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Topic 1. Purpose and Sponsor

Primary Purpose The primary purpose of the National Crime Victimization
Survey (NCVS) is to obtain, from respondents who are
12 years of age and older, an accurate and up-to-date
measure of the amount and kinds of crime committed
during a specific six-month reference period. The NCVS
also collects detailed information about specific incidents
of criminal victimization that the respondent reports for the
six-month reference period.

Secondary Purpose The NCVS also serves as a vehicle for obtaining
supplemental data on crime and the criminal justice system,
including:

¢ Attitudes toward crime and police officers, and
¢ Crime incidents in our schools.

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

Survey Sponsor The NCVS is sponsored by the Bureau of Justice Statistics
(BJS), which is part of the U.S. Department of Justice. At
this time, it is the largest ongoing statistical survey
sponsored by the BJS.

The BIJS is responsible for collecting, analyzing,
publishing, and disseminating statistical information on
crime, its perpetrators and victims, and the operation of
justice systems at all levels of government. The BJS is also
responsible for providing timely and accurate data about
crime and the administration of justice to the President,
Congress, other government officials, and the general
public. Respondents can send questions and comments
about the NCVS by E-mail to: askbjs@ojp.usdoj.gov

An Overview of the National Crime Victimization Survey
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NCYVS vs. Police Reports

Respondents can also write or call the following office to
obtain the most recent reports from the NCVS data:

National Criminal Justice Reference Service/NCIRS
P.O. Box 6000

Rockville, MD 20849-6000

1-800-851-3420 or for TTY service for the hearing
impaired, call this toll free number, 1-877-712-9279.

Respondents can also access the NCJRS and the BJS
Internet sites at: www.ncjrs.org for the NCJRS and
www.ojp.usdoj.gov/bjs/ for the BJS.

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

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

¢ Victim felt that nothing could be done.

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

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

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

An Overview of the National Crime Victimization Survey
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Police departments often lack the personnel or technical
resources necessary to record and publish the kind of
detailed data from crime victims that are required for
comprehensive criminal justice planning, evaluation, or
analysis. The Census Bureau has both the personnel and
the technical resources to conduct and supply reliable and
detailed statistics on victims of crime. This includes crimes
reported to the police as well as those not reported to
police. Your work as an NCVS field representative (FR)
will allow us to succeed in providing the BJS with the type
of crime victimization data that police reports cannot.

An Overview of the National Crime Victimization Survey
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Topic 2. Historical Overview

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

In July 1972, the National Crime Survey (NCS), as it was
called before 1991, became a separate national sample
survey as a pioneering effort. The first sponsor of the NCS
was the Law Enforcement Assistance Administration
(LEAA). This survey began when the LEAA received a
mandate set forth by Section 515b of Public Law 93-83 to
collect, evaluate, publish, and disseminate information on
the progress of law enforcement within the United States.

The NCS was intended to complement the crime
information that the FBI reports annually to law
enforcement agencies in the Uniform Crime Reports. The
NCS is designed to provide a detailed picture of crime
incidents, regardless of whether or not they were reported
to the police. This survey also provides a picture of crime
victims and crime trends as seen from the victim's
perspective.

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

Improving Accuracy and In the mid-1970s, the National Academy of Sciences

Usefulness evaluated the accuracy and usefulness of the NCS.
Although the NCS was effective in measuring crime, they
did pinpoint certain aspects of the survey that could be
improved. During 1979 to 1985, a group of experts in

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

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

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

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

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

¢ More thorough descriptions of crime incidents were
added as an effort to help all respondents interpret NCS
concepts correctly.

¢ Computer-assisted telephone interviewing (CATI) was
introduced to improve data collection for selected
sample segments. (However, CATI interviewing was
discontinued effective July 2007.)

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

An Overview of the National Crime Victimization Survey
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Other Survey Changes

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

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

Since the implementation of the survey redesign, other
changes have been made to the NCVS questions over the
years. A series of hate crime questions was added to the
NCVS instrument. In the screening section of the
instrument, we try to determine if there is any reason to
suspect that an act of vandalism was a hate crime or a crime
of prejudice or bigotry. Also, a series of questions on
disability was added to determine if an incident happened
because of a respondent’s disability.

A series of identity theft questions has also been added to
the screening section of the instrument to determine
incidents of identity theft committed against the household.

In July 2006 the NCVS converted to a fully automated
CAPI environment.

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

NCYVS Sample Population Any noninstitutionalized person who is 12 years of age or

and Size older and lives in the United States is eligible for the
NCVS. Every 6 months, approximately 48,000 housing
units and other living quarters, such as college dormitories
and religious group dwellings, are designated for sample.

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

¢ Crew members of merchant vessels,
¢ Armed Forces personnel living in military barracks, and

¢ Institutionalized persons, such as correctional facility
inmates.

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

All counties, minor civil divisions (MCDs), and

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

There are two main types of PSUs --stratification PSUs and
field assignment PSUs.

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

An Overview of the National Crime Victimization Survey
Al-8




NCVS-550 (CAPI) (7/2008)

Part A, Chapter 1

Sample Unit Selection

Interviewing Pattern

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

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

Each stratification PSU is made up of four different
sampling frames--Unit, Permit, Group Quarters (GQ), and
Area. Sample units from each of these sampling frames are
selected for the NCVS.

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

All sample housing units selected for the NCVS are divided
into six equal rotation groups. Each rotation group is
further divided into six panels. Each month, one panel
from each rotation group or one sixth of each rotation
group is selected for interviewing. As a result, a different
panel gets interviewed each month.

An Overview of the National Crime Victimization Survey
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Here's an example: In July 2006, we are using Samples J21, J22, J23, and J24 to select
cases for NCVS interviewing. From Sample J21, cases will be assigned for interview from
Panel 1 of rotation group 6. From Sample J22, cases will be assigned for interview from
Panel 1 of rotation groups 1 and 2, and so on, as shown below.

Sample=>

J21 J22 J23 J24

July 20062

16 11 12 14 15 16 11 12 13 14

In this example, the "16" stands for '"Panel 1, Rotation 6," ""11" stands for '""Panel 1,

Rotation 1," etc.

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

The majority of NCVS interviews are conducted during the
first 2 weeks of each month. When a household falls in
sample for the first time, the initial interview with a sample
household or at least with the household respondent is
always conducted by personal visit and is used primarily to
establish a timeframe to avoid duplication of crimes during
subsequent interviews. Whenever possible, subsequent
NCVS interviews are conducted by telephone.

An Overview of the National Crime Victimization Survey
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Topic 4. Data Products and Their Uses

Types of NCVS Data
Products

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

Once we provide these statistical summaries to the sponsor,
the BJS, a special analysis group analyzes the data and
produce several types of publications on an annual basis.

