2006 

LISTING PROCEDURES MANUAL

2006  SEQ CHAPTER \h \r 1Listing Procedures Manual

Table of Contents 
11.  Introduction to Listing


12.  Listing Innovations


23.  Understanding Listing Terms


64.  Organization of Work


75.  Listing Safety Reminders


86.  Segment Observations


117.  Segment Maps


12Making Map Revisions


13Creating Sketch Maps


158.  Listing the Segment


15Segment Note Review


15Contacting Local Authorities


16Scouting the Segment


16Estimated Number of HUs


16Listing Protocol


17General Rules


18Listing Format


22Checking The Completed Listing


239.  Counting the Segment


2710.  Updating the Segment


27Fresh List Updating (Type I):  Lists of addresses recently purchased from commercial vendor or listed segments that have never been used in a sample


29Used List Updating (Type 1):  Updating segments used for previous samples


31Half Open Interval:  Selected Sample Updating (Type II)


3311.  Housing Units:  Types of Living Quarters Defined


3712.  Illustrations


37Example of Abbreviations Used for Listing


38Examples of Sketch Maps


39Example of Segment Line Listing Screen


39Example of a Segment Area Map


40Example of a Segment Block Map


40Example of Listing Notes Added to a Block Map




1.  Introduction to Listing TC "1.  Introduction to Listing" \f C \l "1" 
This manual is designed to provide in-depth coverage of listing processes and procedures.  The protocols remain the same whether listing is accomplished using electronic laptop or tablet computers or if the listing is recorded using paper and pencil.  The goal of listing is to create a complete list of all Housing Units (HUs) located within a segment boundary that can then be used to randomly select specific HUs to participate in the survey.  

You may recall from the General Interviewing Techniques training (GIT) that Survey Research Operations (SRO) typically uses a multi-stage sampling design for national face-to-face surveys.  Listing occurs in the second stage of the sample design after Census Tracts and Blocks have been clustered into Second Stage Sampling Units (referred to as SSUs or segments). Once the segments have been defined and mapped, the listing process can begin. 
2.  Listing Innovations TC "2.  Listing Innovations" \f C \l "1" 
Traditionally, the sampling processes of listing, counting, selecting housing units, and selecting the respondent are performed as separate, sequential tasks, often by different people.  As a result, there is not only a time lag between each of the processes – resulting in outdated data by the time of the actual household listing – but there may also be a communication breakdown between the “lister,” the person who lists the addresses to be included in the sample, and the project interviewer, as almost all of the information is transmitted in writing, often by way of post-it notes.

In 2005, Survey Research Operations (SRO) implemented several innovations to sampling processes.  The two main innovations are the use of tablet PCs for listing and updating housing units and the use of commercial address lists.
· The use of tablet PCs for listing and updating HUs.  Using a newly developed innovation in SurveyTrak, Tablet PCs are preloaded with the selected segment maps, census counts and post office data and listing can be completed directly into the computer. 

· The use of commercial address lists. SRO uses lists based on the U.S. Postal Service addresses to select the sample.  In the past an interviewer had to go to a segment and enumerate every housing unit in that area for the first time.  Now, the interviewer will often have access to a list of mailing addresses in an area.  Thus, the interviewer can focus her effort on checking and updating the address list, rather than creating everything from scratch.  However, there will be instances where listing will have to be completed from scratch (e.g., if everyone in the segment uses a post office box).

With these innovations, the interviewer is able to move seamlessly from listing to mailing prenotification letters, to screening for eligibility and interviewing selected respondents.  

3.   SEQ CHAPTER \h \r 1Understanding Listing Terms TC "3.  Understanding Listing Terms" \f C \l "1" 
It will prove helpful to be familiar with this terminology before you continue review of this manual.  The list provided below is in alphabetical order.  
Abbreviations Used for Listing

A standardized list of descriptive abbreviations and coded structure sketches that can be used to uniquely identify housing units that do not have visible address numbers for listing.  An example of listing abbreviations is included in Section 12.
Additional Information

A field in the listing provided for “NO#” HUs (housing units without a visible address number).  This area can also be used for apartment complex or trailer park names, and informational notes such as “see sketch” or “locked bldg,” etc.

Block Face

The term used to identify a particular exterior boundary (or side) of a segment block.  Generally a block face is defined by a street, but it can also be defined by a water feature (like a stream or lake), railroad tracks or a non-visible block boundary.  The east side of a census block can also be referred to as the east “block face.”

Block Part

Used to denote a geographic piece into which an oversized block may be divided during the counting procedure; each piece of an over-sized block is assigned a unique block-part. Block-parts are denoted by one or two letters attached to the original block number.

Census Block

Small geographical areas defined by streets, streams, railroads, city or township limits, and property lines, etc.  The entire United States has been block-numbered by the U.S. Census Bureau.  Blocks are numbered uniquely within census tract by county.  Blocks are denoted by four-digit numbers on the segment map(s), usually located in the center of each block area.  Blocks selected for a sample segment are shaded on the segment map to clearly define the block area and exterior boundaries.  

Census Tract

Small, permanent subdivisions of a county created by the U.S. Census Bureau. The entire geographic area of every county in the United States has been divided into numbered tracts, ranging from 0001.00 through 9499.99. The census tract for a segment is printed on the various maps.

Counting Procedure

A procedure for estimating the number of housing units in oversized blocks. Oversized blocks are blocks that cover a large geographic area, blocks in which a large number of housing units are expected based on 2000 Census figures, or blocks which the lister determines to have a much larger than expected number of housing units. In any case, the lister will be asked to use the “counting procedure” prior to listing such blocks in order to reduce the number of final housing units to be listed.  See the section on Counting for counting procedure protocols.

Counting Form 
Used to record the total number of housing units for segment blocks that are very large geographically or in which a large number of housing units is expected. The Counting Form may be used to record new block partitions and the counted number of housing units in each; this information is given to the Sampling Group over the phone.  They determine which portion of the segment should be listed and assign Block Parts.  You will only need to actually list the selected part(s) of the segment.  

Directional Arrow

Arrow shapes used on the segment maps to indicate the path and direction that were used to create a segment listing.  
Half Open Interval:  Selected Sample Updating (Type II)

This process is usually carried out during screening and is the technique used by interviewers when additional housing units are discovered within a selected address structure and to inspect the area between a selected sample address and the next listed line to look for housing units that may have been missed during the listing process.  

Housing Unit

Often abbreviated to HU, this refers to a structure, either occupied or unoccupied, that is intended as living space.  Typically, HUs are single family houses, apartments, condominiums, mobile homes and trailers.  

Listing (Scratch Listing)

The process of enumerating all of the HUs located inside the boundary of a segment using a standard protocol to ensure consistency of the data gathered across all areas.  Listings provided by this work may be used for more than one study, or until it has been exhausted.  Listers must provide accurate information about these HUs since these lists may be the basis for cross-section samples for many years to come. Listing is done using either a paper and pencil format or data entered into a laptop or tablet PC.
List Updating (Type I)

Carried out before housing units are sampled, its purpose is to make corrections in the listings by adding new HUs, correcting addresses and removing listings that are no longer HUs. This is done one of two ways—either a previously listed segment is updated for changes since the listing was completed or a list of addresses purchased from an outside vendor is checked for accuracy and coverage.  

Master Line Number.  
The line number assigned to the HU when the segment was initially listed.  Every HU included in a listing is assigned a unique line number.  Beginning with the first HU listed at Line 001, each HU is assigned a subsequent number as it is approached during the listing procedure.  The line number identifies the location of the HU within the segment based on the listing protocol.  This line number never changes once sample is selected from the segment listing.  A unique Study Line Number is assigned each time a segment listing is used for a new project. The Master Line Number and Study Line Number (mentioned below) is always an exact match on new listings.  
“No Name” Streets (“?Rd”)

Indicated on the segment block map with a “?Rd” notation.  This note identifies map lines that may be a named street or road that simply wasn’t labeled in the mapping program or it could be a driveway, alley, hiking trail or something else.  You should always make a notation of the street or road name on the map as it is identified.  

No Number Housing Unit (NO# HU)

A listed HU for which you can not determine the proper address number.  All NO# HUs should be accompanied by a unique description in the Additional Information column of the listing program to facilitate locating the HU in the future.  

Non-Visible Block Boundary (NVBB)

A census defined geographic border for census blocks.  An NVBB can be a visible physical feature that is not a road, street or highway such as power lines or property boundary.  An NVBB can also be a “non-visible” boundary such as a city limit or township line.  

Outside the Segment Boundary (OSB)

Used to describe a HU that is located beyond the exterior boundary of the segment but was included in the listing inadvertently.  Generally, OSB HUs are discovered when a segment is being updated.  Only HUs that are inside the shaded (selected) area of a census block should be included in a listing.  

