-race-tracks
-outfitters
-earnival/eircus
camps

-non-religious
communes

-nomadic hunting and
fishing camps
-Canadian commercial
vessels of under
1,000 tons in port
-marinas

Coneluded

Example(s) What is excluded

-Woodbine Race
Track

-Barnum and Bailey
Circus






Page Bl

APPENDIX B - Treasury Board Travel Directive

APPENDIX B

TREASURY BOARD TRAVEL DIRECTIVE - CHAPTER 370
(Summation) .
Accommodation, Meals, Incidental Expenses
and Telephone Calls

- ACCOMMODATION

.5.1.1

05.1.3

It is the prerogative of the employer to seleet acecommodation for
employees. The employee shall be reimbursed the actual and
reasonable expenses for commercial accommodation authorized by
the employer. Receipts are required for payments over $13.50 per
night. Unless program-related reasons dictate the use of specifie
accommodation, an employee's request for commercial or non-
commercial accommodation shall be considered by the employer.
Where available, the employer shall authorize single room
accommodation whieh is convemently located and comfortably
equipped.

In areas where commercial aceommodation offering government-
agreed rates are located, the employer shall not accept claims for
accommodation at higher rates without a satisfactory explansation.

Although employees generally stay in commerecial accommodation,
the employer shall not unreasonably refuse permission to an
employee to make arrangements for private, non-commerecial
sleeping accommodation. An employee who makes such
arrangements, shall be reimbursed $13.50 for each occasion this
type of accommodation is oecupied.

MEALS AND INCIDENTAL EXPENSES

.6. 1’3

-6'2I1

.6.8.1

For each day or part day in travel status an employee shall be paid a
meal allowance for each breakfast, lunch and dinner if the meal was
not provided free of cost to the employee, or as part of the
transportation cost. When this allowance is paid, no additional
amount may be claimed for meals, or for gratuities associated with
meals.

For travel status of less than one day, when a round-trip journey
generally takes place on the same calendar day, the employee shall
be paid an allowance based only on meal expenses incurred whlle
away from the headquarters area in question.

When sleeping accommodation is authorized and used, an employee
shall be paid an incidental expense allowance for each day or part
day in travel status.
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TELEPHONE CALLS

.6.9.1  An employee shall be reimbursed the costs incurred for local and
long-distance telephone calls placed as a result of government
business. Telephone calls claimed shall be supported by telephone
bills and statements indicating who was called.

RATES AND ALLOWANCES

.1 ' The rates ﬁayable in cents per kilometre (mile) for authorized use of

private vehicles within and outside the headquarters area are shown
below: ’
A1 Kilometrage (mileage) rates:

Based on the provmcxal rates listed in the latest Treasury Board
Travel Directive,

.3 Meals and allowances - daily rates:

Up to the maximum listed in the latest Treasury Board Travel
Directive.

NOTE: Your CAM will provide you with the latest applicable rates.
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APPENDIX C

LIST OF MATERIAL TO BE INSERTED BY CENSUS COMMISSIONER

ITEM

Forms 2D and 6

resolved by census
commissioner or c¢lean-
up census representative
for refusal cases and.
direct response cases

Forms 6 completed by
census commissioner or
another census . ’
representative

because. original

census representative
not trained in agriculture

Forms 6 completed as a
result of Forms 8D

Forms 1A, 2D, 3 and/or
6 completed for collec-
tive dwellings com-
pleted by a census
representative from
another EA

WHEN

Before census
commissioner
quality checks

Before census
commissioner
quality checks

Before census .

commissioner
quality checks

Before eensus
commissioner
quality checks

ENTRIES
REQUIRED

None

’

Complete Columns
12, 13 and 14 of

- Section IV of the VR.

Complete Column 4
of the
EA Summary.

Complete Columns
12, 13 and 14 of
Section IV of the VR.

Complete Column 4
of the EA Summary.

Complete Columns 8
to 14 of Section III
and Section IV (for
Forms 6) of the VR,
as applicable.

Re-adjust the page
55 entries in the EA
Summary, as
applicable.
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ITEM " 'WHEN ENTRIES
- REQUIRED
Form 2D, 6 completed Before census If possible, return
in other official - . commissioner - to original census
language (unilingual - quality checks representatives for
areas only) ‘ editing and
: o inserting into EA
© box.
Forms 2D, 6 completed Before census " If possible, return
by interpreters for - eommissioner to original census
households speaking ’ quality checks ‘representatives for
non-official languages. editing and
' : ' inserting into EA

box.