Some of the past publications released from this survey
include:

= Criminal Victimization in the United States
= Changes in Criminal Victimization
= Violent Victimization of College Students

The BJS routinely distributes copies of their publications
to:

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

Professional associations,

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

diddiiil

The BJS also makes selected crime victimization data
available through the Internet at the following site:
www.ojp.usdoj.gov/bjs/

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

After the survey results have been modified to protect the
confidentiality of our respondents, NCVS public use data
files are released to the Inter-University Consortium for
Political and Social Research (ICPSR) at the University of
Michigan. The ICPSR uses a grant awarded by the BJS to
release the NCVS data in a format that makes them more
accessible to the general public, criminal justice
practitioners, and academic researchers.

Users of the NCVS data cover a wide audience of groups
and persons who are all concerned about crime and crime

prevention. These users include:

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

. Community groups and government agencies;

. Law enforcement agencies; and

. Print and broadcast media.

Researchers use the NCVS data to prepare reports, policy
recommendations, scholarly publications, testimony before
Congress, and documentation for use in courts.
Researchers also use the NCVS information to investigate:

. Why certain persons are victimized more than others,

. The characteristics of attempted versus actual
victimizations,

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

An Overview of the National Crime Victimization Survey
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. Victimization among juveniles, domestic violence,
gun-related crimes, multiple victimizations, and so
forth.

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

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

Law enforcement agencies use the NCVS findings for
training purposes, and the findings can be seen in crime
prevention public service announcements and in crime
documentaries.

Law enforcement agencies in various cities also use NCVS
data to increase:

. Citizen cooperation with officials in deterring and
detecting crime,

. Special police strike forces to combat those crimes
which the survey indicates as being most prevalent,
and

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

An Overview of the National Crime Victimization Survey
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Print and broadcast media regularly cite NCVS findings
when reporting on a host of crime-related topics.

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

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

Conducting feasibility studies and planning programs
for the restitution and compensation to victims of
crime. These studies and programs require
information on the nature and extent of injury and
loss that results from criminal victimization.

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

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

An Overview of the National Crime Victimization Survey
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Topic 1. NCVS Authorization and Introduction

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

Title 13 also requires that all information collected from
respondents be kept strictly confidential, so that individual
respondents or households cannot be identified from the
survey results. (See Topic 2 of this chapter for more
details about confidentiality.)

Why We Use Introductory The NCVS uses two different introductory letters to comply

Letters with the provisions of the Privacy Act of 1974. This
Privacy Act requires that all Federal agencies provide
specific facts to anyone from whom they plan to collect
personal information. These facts include:

i The legal authority for collecting the information;
i The principal purposes for collecting the information;
= The various uses for the data after it is collected; and

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

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

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

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

Your regional office is responsible for mailing out
introductory letters to sample households for the current
interview period. Your assignment materials will also
include copies of both introductory letters in case you need
to hand them out during personal visit interviews.

Since the first interview with a household respondent must
be conducted in person, ask the household respondent, at
the end of your introduction, whether or not he/she received
the NCVS introductory letter. (This is done automatically
in the instrument at Item GETLETTER_CP.) If the
household respondent states that he/she did not receive it or
doesn't recall seeing it, hand the respondent a copy of the
NCVS-572 (L). As you hand the letter to the respondent
say something similar to: “I would like you to have this
letter which introduces this survey and the purpose of my
visit.” Allow the respondent time to read the letter before
beginning the interview.

In most cases, when conducting an NCVS interview by
telephone, it is not necessary to mention the introductory
letter. However, there are a few instances when you would
need to ask about the introductory letter or provide the
Privacy Act information to households. These exceptions
include households that were Type A noninterviews during
the first enumeration period, and cases where you discover
a replacement household.

You may find the following Privacy Act statement useful,
even when the respondent has received our letter and still
has questions about the survey's purpose, any penalties for
not participating in the survey, or the importance of each
sample household's participation:

"The U.S. Census Bureau is conducting the National
Crime Victimization Survey for the Bureau of Justice
Statistics of the United States Department of Justice. The
survey's purpose is to provide information on the kinds
and amount of crime committed against households and
individuals throughout the country. All survey
information will be used for statistical purposes only.

Conducting the National Crime Victimization Survey Interview
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Introducing Yourself and
the Survey

This survey is authorized by Title 42, Section 3732, of the
United States Code.

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

After making contact with a household, you must introduce
yourself. When conducting a personal visit of households
that are in sample for the first time, if you are not sure if the
person who greets you at the door is at least 18 years of age,
mention to the respondent that you need to talk to someone
who is at least 18 and knowledgeable about the household
and ask whether or not that would be the respondent.

When conducting telephone interviews with households
previously in sample, ask to speak with the household
respondent from the last interview. The NCVS CAPI
instrument provides this information for you to read at the
appropriate NCVS screens.

For cases entering the sample, or "time-in-sample 1" cases,
the first screen that appears is tem GEN_INTRO_CP,
where you identify yourself, hand the respondent an
introductory letter, and select a household respondent. You
then proceed through CAPI_INTRO_B (“Is respondent
ready to complete the interview?”), GETLETTER_CP
(which introduces the survey further and asks if the
household received the introductory letter; see below), and
VERADD_CP (for address verification; also see below).

For all other cases (second through seventh interviews,
which are interviewed by phone), once someone answers
the telephone, introduce yourself and who you represent at
the HELLO 1 CP screen which reads:

“Hello. This is (your name) from the U.S. Census
Bureau. May I please speak with (name of last
household respondent)?”

Conducting the National Crime Victimization Survey Interview
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After you have determined an eligible household
respondent, explain the purpose of your contact and verify
that you contacted the correct sample address by reading
the text from the GETLETTER CP screen:

“Hello. I’m (your name) from the U.S. Census Bureau.
I’m calling concerning the National Crime
Victimization Survey. The Census Bureau is
conducting a survey here and throughout the nation to
determine how often people are victims of crime. We
contacted your household for this survey several
months ago. Did you receive our introductory letter in
the mail?

The instrument then prompts you to verify the household
address at VERADD CP:

“I have your address listed as (read the sample address
from the screen). Is that your exact address?”

Verifying that you have contacted the correct address is
very important, particularly when conducting telephone
Interviews, since some households continue to use the same
telephone number after moving to a new address.

(Refer to Part A, Chapter 2, page A2-32 if a respondent
says you should not be calling because their household is
listed on the national “Do Not Call” registry.)

Conducting the National Crime Victimization Survey Interview
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How We Define
Confidentiality

Confidentiality and Your
Job

No One Home

Nonhousehold

Member Proxy
Respondent

Topic 2. Confidentiality

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

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

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

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

"Hello, I am (your name) from the U.S. Census Bureau.
Here is my identification (Show ID.). 1 need to
interview the household at (sample address), but no one
is at home now. Do you know when I might find
someone at home?"