Plat Map

Maps obtained from the field from apartment complexes and/or planned communities that show the location of buildings and amenities (clubhouses, pools, etc.).  These often include address numbers and can be a useful tool for listing and/or counting a segment.  

Primary Sampling Unit (PSU)
Approximately equivalent to a county or cluster of counties—metropolitan primary areas are composed of one or more counties; rural primary areas are generally composed of a single county.  For the SRO 2000 National Sample, for example, a total of 110 primary sampling units were selected from across the entire country. PSUs are denoted by number and name, such as PSU 100, Metropolis, MI.  
Segment (Area Segment)

Small geographic areas created within primary sampling units.  Area segments are made up of one or more census blocks; when necessary, blocks are grouped together so that the number of households will be at least as large as the minimum number defined by the sample design.  For example, blocks can be grouped together to form segments containing at least 100 households each in a certain PSU.  Segments are denoted by number and name, such as Segment 007, Detroit city.

Segment Listing Isn’t Proper (SLIP)

Used when a previously sampled segment listing is being updated and a listed HU has either been converted to non-residential use or has been demolished.  

Segment Observations

Allow the lister to record the unique characteristics of a segment area. Segment observations alert interviewers to any safety issues, languages spoken in the segment, and what type of structures to expect, such as locked buildings or new construction. 

Special Notes (Listing, Subselection and Updating)

Each segment is reviewed by the Sampling Group before it is sent into the field for listing or updating.  Special notes are included to alert the lister of potential complications before the listing is attempted.  Special notes usually fall into one of three categories, noted below.  In some cases a note may outline a combination of the three categories.

· A Special Counting Note is included when we know in advance, based on the Census expected measure of size, that a segment should be counted before listing.  Typically, we ask for a segment to be counted if more than 200 HUs are expected in the segment.
· A Special Listing Note is provided to alert the lister to non-visible block boundaries, combined blocks or other difficulties the lister may encounter based on the review of the segment maps.
· A Special Updating Note is provided if a segment has been subselected prior to being sent to the field to explain the boundaries of the area that has been selected.  An updating note may alert the lister to locked buildings, dangerous areas, or difficult-to-access areas within the segment.  
Subselection

Term used to select a subset of census blocks or block parts within a segment that has been counted.  Once the selected part is identified, the lister will be informed which portion of the segment should be listed.   

4.  Organization of Work TC "4.  Organization of Work" \f C \l "1" 
Plan to work in large blocks of time during the daylight hours.  Using a “Letter to Authorities” provided to you, contact community authorities (local police, city planning, engineering dept, etc.) before listing.  If your schedule permits, plan to work during weekdays when community authorities, government offices, realtors, and building managers are likely to be available.
Take time to study all of the maps provided for the segment before you go into the field.  It is not unusual to have a block or two at some distance from the main ones.  Make sure you are inspecting and/or listing all of the selected blocks in the segment. 

It can be helpful to print or make copies of maps prior to listing for very large or complicated segments in order to have a working draft for sketching notes and comments.

Complete work in the oversized blocks first.  These blocks usually require more time. This is due to counting of the HUs, devising ways to divide the block, and communicating with the Sampling Group.
Edit twice, once in the field and once at home.  Always edit in the field before leaving the segment to be sure everything “on the ground” has been covered, such as notes about rental agency phone numbers that need to be called to check on the number of HUs in a locked structure.  Edit at home after listing for completeness and accuracy, such as inserting or deleting lines (e.g., when calling the rental agency, it is discovered that a structure thought to have 10 apartments only has six).

Notify your Team Leader or Production Manager if any difficulties are anticipated in starting the assignment as soon as it is received and completing it on or before the deadline.

5.  Listing Safety Reminders
 TC "5.  Listing Safety Reminders" \f C \l "1" 
· Leave your tentative itinerary of segment areas with a family member or friend.

· Make sure your car is in good working order and that you have adequate gasoline for your trip.  

· Check your car’s flashing hazard lights to make sure they work.  This will alert any drivers behind you that you may be making stops and starts.  

· Turn off your flashing hazard lights before making a turn.  Turn signals often do not work while the flashing lights are turned on.  
· In urban areas, pull completely off the road when entering data or writing.  

· In heavy traffic, plan on driving past a unit and coming back as needed.

· If you are listing on foot, do not take your purse or other valuables with you when walking.  Lock it in the trunk or place it completely out of sight.  

· Always lock your car.  Drive with car doors locked.  

· If you are parking in a lot, avoid parking next to vans or other large vehicles. 
6.  Segment Observations TC "6.  Segment Observations" \f C \l "1" 
General observations about segments are an important part of the listing process. These data are analyzed by project staff to see if there are any connections between certain attributes of a segment and the amount of non-response in the survey.  The Segment Observations section of the listing program asks a series of questions about the segment. The questions can be answered in any order, and at any time during listing.  A good time to begin answering the segment observations is when you are scouting the segment for the first time.  
Here are the items you will find in the segment observations. 
Estimated Housing Units:  An estimate of the number of HUs you can expect to find in the segment, based on census data, is provided here.

Q1.  Please give the reason for the discrepancy if it is less than half or more than double the estimated number of HUs:  
This question needs an answer only if there is a major discrepancy between the total expected HUs and the actual number of HUs found in the segment.  The segment must be scouted before you can determine if a response is needed here.  

An explanation is required only if you find fewer than half or more than double as many HUs as the total indicated as the Estimated HU count.  
Q2.  Are there any problems with accessibility to parts of this segment? (Mark all that apply)

Locked Bldg or Gated Community (Specify conditions):  

Be sure to obtain the name of the community, the name of a contact person, the mailing address and a phone number.  In addition, describe the information you have gathered in detail including the ease or difficulty encountered gaining access, whether the contact was helpful or resistant, etc.  

Seasonal hazardous conditions:  If you select this response, please provide details at the end of this form in “Q12.  Enter additional comments.” 

Unimproved Roads:  If you select this response, please provide details at the end of this form in “Q12.  Enter additional comments.” 

Other (Specify conditions):  Describe any other situations you encounter here if you feel the circumstance wasn’t covered in the options noted above.  

None: None of the situations noted above were encountered in the segment.  
Q3.  Is there any evidence of non-English speakers in this segment? 

Answer this question based on your general observations while listing. 

Q3a.  What are those other non-English languages? (Mark all that apply)

Spanish

Other: (Specify other non-English languages)

If you’ve observed or heard other languages being spoken but you aren’t sure what they are, simply make a guess.  It’s OK to add a question mark to your response.

Q4.  From your observations, are there any possible safety concerns in this segment?

If Yes (Specify safety concerns): It is important to clearly outline all safety concerns including both information obtained from police or other officials as well as safety concerns you may have based on observation.

Q5.  Which of the following best describes the majority of structure types in this segment?

Keep in mind that the question asks for the majority of structure types, not total HUs.  

Therefore, if you have a segment composed of 40 single family homes and one apartment building with 70 units, you should check “single family homes” as the majority of structure types.  

Mobile, Trailer or Modular homes

Single family homes

Structures with 2-9 units

Structures with 10-49 units

Structures with 50 or more units

Other: (Specify other structure types)

Q6.  Is this segment composed entirely of residential, mainly residential with some commercial, or primarily commercial structures?

Entirely residential:  Segment is composed entirely of homes and/or apartments.

Some commercial:  Segment is mostly residential but perhaps there is a gas station and a grocery store located in the segment.

Primarily commercial:  The segment contains one large apartment complex or a small neighborhood but the remainder of the segment area is composed of commercial enterprises and/or public use facilities.

Q7.  How did you list the majority of the segment?
On foot alone
On foot with someone
In a car alone
In a car with a driver
Q8.  Enter any additional information or background notes.  

If you selected seasonal hazardous conditions or unimproved roads in Question 2 above, use this space to provide specifics about the conditions you encountered.  Did the situation apply to the entire segment?  If just a portion of the segment is involved, what area may be difficult to get to?  Do you recommend a 4-wheel drive vehicle in this area? Is a section of the segment impassable during a specific time of the year?

In addition, you can use this space to give directions for getting to the segment from major arteries or using alternate routes if you encountered road construction.  In rural segments, it may be helpful to mention where you noticed public restrooms, phones or restaurants. Feel free to include any information you think may be useful for yourself or others when traveling in this segment during production.  
7.  Segment Maps TC "7.  Segment Maps" \f C \l "1" 
Maps are created with a special mapping program that uses census data and are meant to assist in locating the listing area.  A minimum of two maps (Area and Block) are provided for each segment.  Depending on the study, the maps are distributed in color on paper or loaded into the electronic listing program.  Below is a brief description of the map format and the types of maps you can expect to find for each segment.  

Map Layout

Maps are always oriented so that the top of the map indicates north, the left side is west, the right side is east and the bottom of the map is south.  See the examples of segment maps in Section 12. 