NOTE: If you receive any more questlonnalres after the completlon of your
quality check, insert them upon rece1pt
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1.

2.

APPENDIX D
ADDITIONAL DWELLING CLASSIFICATION GUIDELINES

Reference for the Census Commissioner

CLASSIFICATION OF TYPE OF DWELLING (TD box on Forms 2)

During enumeration, the Census Representative is required to classify all
private dwellings suitable for year-round or permanent oceupancy. The
following material is to assist you in dealing with any problem cases
encountered by your census representatives during enumeration.

There are two parts to these guidelines: some supplementary notes and a -
listing of special cases in dwelling type classification that needed
clarification in previous censuses.

The special cases are most often found in the core residential areas of
larger urban centres. If your CCD contains EAs in the older built-up
central areas of a large eity, you may want to bring these cases to the
attention of your census representatives before the start of enumeration.
0therw1se, you may refer tc them if a census representatwe reports a

" problem in determmmg the type of dwelling,

A flow chart has been prov:ded on the back of the VR for qmck

reference.

SUPPLEMENTARY NOTES
Residual category for multiple dwellings

If a multiple-dwelling situation cannot be categorized as (for example)
semi-detached, row house, or high-rise apartment, it will be classified as
Code 6 "APARTMENT IN A BUILDING THAT HAS FEWER THAN FIVE
STOREYS". This will be the residual category for problems in
determining the type of multiple dwelling.

A serious error can be the association of the word "apartment” with
dwelling units in a high-rise building only. There are many types of
dwellings, other than those in a high-rise, that you must classify within
the Code 6 "APARTMENT IN A BUILDING THAT HAS FEWER THAN
FIVE STOREYS" category. For example, three or more dwellings, one
above the other (horizontal division) such as a triplex or quadruplex,
must be classified as this type of apartment.
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A building ean also have a combmatlon of both honzontal and vertical
divisions, as in the dlagram below.

K
o

[
O 9 ™,

ALL THREE dwellings in this one .buxldmg must be classified as Code 6
"APARTMENT IN A BUILDING THAT HAS FEWER THAN FIVE
STOREYS".

Remember also that duplexes attached.in rows of two or more are
considered as apartments in this category. Dwelling units above or
within a mostly non-residential building (e.g., school, store) are also
apartments although there may be only one. For example, someone may
have converted the front or first level of a single-detached house to
form a store. The living quarters are either at the back or on the second
level. In this case, the living quarters must be classified as an
"APARTMENT IN A BUILDING THAT HAS FEWER THAN FIVE
STOREYS", and coded accordingly. This type of situation refers to a
dwelling unit under the same roof as the non-residential structure.
Because it may be difficult to determine whether a store and a dwelling
are under the same roof, consider whether the two are connected by a
door or passageway. If they are, the correct classification is Code 7
"OTHER SINGLE ATTACHED" :

One more situation you must look out for is that people do not often
classify their dwellings as apartments, although for census purposes, they
do occupy an apartment. The reason for this is that they have a private
entrance from outside rather than sharing a common hallway with
others. Do not make this same mistake. The method of entry to the
dwelling, whether from a private entrance from outside, or froma
common hall or lobby, ete., has little to do with the 1dent1flcatlon of .
dwellings by type. See diagram on the next page. '

Pege
v ol .
Sty
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3.

Sl

fﬁﬂﬂ DHR

Although all four dwellings have a separate entrance from outside, all
four are Code 6 "APARTMENTS IN A BUILDING WITH FEWER THAN
FIVE STOREYS".

There is also evidence from earlier censuses that in DETACHED
duplexes, only the unit occupied by owners was consistently placed in
this category. The rented unit was often wrongly classified as Code 6
"APARTMENT IN A BUILDING THAT HAS FEWER THAN FIVE
STOREYS". - '

SPECIAL CASES

The following are special cases which may be encountered by your census
representatives during enumeration, and how they are to be classified.

(a) Two single dwellings, not constructed together (not a "double"), but
having an adjoining wall.

n9n "

Answer: Code as Code 2 "SEMI-DETACHED HOUSE", It is
imperative that for a single-detached dwelling, one can
walk all the way around the building (i.e. open space on all
sides). However, this is not the case here.
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(b} A single dwelling (A) having com mon or adjoining walls on two sides
with other buildings.