In the few cases where it is acceptable for you to allow a
nonhousehold member as a proxy respondent, you cannot
provide the proxy respondent with any information that was
provided by household members in earlier interviews/
enumeration periods. This includes information on
household composition, marital status, education, income,
and any other responses provided.

Conducting the National Crime Victimization Survey Interview
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Using an Interpreter

Telephone Interviews

Personal Visit
Interviews

Reassuring Respondents

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

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

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

Here are a few examples:

You visit a sample housing unit and discover that there are
relatives visiting from out of town.

OR

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

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

Conducting the National Crime Victimization Survey Interview
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Before any NCVS data are released, all personal
information is removed and only summary
information or totals are released to data users.

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

Conducting the National Crime Victimization Survey Interview
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Topic 3. Eligible Respondents

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

v/ Individual respondents, and
v Proxy respondents.

For the NCVS, certain sets of questions within the
instrument require different respondents. There are specific
questions in the NCVS instrument that relate to the
household and are asked only once during each
enumeration period. We refer to the respondent for these
questions as the ""household respondent."

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

As a last resort and only under specific conditions, we will
allow another person to answer questions for a household
member. We refer to this person as a "proxy
respondent." In most cases, a proxy respondent will be
another household member. Strict rules are in place for
when to accept a proxy interview, since a proxy respondent
is more likely not to report a crime incident and less likely
to know the full details concerning reported incidents.

Interpreters and "Interpreters' are acceptable for respondents who cannot

Signers read or speak English, and "'Signers" are acceptable for
respondents who are deaf. However, interpreters and
signers are not considered "proxy respondents," because
they are not responding for the household member.

Interpreters are translating the NCV'S questions into the
respondent's language and then translating the respondent's

Conducting the National Crime Victimization Survey Interview
A2-9




Part A, Chapter 2

NCVS-550 (CAPI) (7/2008)

Rules for Household
Respondents

First Person to Interview

answers into English for you. Signers are using sign
language to relay the NCVS questions to the respondent,
the respondent uses sign language to answer the questions,
and then the signer tells you the respondent's answers.
Whenever you have the assistance of an interpreter or a
signer, note that fact in any interview notes that you
complete for the respondent.

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

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

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

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

Conducting the National Crime Victimization Survey Interview
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Exceptions to the Age
Requirement

Changing Household
Respondents

Whenever you want to see the household roster for a
sample case, press the “Shift” and “F1” keys
simultaneously and the roster screen will appear, showing
the names of all household members. You can also access
the roster by clicking on the “HH Roster” tab at the top of
the pane.

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

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

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

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

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

¢ Find a more knowledgeable household respondent, or

e Arrange to return to or call the household back when a
more knowledgeable respondent is available.

Conducting the National Crime Victimization Survey Interview
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Rules for Individual
Respondents

Rules for Proxy
Respondents

If you have to change household respondents, click on the
“New HHR” tab at the top left of the NCVS interview
screen. The screen that appears, tem NEWHHRESP
allows you to select a different household respondent. At
NEWHHRESP, select the line number of the new
household respondent; then continue with the interview.

After you are done interviewing the household respondent,
then you can interview each of the remaining household
members who are 12 years of age and older. We want self-
responses from each of these household members. This
may require you to make callbacks, so that you can talk
directly to each household member. For “first time in
sample” cases, you can call back other household members,
provided that the household respondent’s interview was
conducted in person.

To be eligible as a proxy respondent, a household member
must be:

v/ Atleast 18 years of age,

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

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

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

All proxy interviews are scrutinized very thoroughly during
the edit process. These cases are usually referred to
Headquarters and reviewed to determine whether NCV'S
procedures were followed correctly. If not, some of these
cases could be made Type A noninterview households. For
this reason, it is very important that you follow proper
procedures for proxy interviews.

Conducting the National Crime Victimization Survey Interview

A2-12



NCVS-550 (CAPI) (7/2008) Part A, Chapter 2

When to Accept a Proxy One of the following circumstances must exist before you
Interview can accept a proxy interview:

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

v A household member who is 12 years of age or older
is temporarily absent and will not be back to the
address until after the interview closeout date. In this
case, make sure that the person is still a household
member. Check page 4 of your Information Card
Booklet (NCVS-554) if you need help determining
household membership. If the absent person is still
considered a household member, then you can accept
a proxy interview.

v Ifahousehold member who is at least 12 years of age
is considered physically and/or mentally
incapacitated, then you can accept a proxy interview.
To qualify as physically and/or mentally
incapacitated, the household member must have
health and/or mental illness problems that are
continuous throughout the entire interview period and
these problems make it impossible for the person to
be interviewed.

The following problems DO NOT qualify as health or
mental illness problems:

. Colds or the flu,

. Drunkenness or drugs, or

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

When Not to Accept a Proxy Under the following circumstances, DO NOT accept a
Interview proxy interview:

Conducting the National Crime Victimization Survey Interview
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Proxy Respondents Who
Are Not Household
Members

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

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

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

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

If you encounter any of these situations, you must classify
the individual respondent as a Type Z Noninterview.
Remember that you can never classify a household
respondent as a Type Z Noninterview. If none of the
household members qualify as a household respondent,
then you must classify the entire household as a Type A
noninterview.

Before you can accept a nonhousehold member as a proxy
respondent, all of the following conditions must apply:

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

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

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

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

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

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

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

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

Here are a few examples of when NOT to accept a
nonhousehold member caretaker as a proxy respondent:

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

X The household member is in a hospital or a nursing
home or visiting with relatives for one or more months.
During that time, the nonhousehold member caretaker
is not staying with the household member.
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If you are not sure whether to accept a nonhousehold
member caretaker as a proxy respondent, always check with
your supervisor before conducting the proxy interview.

Protecting the Rights of Make sure that a nonhousehold member caretaker is an

Household Members acceptable proxy respondent before conducting a proxy
interview. If you allow an unacceptable nonhousehold
member to be a proxy respondent, you run the risk of:

¢ Violating the sample household's right to
confidentiality,

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

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

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

Procedures for Conducting There are specific items in the NCVS instrument that will
Proxy Interviews be reworded automatically when conducting a proxy
interview.

The instrument items that are reworded for proxy
interviews are as follows:

WHOOWNEDSTOLENPROPERTY- The answer
categories show the name of the person for whom the proxy
interview is being taken, NOT the proxy respondent.

Conducting the National Crime Victimization Survey Interview
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Rules for Interpreters and
Signers

SEEOFFENDER through POLICE INFORMED - As
appropriate, the word “you” is replaced with either the
name of the person for whom the proxy interview is being
taken or the applicable pronoun for the proxy person.