The top right corner of the map page displays the PSU and segment names, their associated PSU and segment numbers, and the census tract and block numbers that have been selected for the segment.  

Map Legend
Located under the segment information, the legend identifies road, street, highway, and interstate lines.  Water boundaries for creeks, streams, rivers and lakes are coded blue.  Railroads are indicated with a cross-hatched line.  

Mileage Scale  
Located along the bottom of the map page to indicate the range of miles the map encompasses.  

Selected Blocks are shaded a tan color to help distinguish them from the surrounding area.

Starting X and Directional Arrows
Block maps are reviewed and a starting X and directional arrows are drawn in to assist with the listing assignment.  An effort is made to determine a logical starting place for listing each block and, if possible, to provide a continuous path around the block.  Once you are in the field, you may find that another starting place would be more efficient.  In that case, you may start in a different place, but be sure to move the starting X on the map.
Non-Visible Block Boundaries (NVBB)
 A census defined exterior boundary for a census block.  An NVBB can be anything from a “civil” boundary line for a city, township, county or state to a water feature or some other visible physical feature aside from a road or street, such as power lines overhead, a dry creek bed or even a mountain ridge.  

When the exterior boundary of a block (a block face) is an NVBB, you will need to make a decision about what that NVBB represents.  As noted above, in some instances a physical feature will be obvious to you (such as a stream or power lines overhead).  In cases where the NVBB is representing a civil boundary such as a city or township limit, you may find a sign or marker.  Sometimes you can approximate an NVBB for the block boundary by using the mileage scale and the distance to the nearest street that intersects the NVBB.  Lastly, it may be necessary to ask local officials to help you identify what the NVBB represents.  

You should always make a notation on the map for each NVBB as it is identified.  
A non-visible boundary line (usually a “civil” boundary for a city, township, county, or state) is indicated with a dashed line on Area Block Maps.

If you are having difficulty locating an NVBB, check with town or city officials for the exact location of the line and then “pin” it down on the map by indicating the address or line numbers of the HUs on either side or the distance in miles from the nearest crossroads or permanent landmark.

It is sometimes necessary to ask a local resident “If we were to draw a line from this point on the map, going in this direction, where would it come out?”
Map Types  

There are various map views that may be included for the segment listing:  
Area Map.  An Area Map is always provided to show the geographic area surrounding the segment.  An effort is made to show a large enough area that at least one major highway or interstate is included in the view to provide context for locating the selected segment blocks.  

Block Map.  A Block Map showing all blocks selected for the segment is always provided.  This map is an enlargement of the segment outlined on the Area map.  Use the Block Map to update or correct street names, note the line of travel used when listing, and draw landmarks or physical boundaries that will help future interviewers find all the listed HUs in this segment. 

Detail Map.  One or more Detail Maps may also be provided, showing an enlargement of part of the segment or a segment block.  Detail Maps are provided for segment areas that are very congested by streets or have difficult boundaries that are not clear on the Block Map.

Sketch Map.  A Sketch Map is a hand-drawn map the lister provides when the maps provided seem inadequate.  
Making Map Revisions TC "Making Map Revisions" \f C \l "2" 
Once you have scouted the segment area, it is important to update the block map to accurately reflect the defined geographical area.  In the majority of cases, your observations “on the ground” will be sufficient for this purpose.  

Occasionally, it may be necessary to obtain information about new streets or housing construction.  A visit to the city or county planning office, engineering or highway department in the area can usually provide the information you need to accurately record current conditions in the segment area.

Record “no HUs” along any block face that is clearly devoid of HUs such as those with parks, vacant fields, parking lots, woods, or farm land.  In addition, a block face that contains only commercial or industrial structures should be marked with “No HUs.”   

Record street names missing from the map(s) and draw in streets, alleys or cul-de-sacs not shown on the map.  Cross-hatch (/////) through or X out non-existent streets.  

Correct misspelled or incorrect street names. Verify that street names are complete, i.e., “N Main St”, not just “Main.”

Unnamed streets are noted on maps as “? Rd.”  Replace the “? Rd” notation with a proper street name or identify what it is (long driveway, hiking trail, logging road, footpath, etc.).  
If an entire block has no HU (zero block), write “No HUs” immediately under the block number and circle both. 

Label all non-visible block boundaries (NVBBs) that are identifiable visible physical features.  Visible physical features can be power lines, ditches, fences, gullies, and recognizable property boundaries.  If an NVBB is not visible, explain what the boundary is and how you made that determination.  For example, a city limit or township boundary will not be a visible physical feature but there may be a sign along the road that indicates a city/township limit.  In some instances, the address numbering along a street will change when you cross a township or city limit boundary.  
Indicate where landmarks (churches, schools, parks, hospitals, etc.) are located if the notation could be helpful for locating blocks or negotiating around the segment.  

Creating Sketch Maps TC "Creating Sketch Maps" \f C \l "2" 
Occasionally you will need to create a sketch or hand-drawn map to supplement the maps provided for a segment.  A few examples of types of sketches are provided below but the list is not all-inclusive.  Trust your judgment for what would be helpful to sketch.  
Exterior door locations  
Houses that have been converted into apartments can sometimes have three or more exterior entryways to the individual units.  A simple box shaped sketch that indicates the location of exterior apartment doors can be useful.  Always remember to indicate the line numbers involved.  See example sketch in Section 12.
Mailboxes in locked lobbies
Sometimes the only way to list the units in a locked building is to make a sketch of the mail boxes in the lobby.  A sketch should be provided when the mail boxes are not labeled with clearly defined apartment unit numbers or letters, showing the configuration of the mail boxes and indicating the order in which they were listed.  Remember, you should never include proper names in the listing, even when names are clearly marked on the mailboxes.  You may assign a number to each box, but be sure to record the number in the additional information field—not in the apartment field—and label both the sketch and the additional information field “my  #.” See example sketch in Section 12.
Street configuration for a new subdivision
In the event you need to list a new subdivision and are unable to obtain a local map depicting the arrangement of new streets in the area, you should sketch a basic map.  Make sure to clearly label street names.  In addition, it’s important to remember to include an alphabetical suffix to the block number for any new block parts that have been created.  Record the starting point for each block part with a starting X and directional arrow.  Take time to check your map sketch against the listing itself to be sure the listing order matches.  See example sketch in Section 12.
No name roads
It may be easier to show a cluster of homes along long driveways or “no name” roads by making a simple sketch map separate from the block map.  Remember to record a note on the map as a reference, such as “see sketch of Lines ## - ##” at the approximate location on the block map as well.  See example sketch in Section 12.
Mobile Home/Trailer parks
Small mobile home or trailer parks are sometimes composed of small clusters of HUs surrounded by unnamed streets or lanes.  Creating a sketch map of the area can help you determine how to list the park.  Remember to indicate directional arrows to show in what order the HUs were listed.  

8.  Listing the Segment TC "8.  Listing the Segment" \f C \l "1" 
Listing is an exact record of all HUs, both occupied and unoccupied, that are located in predefined census geographical area boundaries (census blocks).  

What Listers Do
Contact local authorities;
Scout the segment blocks;
Update boundaries, streets, and HU locations on Segment Maps;
List HUs in all blocks (and block-parts) belonging to a segment;
Provide accurate information on each listed HU;
Provide accurate information in the segment observation.
Segment Note Review TC "Segment Note Review" \f C \l "2" 
Sometimes a special note is included with a segment assignment.  For example, a segment may have unusual exterior boundaries or may need to be counted before being listed.  Occasionally the Census definition for a block isn’t practical for listing purposes.  The special note may indicate that two or more blocks have been combined to simplify the listing process, based on the exterior boundaries of the blocks.  

Carefully review any special note included with a segment before going into the field to list.  These notes are designed to alert you in advance of possible complications you may encounter and help you to plan ahead.  

Contacting Local Authorities TC "Contacting Local Authorities" \f C \l "2"  

As part of your listing materials, you will be provided with a letter and a form to deliver to the local Police Station, the Better Business Bureau, the Chamber of Commerce, or some other local authority alerting them to our presence in their area.

As a courtesy and to facilitate cooperation, we inform local authorities of our activities in their area in order to provide them with information in case local residents call them during our listing work.  

This step is important to do before you begin your listing activities.  The letter to the local authorities defines the purpose for our listing efforts.  You should leave a copy of the letter with the local authority and keep a copy for yourself.  You can use the copy to assure local residents who may have questions regarding your listing activities in the field.

It is recommended you suggest to the local authority contact person that she file the letter under “University of Michigan” rather than “ISR” as the acronym is easily confused with “IRS.”  

Use the visit not only to explain what is being done but also to gather information about the location of civil boundaries (county, parish, township or state lines), the condition of the roads (bridges or levees in need of repair or being repaired, roads needing a 4-wheel drive vehicle, etc.), the best routes to take, and HUs in remote areas that could be easily missed.