;!-"LDHDHD
B A Dﬂ
0 R P Dm“m

Answer: Code the {(single) dwelling (A) according to the manner that-
the "string" of dwellings is attached.

1. If the entire "string" consists of three or more single
dwellings, code (A) as Code 3 "ROW HOUSE".

2. If the "string" contains a duplex or apartment building,
code the dwelling in question, {A), as Code 7 "OTHER
SINGLE ATTACHED HOUSE". This would apply as
well if one or more buildings in the "string" were non-
residential, (B) is also Code 7.
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{¢) An end unit in a row of six single houses converted to a duplex.

0 00 0|0 0o 4o DDH

N %7 %0 90 %7 Y9 0 ™,

Answer: All the units which resulted from the conversion become
Code 6 "APARTMENTS IN A BUILDING THAT HAS
. FEWER THAN FIVE STOREYS". The classification of the
remaining row units is not affected by the conversion.
(There remam f1ve Codes 3 "ROW HOUSE".)

{(d A config'uratlon of buildings, constructed lndependently,‘consists of
the following, from left to right: a single dwelling having an
ad]ommg wall with another single dwelling immediately to the right,
which in turn has an adjoining wall with a four-storey apartment
bulldmg on its right.

0

1 O 0180

Answer: The apartments will each be classified "apartment in a
building that has fewer than five storeys", and the two
single dwellings (built separately) will be Code 7 "OTHER
SINGLE ATTACHED HOQUSE", even though only one of
them has an adjoining wall with the apartment building.
The latter is the residual category for attached single
dwellings which cannot be placed in the first three
categories.
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(e) A single-detached dwelling has had a part of its basement split off
into another suite (i.e. a separate dwelling).

Dﬂ'

Answer. Both dwelling units are to be classified as Code 4
MTAPARTMENT OR FLAT IN A DETACHED DUPLEX". The
reason is that the division between the units is essentially
‘horizontal (floors/ceilings). :

(f) Same idea as in (e) above, except that the ENTIRE basement is
converted into a separate dwelling.

il

Answer: The coding is the same, i.e. both units are Code 4
"APARTMENT OR FLAT IN A DETACHED DUPLEX", and

for the same reason as in (e).
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(g

)]

A doctor uses two of the rooms in a large single-detached house for
an office and a waiting room. There is no separate entrance -
patients pass through the main entranee and the vestibule of the-
residence. -

Answer: The dwelling is a Code 1 "SINGLE DETACHED HOUSE".
The area used for the medical practice is WITHIN the
dwelling: it is not a fully separated area, isolated from the
rest of the dwelling. There are no separate non-residential
premises in that building.

A corner of a large detached bungalow has been partitioned off to
contain a small separate apartment (with its own side entrance).

Answer:ﬂ Code 2 "SEMI-DETACHED HOUSE". There are now two

dwellings in the detached building, which is not a duplex.
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APPENDIX E

ADDRESS REGISTER
(in British Columbia only)

If you are involved in the Address Register reconciliation, you must be aware
of the following information: .

1.

6.

The Address Register Training Guide (Form 50J) will be shipped along

with the other training guides in shipment number 2 (between April 15
and 26). Review sections on identifying invalid listings in the Address

Register and adding new listings to it. Discuss these with the census

representatives involved. :

A third shipment of supplies containing the address registers (Forms 8)
and the Procedures Manual - Address Register Reconciliation

(Form 41AR) will be sent to you in mid-May. Verify the contents of this
shipment with the Form X-204.

Give the address registers to the applicable eensus representatives
before enumeration. Highlight the sections containing the procedures
on: '

(a) adding to the Address Register any dwellings the census
representatives find that are not in the Address Register;

(b) completing the épplicable columns in the Add_ress Register;
(c) cancelling entries in the Address Register which are invalid.

Reconciliation will be done as the census representatives complete the
EAs.

Census representatives will be paid the regular hourly rate for any extra
training.

After enumeration in your distriet has been completéd, return the
Address Register with the EAs to the regional census office. Destroy all
Forms 41AR and Forms 504.

If any address registers (Forms 8) remain in your office after the EAs
have been shlpped ship them, double wrapped, to the regional census
office.
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