POLICEFINDOUT through ANYTHINGFURTHER -
For these questions, we want the proxy respondent to
answer for himself/herself, not for the person for whom the
proxy interview is being taken. The NCVS instrument
automatically words these questions so that they make
sense when you ask them of a proxy respondent.

DOINGATINCIDENTTIME through
WHICHDISABILITYTARGET - As appropriate, the
word “you” is replaced with either the name of the person
for whom the proxy interview is being taken or the
applicable pronoun for the proxy person.

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

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

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

If you complete a crime report for a respondent who
required the assistance of an interpreter or signer, note in
the case level notes that an interpreter or signer was used.
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Whenever you use an interpreter who is not a household
member, complete a Form 1415, Contract for Interpreter
Services. Details for completing this form are contained in
the Administrative Handbook, Form 11-55.

Conducting the National Crime Victimization Survey Interview
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Topic 4. Maintaining Respondent Rapport

Starting Off on the Right You do not always get a second chance to make a first

Foot impression. As soon as the respondent answers the door or
the telephone, you need to start building a harmonious
relationship with him/her. Maintaining this rapport
throughout the interview will ensure that you collect full
and valid information.

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

Keys to a Successful The following key points will help you deliver a successful
Introduction introduction:

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

1= Be enthusiastic and friendly. Remember that a smile
helps you open a lot of doors.

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

Creating a Good Knowing the NCVS well is a major key to creating a good

Impression impression with respondents. Pay attention and play an
active role during your training sessions and make sure that
you complete all self-studies. Also, make sure to read this
manual, NCVS-550 (CAPI), and refer to it whenever you
have questions about the NCVS procedures.

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

e The purpose of the survey;

Conducting the National Crime Victimization Survey Interview
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Being Professional,
Friendly, and Sincere

Staying Neutral and
Objective

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

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

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

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

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

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

Staying neutral and creating an objective atmosphere during
an interview is not easy. It comes with experience.
Practice using neutral expressions and gestures, such as
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Believing in Yourself
and the NCVS

Guidelines for Gaining
Cooperation From
Respondents

"Uh-huh," "I've got that," "Yes, I see," or simply a nod of
your head. These signs will tell the respondent that you are
listening, without leading, influencing, or biasing the
information that you receive during an interview.

Here are some reasons for not showing your reactions to
what a respondent says:

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

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

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

Before you make contact with a respondent, believe that:

. You "have what it takes" to get a good NCVS
interview.

. The data you collect for the NCVS is important.
. Each respondent is going to participate in the NCVS.

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

Introduce Yourself Properly - Always deliver your
introduction and be sure to include the following:

. Your full name, first and last
. Who you are representing (the U.S. Census Bureau,)

. Show your identification card when conducting
personal visit interviews,
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. Explain the nature of the survey, and

. Ask whether the household received our introductory
letter.

How Long Will This Take? - When respondents ask how
long the interview will take, give them an honest answer as
to its length. The NCVS interview takes, on average, about
25 minutes to complete for each household member, but
this can vary depending on the person's experiences during
the reference period. If the respondent is reluctant, offer to
start the interview and, if he/she does not have time to
finish, you can return later or call back to complete the
interview.

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

Appearance - When conducting personal visit interviews,
dress in a professional manner. The initial impression you
make can be the deciding point between whether or not the
respondent participates. Dress for the neighborhood in
which you are working. Do not overdress. A businesslike
appearance is essential.

Use Survey Aids - For personal interviews, be ready to
show respondents the appropriate survey "fact sheet,"
brochures, or local newspaper/magazine articles that make
use of the NCVS facts. This will help the respondent
understand the importance of his/her participation.

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

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

Importance of Answering
Respondent Questions

Types of Respondent
Questions

Item Specific Questions

Keep a good, positive attitude about the NCVS, and be
prepared to answer almost any type of respondent question
with conviction and accuracy. The Census Bureau prides
itself on having a qualified staff of FRs who consistently
receive high marks for gaining respondent cooperation.
This is impressive, considering that in recent years the
general public has become frustrated with all forms of
government. We attribute this success to the good attitude
and preparedness of our FRs.

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

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

v Item specific questions and
v General survey questions.

After you ask a question from any part of the NCVS
instrument, a respondent may ask you:

. Why a particular question is needed,

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

. Who needs the information from a specific question.

This manual has the information you need to answer any
such questions that respondents may ask. We do not expect
you to memorize all of the information provided in this
manual, but you do need to know where to look within the
manual for specific types of information.
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General Survey Questions

FAQ (General Help) Screen

Refer to Part B, The National Crime Victimization Survey
Instrument, to help you answer respondents’ questions
about why we ask certain questions and who uses the
information from specific questions. Use Part C, NCVS
Survey Concepts, when you need to find the meanings of
specific words or phrases as used in the NCVS questions.

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

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

. On the back side of both NCVS introductory letters,
AND

. In the front of your Information Card Booklet,
NCVS-554.

Some respondents may want to know more about the
survey before they will let you interview them. The NCVS
instrument provides answers to nine commonly asked
questions together with suggested answers. The answers
provided for these typical questions and comments can be
useful to you whenever a respondent starts asking
questions. To view the FAQ/general help screen, press the
"Shift" and "F2" keys simultaneously, or click on the
“FAQs” tab at the top of the information pane.

After accessing the FAQs screen, you will see a menu with
ten selections. Entering the appropriate menu selection will
route you to one of the following reference screens.

(Read words in all capital letters only to yourself, NOT to
respondents):
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Confirm call/survey
(800) Number

You are wasting
taxpayers’ money by
conducting this useless
survey.

Why don't you call the
police if you want to
know about crime?

Who uses this
information?
What good is it?

To verify that I am calling from the Census Bureau, you
may call our toll free number:

. For Atlanta, dial 1-800-424-6974

. For Boston, dial 1-800-562-5721

. For Charlotte, dial 1-800-331-7360

. For Chicago, dial 1-800-865-6384

. For Dallas, dial 1-800-835-9752

. For Denver, dial 1-800-852-6159

. For Detroit, dial 1-800-432-1495

. For Kansas City, dial 1-800-728-4748
. For Los Angeles, dial 1-800-992-3530
. For New York, dial 1-800-991-2520

. For Philadelphia, dial 1-800-262-4236
. For Seattle, dial 1-800-233-3308

When you call, please provide your name and the following
identification number: (case ID number)

READ IF NECESSARY:
To verify that the toll free number is legitimate, you may
call Directory Assistance on: 1-800-555-1212.

The survey tells us about the amount and nature of crime as
well as crime trends and crimes not reported to the police.
It can help save taxpayer money when new programs are
developed by focusing on the people who are most likely to
be victims of crime and making crime prevention and
control programs more effective.