Scouting the Segment TC "Scouting the Segment" \f C \l "2" 
Make a complete circuit of your segment blocks once before you begin listing to get a feel for the area.  Ideally, you should travel around each block in the segment beginning at the starting X indicated on the block map, following the clockwise listing direction protocol in block number order (lowest to highest block number).  You should use this opportunity to review the Segment Observation questions as well.

Obtain commercial maps if it will help you find the assigned blocks and to confirm or correct boundaries. Although the maps provided are Census-derived, they may sometimes be hard to read. If the cost of a commercial map is more than $5.00, consult with your Team Leader or Production Manager before purchasing. Some suggested sources for maps are motor clubs like AAA, gas stations, real estate offices, city hall (highway engineering or planning department), housing development or rental offices (plat maps), bookstores or newsstands.

Estimated Number of HUs TC "Estimated Number of HUs" \f C \l "2" 
The “Estimated Number of HUs” is based on census block data.  The HU estimate is also sometimes referred to as the “expected Measure of Size” (MOS).  The total number of HUs expected in a segment is provided to give you an idea of how many HUs should be found in the segment as a whole.  

Keep this total in mind when you are scouting the block for the first time.  If it appears that there are twice as many HUs or fewer than half as many HUs as expected by the census count, look for indicators that may explain the discrepancy.  Signs to look for:

· Does it appear that a new apartment complex or subdivision has been built recently?  

· Are there indications that HUs have been demolished in the recent past?  

· Have older homes been converted to other uses?  
If you find that there appear to be more than 200 HUs in the segment and there is not a Special Counting Note already included with the segment materials, you should call the Sampling Group before proceeding any further.  Alternatively, if there are far fewer HUs (less then half the expected estimate), Sampling should be contacted and made aware of the situation as well.  

Generally, if new housing construction has increased the total number of HUs located in a segment to over 200, you will be asked to provide a HU count of the segment blocks before listing.  
Listing Protocol TC "Listing Protocol" \f C \l "2" 
Each line (or row) in the listing should represent a single HU.  Always include a structural description of HUs that don’t have a visible address number. 

In an effort to make segment listings consistent across all areas of the country, the following listing protocols have been developed:    
1.
Always begin by listing the lowest numbered block or block-part first.  Work systematically around the segment, listing each block in numerical order from lowest to highest block number.
2.
Start listing HUs for each block beginning at the red starting “X” and following the directional arrow indicated on the Block Map.  

3.
List looking “over your right shoulder” and record each HU address as it is approached.

4.
Walk around the block in a clockwise direction making a complete circuit until reaching the original starting point.
5.
List only HUs that are inside the selected (shaded) segment block boundary. 

6.
Always list empty, boarded up, burned or abandoned HUs unless the HU is posted for demolition.  

7.
List on foot whenever possible when you are working in urban and suburban areas.
General Rules TC "General Rules" \f C \l "2" 
Abandoned, boarded up, burnt out, and vacant HUs should always be included in the listing unless the structure is posted for demolition (which is very rare).  Often structures in this condition will have to be listed as “NO#.”  Be sure to include a note in the additional information field when describing the structure that it is “boarded up” or “abandoned.”
Apartment complexes:  In some apartment complexes, it can be confusing to figure out how to list each building in the proper listing order.  As long as the building addresses outside and the apartment numbers inside are clearly visible, you may list the complex in address number (from lowest to highest) and apartment number (lowest to highest) order, rather than weaving around and through the buildings and parking lots.  Be sure to count the number of buildings and double check the listing to make sure everything has been included.  
Always record the apartment complex name in the additional information field.  Obtain a plat map if one is available or create a sketch map to outline building locations if you feel that will be useful for future reference.   

When you are listing apartments, start with the lowest floor, including all apartments on that floor before moving on to the floor above.  It is not necessary to include “Apt” or “#” in the address.  Simply record the apartment number in the Apt/Lot column.  
Locked buildings and gated communities:  It is very important to include a detailed note in the Segment Observation if apartment buildings are locked or there is a gated entrance to an apartment complex or subdivision.  Be sure to get the complex or community name, the name of a contact person such as the manager, and a phone number.  Obtain a plat map if one is available.  Describe the situation in detail to help facilitate access to the area later.  For example, “gated complex that is open daily to the public between 8 a.m. and 7 p.m.” is useful information to record.  
New construction:  If you need to list a brand new subdivision where the houses are completed or near completion but address numbers have not been posted, there are a few things you can try.  First, see if there is a plat map available in the rental or real estate office on-site.  Another possibility is checking near the entrance of the subdivision.  Sometimes there will be a box located near the posted building permits that includes a list of the address numbers the post office has already assigned (to review only, do not remove it).  Lastly, if the list isn’t available, list the HUs by the site or lot number posted on each property.  In this last instance, you should sketch the layout of streets and record the line number for each HU on the map sketch.  

Trailer parks:  When listing a trailer park, you need to determine which trailer sites are for permanent residents and which are for temporary units by checking with the rental or management office.  Always list the permanent sites whether there is currently a trailer on the site or not.  When listing unoccupied permanent sites, include a note in the additional information column to indicate “empty pad” or “unoccupied site.”  

Be aware that trailer parks will sometimes have internally named streets but the actual address for each trailer is one main address followed by the Lot number.  If you discover a similar situation, use the example below as a guide. 

	Block
	NM
	Line_No
	Street_No
	Street Name
	Apt/Lot
	Additional Information

	3432
	
	1
	5678
	Ecorse Hwy, Lot
	16
	16 Apple Ln Happy Trlr Pk

	3432
	
	2
	5678
	Ecorse Hwy, Lot
	15
	15 Apple Ln Happy Trlr Pk

	3432
	
	3
	5678
	Ecorse Hwy, Lot
	14
	14 Apple Ln Happy Trlr Pk

	3432
	
	4
	5678
	Ecorse Hwy, Lot
	23
	23 Elm St Happy Trlr Pk

	3432
	
	5
	5678
	Ecorse Hwy, Lot
	24
	24 Elm St Happy Trlr Pk


Note:  The word “Lot” should be added to the end of the street name column and the Lot number itself should go in the Apartment Number column.  

Under construction:  The general rule is that a HU should be listed if it has a roof (shingled or not).  However, “general rule” means that sometimes you need to make a judgment call.  Construction can go very quickly nowadays and you may obtain information from the management or construction office that indicates that HUs will be completed before the study goes into production.  Err on the side of including housing under construction.  Always include a “UC” note in the additional information column for “under construction.”   
Finally, when in doubt, list the structure and check with the Sampling Group. It is safer to list these doubtful HUs now since they can always be dropped later. Examples of special cases to list are empty trailer spaces in year-round parks, trailers in seasonal parks if there is any doubt about the seasonality, year-round houseboat spaces, and HUs visibly under construction.  For more information, see Section 11 “Types of Living Quarters Defined.”

Listing Format TC "Listing Format" \f C \l "2"  

The listing fields discussed next are organized in order from left to right as they appear in the segment listing.  See Section 12 for an example.  
Block Number:  Always list in block number order from lowest to highest block number in the segment.  Be sure to change the block number when you begin listing a new block.  Include the block part alphabetical suffix whenever a block has been counted and subselected.  
Line Number:  The line number is extremely important because it indicates the location of the HU in context with the rest of the listing.  Every HU will be assigned a line number as it is recorded during the listing process. 

The first housing unit recorded in every listing begins at Line Number 1 with the subsequent HUs encountered being numbered consecutively 2, 3, 4 and so on through all of the blocks to the last HU found in the segment.  Line numbers are automatically assigned in the electronic listing program.  However, if you are listing with paper and pencil, make sure there are no gaps, blanks, or repeated line numbers.  Be certain that the listing is sequentially numbered through all of the blocks within that segment.  Be careful when beginning a new page that you don’t skip or repeat a line number from the previous page.

Label the approximate location of NO# HUs and difficult-to-find HUs on the block map using the line number as the HU identifier.  

Street Number: The street address number should be complete.  If numbers are missing or not visible from the street, the HU should be listed as NO# in this column.  A partial address can be noted in the Additional Information field (Ex: 123?8).  
Record the approximate location of all NO# HUs and out-of-the-way or hidden HUs on the Block Map by the Listing Line Number assigned to the HU.  A unique description of the HU in question should be recorded in the additional information field.  By “unique” we mean to describe aspects of the structure that generally don’t change over time.  Examples of HU types, roof, window, dormer and chimney styles and key words are provided to assist you in describing a HU uniquely and clearly.  

Watch for address numbering inconsistencies along a stretch of road.  If you see both odd and even numbers along a street, you should include a note in the segment observations confirming the strange numbering sequence.  EX:  “HUs have both odd and even address #’s on same side of Beck St in Block 2003.”

Non mailable flag (NM): 

This is a single character field used to flag addresses that cannot get mail because the address is not complete or it’s not unique (there is more than one line listed in the segment with the same address).  