Less than half of all crimes are reported to police. The
survey is the only way we have to find out about these
crimes. We also get the details about the characteristics of
the crimes and the effects of the crime on the victim. The
survey provides much more detailed information than we
get from the police on both reported and unreported crime.

The survey is widely used by policy makers at all levels of
government, crime prevention groups, people who help
crime victims, researchers in many fields, the media, as
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Why do I have to answer
all these questions when
I already told you no
crimes were committed
against us in the past six
months?

I don't have any crimes
to report. Why don't you
interview my neighbor?
I know he'd have some
crimes to report.

I answer all your
questions, but crimes still
occur. This survey
doesn't seem to be
working.

I've already answered
these questions once.
How many times will 1
be contacted?

I answer these questions,
but never see any results.
How can I get
information regarding
BJS/NCVS?

well as others. It has sometimes been used by the Supreme
Court in making decisions. The survey informs our users in
a neutral, unbiased way to help them make public policy.

We have studied asking fewer questions, but have found
that people sometimes don’t think about a crime until a
specific question reminds them about it. We need to ask all
people the same questions to guarantee the quality of the
data.

Your participation is important whether or not you report a
crime. We cannot accurately find out the percentage of
people who experience crime, unless we get information
from both victims and non-victims.

It may not be possible to eliminate all crime, although we
want to reduce it as much as possible. The survey is also
used to develop and improve programs for assisting those
who have become crime victims.

You will probably be contacted a total of seven times over
three years. We hope that you will not become a victim of
crime during that time, but we need to keep asking the
questions to find people who do become victims. Research
has shown that by contacting the same households a
number of times we get the most accurate information.

You can find detailed results from the survey at the BJS
website at:

http://www.ojp.usdoj.gov/bjs/
Many newspapers and television stations write about the

survey results when reports come out so you may see
something there too.
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NCYVS At a Glance In addition to being listed above, a shorter list of general
survey questions and suggested answers is shown on your
NCVS Job Aid, NCVS At a Glance (NCVS-550.1). This
six-page paper job aid can also help you answer questions
from respondents. The first three pages provide
information about the survey's purpose, its sponsor, data
users and uses, length of interview, and participation
requirements, along with answers to frequently asked
questions. The last three pages contain reference
information to help you with NCVS key concepts and
definitions.

Information on the first three pages is worded so that you
can read the information directly to a respondent as needed.
The last three pages are written for you to read to yourself
as needed.

Conducting the National Crime Victimization Survey Interview
A2-28




NCVS-550 (CAPI) (7/2008) Part A, Chapter 2

General Survey Questions and Answers

What is this survey all The National Crime Victimization Survey is conducted
about? monthly to collect information on the kinds and amount of
crime in the United States.

From a sample of households throughout the United States,
we interview all household members who are at least

12 years of age.
What information do you This survey collects information on the types and amount of
get from this survey? crimes committed, the characteristics of victims, and the

characteristics of offenders who have committed violent
crimes. The following types of information are also
collected for reported crimes:

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

=8 Whether the victim knew the offender or whether
they were strangers,

¥ Whether the offender used a weapon, and

=¥ Whether the police were notified.
Why can't you get this Based on information received in previous survey years, we
information from police have found that over half of all crimes go unreported to the
records? police. Since this survey includes crimes that are both

reported and unreported, data users can get a more
complete picture of crime in the United States from this

survey.
What kind of results are Our sponsor, the Bureau of Justice Statistics, releases
released from this survey? results periodically from the National Crime Victimization

Survey, together with reports on specific topics. They only
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Do you have any statistics
from this survey that I can
see?

Why Was I Selected for
This Survey?

I'm pretty busy. How long
will this interview really
take?

I thought that your agency
just takes a Census every
10 years. What else does
your agency do?

publish statistical summaries for the Nation as a whole and
never release any information about you as an individual.

For personal visit interviews--

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

For telephone interviews--

Yes. I can mail you a copy of a recent Fact Sheet showing
statistical graphs, charts, and figures from the National
Crime Victimization Survey. (Mail respondent a copy of
Form NCVS-110.)

Actually, we selected your address, not you personally.
Using statistical methods, we selected approximately
48,000 addresses across the country to represent the entire
population. If your household should move away while
your address is still in the survey, we would interview the
new family that moves into the home.

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

(When asked, here is the address:)

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

In addition to the decennial census conducted every

10 years, the U.S. Census Bureau collects many different
kinds of statistics. By law, we are required to conduct a
variety of economic censuses on a regular basis, such as the
census of business, manufactures, and state and local
governments. We also collect monthly data on such
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How many times will I be
interviewed?

Is this survey authorized by
law?

Do I have to participate?

Why can't you just mail me
a questionnaire?

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

How can this survey help to
fight crime?

activities as labor force participation, retail and wholesale
trade, manufacturing activities, and trade statistics, along
with yearly data on business, manufacturing, governments,
family income, and education.

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

Yes. We are conducting this survey under the authority of
Title 13 of the United States Code, Section 8. Section 9 of
this law requires us to keep all information about you and
your household strictly confidential. We may use this
information only for statistical purposes. Also, Title 42,
Section 3732, of the United States Code authorizes the
Bureau of Justice Statistics of the U.S. Department of
Justice to collect information using this survey. Title 42,
Sections 3789g and 3735 of the United States Code also
require us to keep all information about you and your
household strictly confidential.

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

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

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

The results of this survey show a variety of information
about crime victims, offenders, types of crimes being
committed, and types of places where these crimes occur.
All of this information is put to good use by law enforce-
ment agencies, community groups, and government
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Why do you need to
interview me when I don't
have any crimes to report?

Why waste my tax dollars
on a silly survey?

Why are you calling me
since my phone number is
listed on the “Do Not Call”

registry?

agencies throughout the country to lower the incidence of
crime.

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

We are always concerned about survey costs; however, the
National Crime Victimization Survey is the ONLY source
of information on crimes not reported to police. Legislators
and planners use this data to make informed decisions on
numerous crime-related programs. This data is also used
to:

» estimate the cost of victim compensation programs;

» determine the types of programs needed for elderly
crime victims; and

* measure the effects that police behavior and the
criminal justice system have on crime levels.

The “Do Not Call” registry was initiated for the sole
purpose of restricting telemarketing calls and does not limit
a call made for the sole purpose of conducting a survey.
Therefore, telephone calls from the Census Bureau for
survey data collection are NOT restricted by this registry.
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Topic 6. General Interviewing Techniques

Applying General In addition to creating a good impression and answering

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

Pacing the Interview Remember the following key point about pacing the NCVS
interview — DO NOT RUSH to complete an interview
under any circumstances. Maintain a calm, unhurried
manner and ask the questions in an objective and deliberate
way. This will not only relax the respondent, but also help
to keep the respondent's attention.

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

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

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

Words in Black Bold
Type

Words in Blue Type

Words in Grey Type

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

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

Here is an example:
Item BUSINESS --

Does anyone in this household operate a business from
this address?

Item BUSINESS after an FR omits words --
Does anyone in this household operate a business?

By rewording this question, you may get a different
response than an FR who reads the question as it appears in
the instrument. By leaving out "from this address,"
respondents could misinterpret the true intent of this
question.

When looking at item questions and answers in the NCVS
instrument, any words shown in bold type are meant for
you to read to the respondent.

Words shown in blue text are instructions for you and are
NOT to be read to the respondent.

Words shown in grey type are often repeats of introductory
phrases that have already been read in a previous questions.
Use only if necessary.
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Phrases in Parentheses

Reading the Entire
Question

Some of the questions contain a phrase in parentheses, such
as the question in tem SQVANDAMOUNTDAMAGE.

Item SOVANDAMOUNTDAMAGE --

What was the total dollar amount of the damage caused
by this/these act(s) of vandalism during the last

6 months? (Use repair costs if the property was
repaired.)

Exclude any damage done in incidents already
mentioned.

When you see a phrase in parentheses, decide whether the
text has to be read to the respondent if further clarification
is needed.

Most of the questions you ask to screen for crime incidents
have at least three subcategories and some have as many as
eight subcategories. This type of question may prompt
some respondents to give you an answer before you finish
reading each subcategory. We prefer that you finish
reading each subcategory before the respondent gives an
answer. Even if you are interrupted, read each and every
subcategory in its entirety.

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

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

2 After reading all subcategories for a question, pause
long enough to allow the respondent to reply. If the
respondent doesn't give you an answer, then read the
question, "Did any incidents of this type happen to
you?"
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If you get a "Yes" response, enter precode (1). Then
ask the respondent "How many times?" and enter the
number of times that the incident occurred. Then ask
the respondent, "What happened?" Based on the
answer you receive, enter a brief description of each
reported crime incident in the space on the screen.

If you get a "No" response, enter precode (2). Then
continue with the next appropriate screen question.

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

Respondent answers in the middle of reading a
subcategory--

1

Stop and thank the respondent, but explain that there is
more to the question which he/she needs to hear before
giving an answer.

Reread the unfinished subcategory again from the
beginning.

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

If the respondent gives you a "Yes" answer before you
have read all subcategories, then follow the next set of
instructions.

Respondent answers "'Yes'' before you have read all
subcategories--

1

Enter precode (1) at that screen.
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Marking All Answers That
Apply

When the “number of times” screen appears for a
specific screen question, ask the respondent "How many
times?" and enter the number of times that the incident
occurred. Then ask, "What happened?" Based on the
answer you receive, enter a brief description of the
crime incident in the space provided on the “number of
times” screen and press the "Enter" key.

Next, press the “Up” arrow until you return to the
original screen question. After returning to this screen,
start by saying, "Other than any incidents already
reported..." and finish reading the remaining
subcategories for the screen question.

If the respondent mentions any additional crime
incidents, press the "Enter" key and you will see the
“Number of times” screen again. Correct the "Number
of times" entry and add a brief description of the
additional incident(s) mentioned.

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

There are several questions in the NCVS instrument that
are designed to get multiple answers. Here's an example:

Item OTHWORSE - How did they make the situation

worse?

This item has six answer categories:

Led to injury or greater injury to respondent

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

Offender got away

Made offender angrier, more aggressive, etc.

Other - Specify
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Asking Questions in the
Right Order

Listening to the Respondent

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

Always interview the household respondent first. Once
you have completed the household respondent's interview,
then interview the remaining household members one at a
time. In most households, each individual respondent will
answer the questions for himself/herself. Do not attempt to
interview more than one household member at the same
time.

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

e (Carefully follow all FR instructions in the instrument.

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

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

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

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

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

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

Do's:

v

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

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

Whenever a respondent mentions a crime incident,
make sure to fully capture each reported incident, even
if the respondent makes light of the situation or says
that it was not "serious."

Don'ts:

X

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

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

Also, remember that some respondents may say, "I don't
know," when they really mean, "Let me think about it."
When you experience this situation, allow the
respondent time to finish his/her statement before
repeating the question or probing in some other way.
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Using Appropriate
Gestures

Probing When Necessary

Understanding the Intent
of the NCV'S Questions

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

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

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

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

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

= May not understand the meaning of a word or phrase
used in the question;

= May give you an answer that is too general; or
= May say, "l don't know," because they are trying to:

-- Avoid the subject of the question,

-- Buy some time before giving an answer, or

-- Avoid saying that they did not understand the
question.

Before you can decide whether or not to probe, you need to
understand the intent of each question. By understanding a
question's purpose, you can better decide when to probe and
which probing technique to use.
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Probing Techniques

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

Item LOCATION GENERAL reads:
Did this incident happen...
In your home or lodging?
Near your home or lodging?
At, in, or near a friend's/relative's/neighbor's home?
At a commercial place?
In a parking lot or garage?
etc.

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

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

Good Probe:
Were you charged a fee to park in the garage?

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

¢ Assuming that the respondent knows what we mean by
the terms "commercial or noncommercial” or

¢ Failing to understand that we want to differentiate
between parking lots/garages charging a fee and those
allowing free parking.

Don't assume that a respondent's answer is always correct.
When you get an answer that does not make sense to you,
decide which probing technique will work best in the
situation.
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Choosing the best probing technique will help you to
casually persuade the respondent to expand and/or clarify
an answer.

Here are some standard probing techniques:

=» Brief Assenting Comments - Use a comment like,

"Yes, I see," when you want to stimulate the respondent
to talk further. This will also show that you are giving
attention to the respondent's answer.

Here's an example:

Item SONOCALLPOLICECRIME reads:

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

Respondent Answers:
Yes, I saw a prowler.

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

=» An Expectant Pause - During a personal visit

interview, use an expectant pause together with an
inquiring look to convey to the respondent that you
expect him/her to give you more information.

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

Here is an example:

Item MULTOFFENDERONLYTIME reads:
Was this the only time any of these offenders
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committed a crime against you or your household or
made threats against you or your household?

Respondent Answers:
No, one of the offenders was arrested 2 years ago for
a bank robbery.

Repeating the Question:

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

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

Here is an example:

Item MULTOFFENDERHOWWELL reads:

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

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

Repeating Respondent's Answer:

She's just one of the girls on the block? So did you
know the offender by sight only, casual
acquaintance or well known?

Respondent Answers:
I don't even know her name. I just see her around,
so I guess sight only.

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

Here is an example:

Item PERMISSIONGIVEN reads:
Had permission to use the (car/motor vehicle) ever
been given to the offender(s)?