The following address types are considered non-mailable.
· No visible address number (NO#)
· No visible apartment number for multi-unit structures
· 911 Emergency #’s (you should include the 911 number in the additional information field). 

Emergency 911 Number systems have been implemented in many parts of the country, especially in rural areas.  A number is posted in front of the HU to assist emergency personnel in locating homes quickly.  These numbers are also being used as legitimate mailing addresses in some areas.  If 911 numbers are also being used as mailing address numbers in the area you are listing, you may record them in the street number field.  However, please include a note in the segment observation describing the situation.

Rural Route numbers and Post Office Box numbers cannot be used in the listing because they don’t indicate the actual physical address of a HU.  If you determine that a segment area only uses a PO Box number for mail delivery, include a note in the segment observation explaining the information you have gathered and include the listing line numbers involved.  Be sure to flag the non-mailable (NM) field for those lines.  

Below is an example of what non-mailable (NM) addresses might look like in the listing:

	Block
	NM
	Line_No
	Street_No
	Street Name
	Apt/Lot
	Additional Information

	3003
	X
	1
	NO#
	FIRST AVE
	
	COLONIAL BAY WIN GAR R

	3003
	
	2
	654
	FIRST AVE
	
	

	3003
	X
	3
	1233
	WILSON ST
	
	MAIN HSE CAPE COD SHED DORMER

	3003
	X
	4
	1233
	WILSON ST
	
	ABV GAR

	3003
	
	5
	1241
	WILSON ST
	
	

	3004
	X
	6
	NO#
	WILLOW HWY
	
	911# is 3870 MB SAYS 46?87


The non-mailable (NM) field should always be flagged for all “NO#” addresses.  

If a line is not a unique listing address (i.e., an adjacent line has the same address and description so that there is nothing for the Post Office to distinguish one from the other), flag that line as NM (not mailable).  For instance, you may discover more than one apartment in a house or building that does not provide unique apartment numbers.  You need to describe the location within the HU in the Additional Information Column of the listing sheet.  List the units from lowest to highest location within the structure.  For example: 

	Block
	NM
	Line_No
	Street_No
	Street Name
	Apt/Lot
	Additional Information

	1045B
	X
	127
	432
	MAIN ST
	
	BSMT

	1045B
	X
	128
	432
	MAIN ST
	
	1ST FL FRT 

	1045B
	X
	129
	432
	MAIN ST
	
	1ST FL REAR

	1045B
	X
	130
	432
	MAIN ST
	
	2ND FL 

	1045B
	X
	131
	432
	MAIN ST
	
	3RD FL


If you cannot get into a locked building, make a sketch map of the mailboxes visible and label them:


	Block
	NM
	Line_No
	Street_No
	Street Name
	Apt/Lot
	Additional Information

	4516
	X
	64
	87465
	MAIN ST
	
	MB 1-my #-see sketch

	4516
	X
	65
	87465
	MAIN ST
	
	MB 2-my #-see sketch

	4516
	X
	66
	87465
	MAIN ST
	
	MB 3-my #-see sketch


Street Name:  Check the spelling of street names on sign posts against the street names given on the segment maps. Are the street names accurate?  Make corrections to the maps when necessary.
Include the proper street extension when listing.  Always abbreviate the street suffix. Do not include punctuation such as commas or periods.

Street Suffix:

Use:



Street Suffix:

Use:

Avenue


AVE (not AV)


Parkway

PKWY

Boulevard


BLVD



Place


PL

County Road

CO RD



Road


RD

Court


CT



Square


SQ

Drive


DR



Street


ST

Highway


HWY



Trail


TRL

Lane


LN

Also, abbreviate directional indicators whenever possible:

Northeast = NE

Southeast = SE

Northwest = NW

Southwest = SW

Apartment Number: This field should be used for apartment or trailer lot numbers only. 

Additional Information: This field is used to record descriptive information to facilitate the location of individual HUs in context with the listing as a whole.  Some examples are: 

Describe NO# HUs with aspects of the structure that generally don’t change over time, such as the style of the architecture, the location of windows and chimneys, etc.  In addition to the unique HU description, remember to draw a small box shape and label it with the line number on the segment map to pinpoint the location of NO# HUs.

Line number ranges may be recorded on the map for multiple HUs.
RR numbers and emergency 911 service numbers may be entered on the additional information column if they are visible from the road.

Keep in mind that descriptions such as “Left of 3245” or “Blue HU” do not qualify as unique HU descriptions.  In the first instance, 3245 may be demolished or a new HU may be built between the existing structures.  In the second example, the blue house could be painted a different color or siding added at any time in the future.  

Directions to hidden HUs.  Always provide descriptions for locating hidden HUs such as apartments located above or behind small businesses, such as “Apt over restaurant” or “garage apt behind line ##.”  Include directions for HUs that cannot be clearly seen from the street such as “down long driveway” or “hidden by trees.”  
Apartment complex, subdivision and mobile home/ trailer park names should always be included in the Additional Information field.

Locked buildings.  Include a “LOCKED” note for each line associated with a locked building.

Map references.  Notes that refer to sketch maps that have been created or to apartment complex or subdivision plat maps that have been obtained while in the field should also be included in the additional information field.

Remember that to maintain confidentiality for potential respondents, proper names are not allowed in the listing.  Avoid recording information such as “mailbox says Jones Family” or “John Wilson at apt buzzer A.”

Checking the Completed Listing TC "Checking The Completed Listing" \f C \l "2"  

Once you have completed a listing, take time to check your work carefully. 

Review the listed addresses against the block map for each block in the segment.  Beginning at the starting “X” and proceeding clockwise around each block, confirm that there are HUs listed for every street in the block or that “NO HUs” has been noted along the proper block face on the map.  

If the starting “X” was moved to list a block more efficiently, be sure that there is an explanation, and the starting “X” and directional arrow are corrected on the map.

Confirm that there is only one HU per listed line and that listing lines are used only for HUs.  Commercial or public buildings such as churches, schools, or businesses should be recorded only in the segment observations or noted on the map(s).

Make certain that all NO# HUs are uniquely described in the additional information column.  Make sure the NO# HU location is noted on the map by line number.  

Review the Segment Observations and make sure they are complete.  Confirm that information about locked building, seasonal accessibility and safety issues are noted in detail.  
9.  Counting the Segment TC "9.  Counting the Segment" \f C \l "1" 








Counting is the procedure used to obtain an estimate of the total number of HUs located in an oversized block.  A count is undertaken to facilitate efficient and cost effective use of your time as a lister.  The data you provide from the count enables the Sampling Group to do a “sub-selection” of the segment.  A sub-selection means that a subgroup of blocks or block parts are randomly chosen to represent the segment as a whole. Once the selection is made, you will be required to actively list only that selected part of the segment.  
Although counting should be accurate, it need not be exact.  By the same token, it should not be a surprise if the actual number of HUs found in a block selected for listing (after using the counting procedure) differs slightly from the number you counted.

A block is considered to be oversized if it covers a large area geographically and/or is expected to have a very large number of HUs (over 200), based on the estimated census count.  These cases can be anticipated by Sampling when preparing the listing files and will be accompanied by a “Special Counting Note.”

On occasion, a very large number (over 200) of HUs, not anticipated in the estimated total, are discovered during listing.  The lister will similarly complete the counting procedure in these situations.
Counting Procedure


Scout the segment blocks.

Update boundaries on Block and Detail Maps.

Count the number of HUs in all of the segment blocks.

Look for a good and unambiguous way to divide the segment blocks.

Consult by phone with Sampling about dividing the block into parts. 

Record all new block parts on the maps

List the block or block parts that are selected for actual listing by Sampling. 

Scout the Segment Blocks

Always scout your segment before beginning a count.  Drive completely around each block in the segment and make notes about what you see.  Is the housing very dense along a particular block boundary?  Is there a large apartment building or complex that you may need to consider dividing into sections?  Is there a corner to corner boundary in a block face or did you find an entire block that had no HUs at all?  Making notes will serve as a guide for when you begin counting the segment blocks.  

Update Boundaries

Remember that recording details is very important.  Make sure that your counting notes clearly define the boundaries for each cluster of HUs you have recorded whether the count is from corner to corner along a block face or the count encompasses an entire block.  In addition, make sure you make note of each block face that had no HU at all.  Sampling needs to ensure that you have accounted for the entire segment area.  

Counting Segment Blocks

To count a segment, start in the lowest block number, beginning at the red starting X indicated on the Block Map.  Proceed around the block exactly as if you were going to list.  However, instead of listing each housing unit, simply count the HUs located within the block boundary and record the total on the Counting Form (or on your map).  Make sure you count and record information for all of the blocks in the segment.  There will be instances where a block does not contain any HUs.  It is important to remember to make note of those “zero blocks” also.  

· Residential Neighborhoods.  Generally, it is most efficient to record the total number of HUs you find on each block face as you travel around the block.  Record the number of HUs for each street directly on the map itself or use the Counting Form.  

· Apartment Buildings.  If you find that you are counting in a large apartment building, make note of the building address, the number of floors and the number of apartments on each floor.  It is possible that only a portion of the building will be selected for listing.  

· Apartment Complexes.  If you find that you will be counting in a large apartment complex, check with the rental or management office and obtain a plat map of the complex layout.  Make notes to indicate if there seems to be a logical way to divide the complex into two or more sections based on the clustering of the buildings or driveways running through the complex.

· Planned Communities/Subdivisions .  Check with the management or realty office and obtain a plat map of the complex layout.  It may be necessary to create a sketch map to use as a reference.  
Look for Way to Divide Segment into Block Parts

In rural areas look for new roads, rivers, streams or drainage ditches that might help divide the block into parts.  If you discover new streets, ask yourself if they create a clearly defined block part (surrounded by visible features on all sides).
In urban and suburban areas look for subdivision developments, apartment buildings, and trailer parks that could be made into separate block-parts. Note any cemeteries, golf clubs, school grounds, and parks that might help divide the block into parts.

Recording the Segment Count and Communicating with the Sampling Group
Sampling staff fill out a Counting Form (see page 26 for an example) when you call in with the block counts.  You may request blank Counting Forms to help you keep track of your block counts if you would like, but you have the option to simply make notations on the block map or scrap paper if that works for you.  Either method is fine as long as the information is complete before you contact Sampling staff with your count.  As you gain experience with this procedure, you will find a method you feel comfortable with.  

Once you have counted all the blocks in the segment you should call the Sampling Group to pass on the information from the Count.  Sampling will use this information to determine which blocks or block parts are to be listed. Sampling’s phone number is (734)647-5678; ask for Kat Donahue. Office hours are 9:00a.m. - 5:00p.m. EST, Monday - Friday.
Read the information from the Counting Form or from your map notes to Sampling and explain unclear boundaries or other unusual situations in the block (e.g., impassable roads, seasonal or transient housing, and new streets).

Listing the Blocks Selected by Sampling

Be aware that the area you are asked to list may be somewhat different from the way you counted the segment.  For instance, on the example form below, the Meadows Apartments were counted all together as one part.  However, Sampling may decide to split the apartment complex and ask you to list only the apartments in Buildings C and D as Block Part 3004C.  

You will be informed exactly which blocks and/or block parts have been selected for listing.  Then you may proceed to list the selected part of the segment just as you would a typical segment. 

Example of Lister Counting Form 
SRO/SRC COUNTING FORM

	PSU 130 Segment 102

Segment Label
	Ima Lister

876543

Lister’s Label


Counters Phone #: (for sampling use)

  
Date:   Oct__/_14__/_2005_

Expected (Census) HUs: ___265___

 
Number of HUs Counted: ___333__

R. N. (for sampling use)
Selected Part(s) _Make note of selected blocks here___

	Part #
	# HUs
	Part Description, Special Notes, etc.
	Cumulative Total
	Selected Part(s) 

	3004A
	100
	The Meadows:  4 locked bldgs 25 ea

Bldgs A, B, C D (all on Dover St)
	100
	

	
	
	Apt#’s:   A101-125, B101-125, C101-125, D101-125.  Have mgmt info.
	
	

	3004B
	30
	Twilight Retirement Home (Crest St) 30 is senior apts.  Other 55 units are assisted living or nursing home (not counted).  No HUs in remainder of blk
	130
	

	3005
	0
	No HUs – all commercial
	
	

	3006
	88
	Crest St (31) and Jones Ave (17), Ann Blvd (0), new street Ann Ct (16) Oxford Hwy (24)
	218
	

	3007
	115
	Starting X through Wilson Trl (53);

Ginger St though Elm Ct (both sides) (33); Oxford Hwy after Elm Ct back to X (29)
	333
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


When you have completed the first three columns of this form, call SRO Sampling:

Kat  Donahue 734-647-5678    





Revised 12/04 katd@isr.umich.edu
10.  Updating the Segment TC "10.  Updating the Segment" \f C \l "1"  

Updating is the process of evaluating lists of HU addresses for accuracy and completeness.  There are two kinds of updating that can be undertaken in an effort to obtain an accurate representation of HUs in a segment.  

Different methods of updating are used depending on whether the list is fresh (never used) or whether the task is done after sample selection. 

List Updating (Type I)

Type I Updating is undertaken by staff sent into the field specifically for the purpose of updating existing lists of addresses, making changes or corrections prior to the study field period.  A review of the entire segment listing area is undertaken to look for missed HUs, corrections for existing HUs and for listed HUs that no longer exist or that are no longer used as HUs.  This may also be referred to as an update-type listing.  The lists usually come from two sources:
1.  Lists of addresses recently purchased from a commercial vendor or a listed segment that has never been used for a sample; 
2.  Addresses previously listed for a segment used in an earlier sample.
Half Open Interval - Selected Sample Updating (Type II)
The Half Open Interval, also referred to as Type II Updating, is initiated only for selected sample lines and/or missed HUs that are adjacent to a selected sample line.  This process will be discussed later in this section.  
Fresh List Updating (Type I):  Lists of addresses recently purchased from a commercial vendor or listed segments that have never been used in a sample TC "Fresh List Updating (Type I):  Lists of addresses recently purchased from a commercial vendor or a listed segments that have never been used in a sample" \f C \l "2" 
Updating “fresh” or unused segment listings is the most common Type I Updating task.  For these never-before sampled lists, you will update the listing directly as you work in the field.

Updating is carried out on these fresh segments because address lists obtained from commercial vendors are sometimes incomplete and listed segments that have not yet been used for a sample yet can become outdated.  In both examples, it is possible that an HU has been torn down or converted from residential to office or retail space.  Additionally, new HUs may have been constructed after the list was compiled.  
The process for List Updating is very similar to listing “from scratch.” You will have a list of addresses to confirm rather than recording the addresses.  As always, you should scout the segment area first.  In the case of listed segments, verify that the notes already recorded on the maps are still relevant.

You should travel around the segment in order by block number, beginning at the X indicated on the block map, as if you were listing the segment for the first time.  As you travel around each block, looking over your right shoulder, you will confirm the HUs on the address listing provided.  You should make corrections to the listing if you find any discrepancies between the list and what you are seeing in the field.  
Remember that the listing should always retain the block number order, clockwise direction, and the line numbers should reflect actual physical location of each HU in the listing order.

There are three main tasks to carry out during the updating process, adding, deleting and correcting error about HUs on the listings.

· You will add HUs that were either missed at the time of listing or constructed since the listing was made. It is important to remember that when you add a HU to the listing, it should be inserted into the proper place in the listing in order to accurately reflect its location relative to the HUs situated on either side.  Always review the listing before adding a line.  Confirm the address number of the HUs located on either side of the “new” HU to make sure that it really is missing from the list.  
· In addition, you will delete HUs that no longer exist.  When you are updating a fresh segment or commercial address list, the non-HU address can simply be deleted from the list.  Addresses that should be deleted will be either listed HUs that have been converted to public or commercial use or HUs that have been demolished.  

· Finally, you will also correct errors in the listed HU address information when the address number, the street name, apartment number or the unique description of the HU is incorrect.  

Once the update is complete, the assigned line numbers need to be corrected so that the line numbering is sequential throughout the listing, without any gaps or duplicates.  The electronic listing program will do this for you automatically.  Renumbering the listing lines will be an additional task only if you are working with paper and pencil lists.   
Correcting the Listing

The most common updating corrections tend to be typographical errors.  You should revise the listing to reflect the reality found in the field.  Below are some examples of what to look for when you are Type I updating.

· Address numbers may be transposed (3547 Main St should be 3574) or a HU that was originally listed as a NO# now has an address number posted over the front door.  Always take time to confirm the address numbers of the HUs that appear on either side of the HU listing you need to modify.  The additional information description for the NO# HU in the listing should match the house as well.  Then, you can replace the NO# for the street address with the actual address number in the listing.  
· If the listing shows the address number for a HU but the number is not visible from the street, leave the address number on the listing.  Make a note in the additional information column to indicate that the address number is not visible and describe the structure.  

· Block numbers should be confirmed for every listed HU.  Occasionally, you will discover that a HU was listed under the wrong block in the listing.  This problem will usually be found at the very end of the segment block or the beginning of the next block.  

· Street names should be reviewed to make sure they are spelled correctly, that directional indicators (N, SW, etc.) are included in the street name and that the street suffix is included and correct (Ave, Hwy, Ln, St).  
Used List Updating (Type 1):  Updating segments used for previous samples TC "Used List Updating (Type 1):  Updating segments used for previous samples" \f C \l "2" 
Sometimes listings are used for multiple waves of a study or for several studies.  It is expected that changes will have occurred over time and those changes should be reflected in the segment listing before new lines can be sampled from the segment. 