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

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

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

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

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

Here is an example of probing with a leading question:

Item SOVANDAMOUNTRANGE reads:
Was the damage under $100 or $100 or more?

Respondent answers:
I'm not really sure.

Leading Question Probe:
Do you think that it was probably less than $100?
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General Screening
Guidelines

Asking Applicable
Questions

Handling Difficult
Respondents

A More Appropriate Probe:

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

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

The screening portion of the NCVS interview is very
important. This portion of the NCVS instrument is
designed to give each respondent every opportunity to
remember any crime incidents that occurred during the
6-month reference period. The BJS and the Census Bureau
have specific reasons for the wording of each question and
the sequencing of each group of questions.

While conducting the screen interview, do not jeopardize
the interview by entering “Don’t know” or “Refused”
answers without asking the questions in the instrument.

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

Some respondents may not want to go through the screen
questions for various reasons, and may say:

= Let's save some time. I can tell you up front that |
haven't been a victim of crime since the last time [

talked to you.

OR

Conducting the National Crime Victimization Survey Interview

A2-45



Part A, Chapter 2 NCVS-550 (CAPI) (7/2008)

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

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

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

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

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

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

Correcting Answers

""Refused' or "Don't
Know'" Entries

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

If you need to change an answer, you can backspace over
the incorrect entry and enter the correct one.

Most items in the NCVS instrument will allow you to enter
a "Refused" or "Don't know" answer. However, some
screens may not display these answer categories as options.

If a respondent flatly refuses to answer a particular question
despite your persuasive efforts, enter “Ctrl + R" in the
answer space. Make every effort to avoid these entries,
because too many "Refused" answers:

» For a household respondent, could cause the sample
address to be classified as a noninterview case, and

* For an individual respondent, could cause the
household member to be classified as a noninterview
person.

If a respondent does not know the answer for a specific
question, try to probe for an accurate answer. When
probing isn't possible or successful, enter the appropriate
precode for “Don’t know,” or enter Control + D in the
answer space.
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Topic 7. Closing the Interview and ""Thank You'" Letters

Leaving on Good Terms

Using "Thank You'" Letters

Since you or someone else from the Census Bureau may
need to contact a sample household again, always leave the
household with a good feeling towards you and the Census
Bureau. By ending every interview with a friendly and
polite "Thank You," you are paving the way for future
contacts.

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

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

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

These letters not only thank the household for their
cooperation, but also relay to them again how important
this survey really is. Depending on the circumstances, you
can either hand or mail the appropriate letter to the
household. If you mail the "Thank You" letter, make sure
that you use the "mailing address," which is shown on the
“Case List” screen you see when you first enter Case
Management.

Regardless of whether or not you give the household a
"Thank You" letter, always remember to thank them
yourself at the end of the interview.
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First Through Sixth
Enumeration Period

Seventh Enumeration
Period

For first through sixth enumeration period households, use
the NCVS-593 (L) "Thank You" letter whenever you feel
that the household shows any signs that they may refuse to
be interviewed again. For example, a household member
may become annoyed at the length of the interview or at the
number of times you have contacted the household. In
these situations, a "Thank You" letter does not guarantee
cooperation, but it may help to leave a positive impression,
and make it easier to gain their cooperation for future
interviews.

At the end of the seventh enumeration period interview,
always make sure to either hand or mail the respondent a
NCVS-594 (L), "Thank You" letter.
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Topic 1. Basic Survey Procedures

Length of Time in Sample

Enumeration Periods

Reference Periods

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

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

When you access a sample case on your computer, the
instrument screen that identifies the case's enumeration
period is the START _CP screen. The enumeration period
is also displayed on the “HH Roster” tab on the upper left
hand side of the screen.

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

Even though the NCVS instrument inserts the appropriate
reference period start date, it is still important that you
understand how a household member's reference period is
determined.

For the first enumeration period, each household
member's reference period will start on the first day of the
month 6 months prior to the interview date, and end on the
day prior to the interview date.

Here is an example:

If a household respondent's first enumeration period
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interview is conducted on July 3, 2006, then the current
reference period for the household respondent would be
January 1, 2006 through July 2, 2006.

If the remaining household members were interviewed for
the first enumeration period on July 5, 2006, then the
current reference period for each of these household
members would be January 1, 2006 through July 4, 2006.

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

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

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

¢ Period-to-period recounting or
¢ Floating reference period.

By using this type of a reference period, we can compile a
continuous record of the household's experiences for the
three years that they are in sample.

While interviewing, it is important to keep reminding the
respondent of the starting and ending dates for the reference
period. If a respondent seems to have difficulty keeping
track of the reference period dates, try adding the actual
dates after reading "in the last 6 months." This will help
the respondent to stay focused on the correct time frame for
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Incidents Outside of
Reference Period

Incidents Occurring on
the Day of the Interview

Interview Scheme

the interview.

Remember to only complete the incident report screens of
the NCVS instrument when a reported incident occurred
during the reference period for the current interview. The
introductory screens of the instrument’s incident report
section provide questions to make sure that a reported
incident did occur during the household member’s
reference period. If you discover that the incident is outside
of the reference period, the instrument progresses to
OSINCNOTNEEDED, which tells you that the incident is
outside the reference period. No further information about
that incident is collected.

If a respondent reports an incident that occurred on the
same day that you are interviewing him/her, complete the
incident report section of the instrument as usual, even
though it is outside the reference period. Incidents will be
reviewed during post-data collection processing and
categorized as either being “in scope” or “out of scope.”
Incidents collected during the interview will be used for
comparison during unduplication in the next enumeration
period. Summarize the details of this incident on the
NOTES screen at the end of the current NCVS interview as
a reminder for the next enumeration period interview.

All households in the NCVS sample are divided into six
groups, which are referred to as "rotation" groups. During
the course of a 6-month period, one-sixth of the full sample
or a "panel" from each rotation group is assigned for
interview each month. This interviewing scheme enables
us to spread out the interviewing work fairly evenly
throughout the year, so we can maintain a regular staff of
FRs with routine monthly NCVS assignments.

Here are some examples:
Sample households in panel 1 of rotation groups 1 through

6 are assigned for interview in the months of January and
July.
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Interview Period

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

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

An interview period is the time that you are allowed to
complete all of the NCVS interviews assigned to you for an
interview month. Typically, your interview period will
begin on the first day of the month. Ideally, we would like
your assignment to be completed as quickly as possible
once the interview period begins. Your supervisor will give
you the interview closeout date for each interview month.
This will be the "drop dead" date by which all NCVS cases
assigned to you for the month must be completed.