You can always tell whether a segment has been sampled previously because an extra column will appear in the listing that indicates the lines that have been previously sampled.  Any line that shows a three digit number in that field means that line was sampled before.  If the field is blank, then the line has not yet been selected for a study.  

As mentioned earlier, line numbers in fresh sample can be changed once the update is complete, but always before a sample is selected.  However, once a segment has been sampled the first time, the line number assigned to each HU is never changed again.  That initial line number assignment is referred to as the Master Line Number (ML#).  
It is necessary to retain the Master Line Number assignment for several reasons.  First, No# HUs and hidden HUs are referenced by line number on the segment map(s) and line numbers are sometimes mentioned in the segment observation.  If the line numbers were allowed to change, the maps would not point to the proper HUs any longer and lister notes would not make sense.  Secondly, lines that are selected over time must remain in the listing to maintain sample information for previous samples.  

When a previously sampled listing is updated with missed or new HUs, fractional line numbers are assigned by the Sampling Group when the updates come back from the field.  Using this system allows for new HUs to be added into Master Line Numbering sequence in the proper location within the listing and provides a means for sorting the listing by line number to keep the addresses in the correct listing order.  
Another difference between fresh and used listing updates is that a unique Study Line Number is assigned each time a listing is used for a new project.  While in a fresh listing the Study Line and Master Line Numbers will match exactly, the Study Line Number for added fractional Master Lines eliminates the appearance of fractional line numbers in the listing. 

In the example below you can see that two HUs have been added between Master Line Numbers 2 and 3 and the Study Line Number has been updated to eliminate the fractional indicators (2.10 and 2.20) for the added lines.  
	Block
	Master Line# 


	NM
	Study Line# 
	HU Address
	Apt
	Additional Information


	1001
	001.000
	
	001
	123 MAIN ST
	
	

	1001
	002.000
	
	002
	125 MAIN ST
	
	

	1001
	002.100 (added)
	
	003
	131 MAIN ST
	A
	NEW DUPLEX

	1001
	002.200 (added)
	
	004
	131 MAIN ST
	B
	NEW DUPLEX

	1001
	003.000 
	
	005
	135 MAIN ST
	
	

	1001
	004.000
	
	006
	139 MAIN ST
	
	


Occasionally when a used segment is being updated you will discover that an apartment complex has been refurbished or changed hands.  Sometimes that means the apartment numbering system has also been changed.  Be sure to consult with the manager or leasing office when this happens.  It is very important to match the new unit number exactly to the old unit number so that previously sampled HUs will not be selected again.  Always retain the old apartment number by moving it into the additional information field with a note as shown in the example below.

	Block
	NM
	Line_No
	Street_No
	Street Name
	Apt/Lot
	Additional Information

	5067
	
	56
	43207
	SUNFLOWER DR
	101
	WAS APT 1A – SUNSHINE APTS

	5067
	
	57
	43207
	SUNFLOWER DR
	102
	WAS APT 1B – SUNSHINE APTS

	5067
	
	58
	43207
	SUNFLOWER DR
	103
	WAS APT 1C – SUNSHINE APTS

	5067
	
	59
	43207
	SUNFLOWER DR
	201
	WAS APT 2A – SUNSHINE APTS

	5067
	
	60
	43207
	SUNFLOWER DR
	202
	WAS APT 2B – SUNSHINE APTS


SLIPs  

SLIP stands for “Segment Listing Isn’t Proper.”  A listed line is SLIPped rather than deleted from the listing when the segment has already been sampled for previous studies.  The address line will be flagged as a SLIP but not removed from the listing to retain the original listing order.  Any line that is SLIPped is coded by Sampling so that it will not be selected in future samples.  
Always be sure to review the listing against the situation you find in the field carefully and check the existing HUs on each side of the address in question before you decide to SLIP a line from the listing.

A line should be SLIPped from a segment listing if the HU has been converted from housing to retail or commercial use or when an HU has been demolished or destroyed by fire or a natural disaster.  If an entire apartment building or buildings have been demolished, make sure you SLIP all of the units from the listing.

How to SLIP an HU  

The process for SLIPping an HU can be accomplished by following these three steps:

1.  Flag the Non mailable (NM) column for that address.

2.  Add the word SLIP to the end of the Street Name Column.

3.  Include a note in the additional Information Column (“HU demolished” or “HU doesn’t exist”).
Half Open Interval:  Selected Sample Updating (Type II) TC "Half Open Interval:  Selected Sample Updating (Type II)" \f C \l "2" 
The Half Open Interval, sometimes referred to as Selected Sample or Type II Updating, is undertaken after the segment sample lines have been selected, during the interviewing field period.  This type of update is only reported for selected sample lines and is usually discovered when the selected address is approached for screening.  Half Open Interval updating is done using the same steps whether the listing was used for previous studies or if it is a previously unused or purchased commercial address listing.  

The Half Open Interval calls for you to inspect the area between the selected HU in the listing and the next listed line to search for any omitted HUs.  The most common example would be “hidden” HUs—apartments located inside a listed structure that weren’t visible from the street or a garage that was converted into an apartment.  Some other examples are:

· A newly constructed HU located after a selected line but before the next listed line.  
· HUs located before the first listed HU in a block or a HU located after the last listed HU in a block.
· HUs discovered after the last address listed in the segment and first address (Line 001) listed in the segment.

Always review the segment listing to confirm that the HU is not already included.  If the address in question appears in the listing only once and you have discovered that there are between two to four more units at that address, you will need to fill out a Sample Update Form (see example on next page) and the added HUs will be added to the selected sample at that address.  Once the updating form is completed, you should send it as an attachment to your Team Leader or Production Manager.  S/he will review the form and forward it on to the Sampling Group for approval and then new lines will be added to your sample.

If you find five or more units at one address, Sampling will need to randomly select a subset to include in the sample. In this situation, you will need to contact the Sampling Group (and your Team Leader) immediately with a description of the number of units and the apartment/unit numbering scheme.  
When units or apartments are not clearly labeled with a unit number or letter (such as 1, 2, 3 or A, B, C), provide a description of the location of each unit in the structure.  For example:  Basement, 1st Floor Front, 1st Floor Rear, 2nd Floor Right, 2nd Floor Left, etc.
SAMPLE UPDATE—ADDED HOUSING UNITS
ADDED HOUSING UNITS are generally located in HU-structures, thought to have been single-family units at the time of listing.  These will usually be discovered when you go to a listed and selected address (line) for interviewing on a study.  If there are four or fewer HUs sharing the already listed and selected address, all will be included on the study for interviewing.  If there are five or more HUs sharing the selected address, only some will be included.

FR 8-Digit ID: ______________________

Project (3-Digit) Number: _____________
Original SID: _______________________
PSU: ____________

Segment: _________

If there are four or fewer HUs sharing the already listed and selected address, fill in all of the information requested below.

If you have found five or more HUs sharing the selected address, fill in only the address and sample ID information requested in the first row.

	Address or Description of Housing Unit
	Sample ID

	(Already Listed Address and HU1 Location in Structure)
	
                                                                                                         



     1



	(Added HU2 Location in Structure)
	                                                     2



	(Added HU3 Location in Structure)
	                                                     3



	(Added HU4 Location in Structure)


	                                                     4


11.  Housing Units:   SEQ CHAPTER \h \r 1Types of Living Quarters Defined TC "11.  Housing Units:  Types of Living Quarters Defined" \f C \l "1" 
National household samples are designed to represent the housing unit population in the United States, usually exclusive of housing units on military reservations.  For our purposes, living quarters in the United States fall into four general categories: 

· Housing units (HUs); 

· Excluded quarters;
· Special cases within excluded quarters; 

· Unclassified quarters for which there is no obvious classification.
Operational Definition of a Housing Unit (HU)

Housing units are defined by two general criteria: the fact that the living quarters are used separately by their occupants, and by certain physical characteristics of those quarters.  

A housing unit is a room or group of rooms, occupied or vacant, and intended for

occupancy as separate living quarters. In practice, living quarters are considered

separate and therefore a housing unit when the occupants live and eat apart
from any other group in the building and there is direct access from the outside

or through a common hall.

Occupants Live and Eat Apart

Occupants are considered to be living apart from any other group in the building when they own or rent different living quarters. They are considered to be eating apart when they provide and prepare their own food or have complete freedom to choose when and where they eat and do not have to pay a fee for meals whether or not the meals are eaten. 

A housing unit may be occupied by an individual, by a single family or by two or more family units. If a single building is occupied by persons or groups of people who live and eat apart from each other, the living quarters of each person or group are to be evaluated in accordance with the housing unit criteria of direct access.

Direct Access

Living quarters have direct access if there is either an entrance directly from

outside of the building or directly from a common hall, lobby, or vestibule used by the occupants of more than one unit or by the general public. Access is not direct if, as the only means of access to the unit, the occupants must pass through another person's living quarters.

Examples
Most types of living quarters that meet the housing unit definition are easily identifiable: single family houses, townhouses, duplexes, apartments, trailers, and mobile homes.  A comprehensive list is provided in the list below.  

What to List

· Single family houses
· Duplexes

· Row houses, Town houses and Flats

· Apartments (garden type, high-rise, over commercial structures)

· University run student apartments

· Mobile home, motor homes (on permanent sites) and trailers 

· Vacant lots in year round trailer parks

· New construction – the structure has a roof 

· Abandoned and boarded up housing units 

· Retirement communities when the residents live and eat separately
· Resident manager apartments located in motels and hotels

· Resident staff member apartments located inside institutions

· Non-cloistered residences for monks or nuns

What Not to List

· Assisted living when the residents pay a fee for meals
· Bunkhouses

· Cabins, trailers and tents for migratory or seasonal workers

· Flop-houses

· Military barracks

· Non-staff rooms in YMCAs

· Patient rooms in hospitals, nursing homes, rest homes, mental health facilities

· Rooms for prisoners

· Rooms for nuns or monks in cloistered convents or monasteries

· Shelters (Salvation Army, city or county)

· Spaces in seasonal trailers parks and marinas

· Structures containing five or more units under one management when more than half of the units are intended for people who pay by the day or stay less than 30 days. 

· Student dorms in school, colleges, fraternities, and sororities

· Abandoned and boarded up housing units posted for demolition.

Excluded Quarters

Institutional:  The institutional quarters which are to be excluded are those occupied or intended for occupancy by the persons for whom the facility is operated.  Among these are: 
· patient quarters in hospitals 
· rest homes or nursing homes
· quarters for the religious in cloistered convents or monasteries

· student dormitories in schools or colleges
· fraternities or sororities
· inmates' quarters in mental or penal institutions.
Transient or Seasonal:  Transient or seasonal quarters are to be excluded if there are five or more units (whether beds, rooms, suites, cabins, trailers, tent or trailer sites, or boat moorings) operated under a single management and the living quarters are either transient, that is, more than 50 percent of the units are normally occupied or intended for occupancy by persons who usually stay less than 30 days or who pay at a daily rate; or seasonal, that is, the facility is closed during at least one season of the year.  Transient or seasonal quarters to be excluded are:

· non-staff accommodations in missions, flop houses, or Salvation Army shelters 

· accommodations for guests in transient hotels, motels, Ys, residential clubs, or resort establishments
· vacation accommodations in campgrounds, transient trailer parks or marinas 
· bunkhouses, cabins, trailers or tents for migratory or seasonal workers
Exceptions Within Excluded Quarters 
In facilities containing excluded institutional, transient, or seasonal quarters, check carefully for any living quarters which are occupied or intended for occupancy by resident owners or employees and their families.  Staff quarters which meet the housing unit criteria are to be classified accordingly.  Institutionally operated student housing which meets the housing unit definition, such as married student apartments or trailers, is not to be excluded.

Special Cases That Qualify as Housing Units
Boarding or rooming houses are usually somewhat troublesome to figure out.  A boarding house can have a resident owner or manager, rooms to rent, living quarters, and a boarding fee for meals. A rooming house is a housing unit with rooms to rent and perhaps a resident owner or manager. These rooms can possibly be housing units.

If any occupants in a boarding or rooming house live and eat separately from anyone else in the building and have direct access, their quarters are classified as separate housing units. Any remaining quarters are combined. If the combined quarters contain nine or fewer roomers unrelated to the owner (householder), they are classified as one housing unit. If the combined quarters contain ten or more roomers unrelated to the householder or person in charge, they are not classified as housing units but are excluded as institutional.

Problem Housing Units

No visible address number (NO#):  If you can determine the address number by the address numbers on the HUs located on either side of the HU, record that number in the additional information column with a note.  “This should be 1234 but no address visible.”  Check the curb in front of the HU.  In some areas, the address number is painted on the curb in front of the housing unit.  
Assisted Living Residences:  There are many levels of “assisted living” and it is sometimes difficult to determine whether these should be categorized as institutional or as a housing unit. The resident may have their own apartment and cooking facilities.  However, if the resident pays a fee for meals, whether or not the meals are eaten, do not list it as a housing unit.  Standard nursing homes are not listed, as they are considered institutional housing.  
Apartments in Structures That Used to Be Single Family Homes: One of the biggest sources of missed or overlooked housing units are apartments in structures that were originally single family homes. While these conversions are to be found in most cities and suburbs, they are particularly popular in college towns. Be on the lookout for: 
· Apartment numbers on side or rear entrances; 

· More than one doorbell or apartment numbers on doorbells;
· More than one mailbox and/or apartment numbers on mailboxes; 

· Outside stairways leading to second or third floor entrances; 

· More than one gas or electric meter;
· More cars, parking spaces or garages than one would expect to find.
Other Frequently Missed Housing Units

Although there is a routine procedure for adding missed housing units that are discovered at the time of interviewing, the objective of the listing procedure is to identify all housing units in a segment at the time of listing. Be on the lookout for: 

· Apartments that are above or behind garages or coach houses and  apartments above or behind businesses;
· Houses or apartments that are hidden in alleyways, behind other houses, down “blind” driveways or obscure lanes;
· Isolated houses or groups of houses in remote rural areas;
· Apartments, houses or cottages for caretakers, housemothers, grounds keepers and resident managers;
· When in doubt, ask for help from: a local resident, corner store clerk or owner, postal carrier on the route, neighborhood coffee shop or tavern, gas station clerk or owner, forest ranger, etc.

Locked Apartment Buildings and Gated Communities

The building manager or rental agency will usually provide the information needed for listing.  You need to know the number of floors and how the apartment numbers run on each floor.  Get a plat map of the apartment complex or community layout if you can.  Remember that this is also a good opportunity for public relations: explaining the purpose of the listing will pay off at the time of interviewing.

If a contact person is unavailable or unwilling to help, it is sometimes possible to get the information you need using the U.S. Postal Service website.  This website is especially useful for obtaining the apartment number ranges in locked apartment buildings.  If you can obtain the building street address, then follow these steps:

· Go to:  www.usps.com and click on Find a Zip Code.

· Type in the street address, city and state (include the zip code if you have it) and click the submit button.  

· A list of apartment number ranges should appear.  The list won’t necessarily be in logical order but it will indicate the numbering system for the building to allow you to list complete information for the apartments in the proper order (lowest to highest apartment number).  

Unclassified quarters
Unclassified quarters are living quarters that do not clearly meet the housing unit criteria, yet which are not clearly to be excluded.  For these unconventional situations, a determination may need to be made by Sampling.  Contact your Team Leader or Production Manager immediately.
12.  Illustrations TC "12.  Illustrations" \f C \l "1" 
Example of Abbreviations Used for Listing TC "Example of Abbreviations Used for Listing" \f C \l "2" 
There are also word groupings available (not shown) such as:  Attached-Garage, Carport,  Garage-Right, etc.  
	[image: image1.png]\
@ Bonnet % Gross Gabled




	[image: image2.png]|3 Picture3 Name3 [4 Picture4 Name4 |

P /W T b
;ﬁ Contemporary i Federal

r [
Circle Bay
i
Outside End
r [

| @ Front Gabled Gambrel





	[image: image3.png]f@ Picture 5 Name 5 E Picturc6 Name6 |

o
EE Mubm-m gumhrm

-
[ y— H 1 (ova o

r r \

3 Hagea ror 9 ensars




	[image: image4.png]7| Picture 7 Name 7 8| Picture8 Name 8 |

F r |
B

LLJ o ﬁ“""‘“

ﬁ ] one B Paired Wind

o r :

8 — 3 Sanoon





	[image: image5.png]9 Picture 9

Name 9 {10 Picture 10 Name 10

o

Side gabled

Split Level

‘} Ribbon Winc




	[image: image6.png]11 Pitture 11 Name 11 12 Picture 12 Name 12

= S
‘ﬁ%w gﬁm
i







Examples of Sketch Maps TC "Examples of Sketch Maps" \f C \l "2" 
Sketch of exterior door locations         Sketch of mailboxes in locked lobby
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Sketch of street configuration for            Sketch of “No Name” Road
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Example of Segment Line Listing Screen TC "Example of Segment Line Listing Screen" \f C \l "2"  
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Example of a Segment Area Map TC "Example of a Segment Area Map" \f C \l "2" 
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Example of a Segment Block Map TC "Example of a Segment Block Map" \f C \l "2" 
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Example of Listing Notes Added to a Block Map TC "Example of Listing Notes Added to a Block Map" \f C \l "2" 
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