The majority of the NCVS cases in each assignment will
require telephone interviews. Always try to complete all of
your telephone interviews:

¢ Before conducting your personal visit interviews and

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

Preparing to Interview

Checking New
Assignments

Organizing Your Work
Schedule

Topic 2. Monthly Tasks

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

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

v Your interviewing assignment for the month (through
case management; see Part D of this manual for
details),

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

As soon as you receive your monthly package of interview
materials, check the items listed on the Transmittal

Form 11-35 that accompanies these materials. If anything
listed on the transmittal is missing from your package, call
your supervisor immediately.

As you organize your assignment for the interview month,

take into consideration the geographic distribution of your

cases and the number of new segments in your assignment.
Then, follow the steps listed below:

Step
1. Always conduct your telephone interviews FIRST.

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

NOTE: Regardless of the enumeration period, the
household respondent always must be the
FIRST household member interviewed and
he/she must be at least 18 years of age and
knowledgeable about the household. For
example, the reference person or one of the
other household members who owns or rents
the home. (See Chapter A-2 for exceptions
to the age requirement.)

3. Conduct any remaining personal visit interviews in a
logical sequence so that you keep to a minimum any
backtracking or return trips to a segment.

Completing Your Always attempt to complete your interviewing assignment

Assignment as early in the interview month as possible. Transmit your
completed work on a flow basis as frequently as possible.
Your supervisor will provide you with a final transmittal
date or closeout date for each interview month.
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Topic 3. Daily Tasks

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

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

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

v Interview time preferences (accessible by using the
Control + T function for an individual case)

Assembling Your Materials When conducting personal interviews, it is very important
to make sure that you have everything you might need to
carry you through your entire interviewing schedule for the
day. Make sure that you take current versions of the
following items with you:

=*»  Your laptop and NCVS Function Keys template
=» NCVS-550 (CAPI), CAPI Interviewing Manual

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

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

=»  Copies of thank-you letters, NCVS-593 (L) and
NCVS-5%4 (L)

Conducting Telephone Since the primary purpose of conducting NCVS interviews

Interviews and Callbacks by telephone is to reduce travel costs and save money,
AVOID traveling to assigned segments that require
telephone interviews.

Typically, interviews for second through seventh
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Conducting Personal Visit
Interviews

Sending ""Thank You"
Letters

Transmitting Completed
Work

enumeration period households are conducted by telephone.
Always check to see when the household prefers to be
contacted.

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

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

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

As needed, mail "Thank You" letters to respondents using
the mailing address from the case in the instrument. (See
Part A, Chapter 2, Topic 7, for more details about sending
"Thank You'"' letters.)

Transmit your completed work on a flow basis, preferably
on a daily basis whenever possible. Frequent transmittals
will enable work to flow easier through the various
processing stages.
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Topic 4. Specific Household Procedures

Starting With the
Household Respondent

Once you have introduced yourself, ask to speak with:
. The previous household respondent, or
. One of the persons who owns or rents the home,

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

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

For cases being interviewed for the first time, a personal
visit with the household respondent is required. (Other
individual respondents in the household may be interview
by telephone if necessary.) For these cases, the instrument
prompts you at the GEN_INTRQO _CP screen to give the
household an introductory letter and continue the interview
to verify the address and start building the household roster.

For all other cases, at the HELLO 1_CP screen, the
instrument prompts you to ask to speak with the household
member who was the household respondent for the
previous enumeration period. If that household member is
not available, you are instructed to identify another eligible
household respondent at the HELLO_ALT2_ CP screen.
The HELLO _ALT?2_ CP screen shows only those
household members who qualify as possible household
respondents.

ALWAYS complete the household respondent's interview
before interviewing any remaining eligible household
members (household members who are 12 years of age and
older). Without a completed interview from an eligible
household respondent, the sample household will classify
as a Type A noninterview.
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Verifying That You
Have Reached the
Correct Address

We prefer that the household respondent be one of the
household members who owns or rents the home or his/her
spouse. If that is not possible, a household member who is
at least 18 years of age and knowledgeable about household
matters can qualify as a household respondent.

Once you are speaking to an eligible household respondent,
you will introduce the survey, explain the purpose of your
telephone call, and verify that you have reached the correct
sample address at the VERADD_CP screen.

One of the most important purposes of the VERADD_ CP
screen is to verify that you have reached the correct sample
address. Before you see the VERADD_CP screen, you
will already know that you have reached the same
household that was interviewed at the sample address
during the previous enumeration period (except for those
households that are in sample for the first time). However,
it is possible that you may have reached a different address
if the household moved and kept the same telephone
number.

Make sure that you enter the correct precode at the
VERADD_CP screen, so that you follow the correct path
and collect the necessary information for the situation.

The VERADD _CP screen has the following four
precodes/answer categories:

(1) SAME address

(2) MOVED (NOT same address)

(3) Haven't moved, but address has changed
(4) Incorrect address previously recorded

Enter Precode (1) when the respondent verifies that the
household still lives at the address shown on the
VERADD_CP screen and there are no changes/corrections
to the sample address.

Enter Precode (2) when the respondent tells you that the
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Completing Table X
for Extra Units (Time-
In-Sample 1 Cases
Only)

household has moved from the sample address and is
currently residing at a different address.

Enter Precode (3) when the respondent tells you that the
household still resides at the sample address shown on the
screen, but some part of the address has changed since the
last enumeration period. For example, a county may have
changed house numbers and/or street names to aid in
dispatching emergency medical services. After entering
Precode (3), you will see the NEWADD screens
(NEWADDHNO_CP, NEWADDSTRNAME_CP, and so
on) where you can correct the address for the sample unit.

Enter Precode (4) when the respondent tells you that the
household still resides at the sample address shown on the
screen, but some part of the address is not appearing
correctly on the VERADD _CP screen. After making sure
that the household has not moved out of the sample address
and that the sample address has not changed since the last
enumeration period, enter Precode (4) and correct the
address for the sample unit at the NEWADD screens as
discussed in the paragraph above.

An “extra unit” is 1) any unlisted separate living quarters
that qualifies as a housing unit and is discovered by chance
during an interview or when asking the household coverage
question, "Are there any other living quarters, either
occupied or vacant, at this address," 2) is associated with
the sample unit and 3) is not likely to have a chance of
being selected for sample.

After you ask ltem MAILINGSAME_CP for a case that is
in the sample for the first time, tem HUCOVERAGE
appears. It asks, “Are there any other living quarters, either
occupied or vacant, at this address?” If the respondent
answers, “Yes,” a screen appears that gives the following
warning: “You are about to begin asking questions about
one or more additional living arrangements at this location
to determine if they qualify as EXTRA UNITS. If you have
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Replacement
Households

Control Card
Information

accidentally reached this screen, PRESS "UP ARROW" to
back up to the previous screen and correct an earlier entry."

To continue down this path, enter (1). The instrument then
leads you through a series of screens EXTRAHNO through
DIRECTACCESS that collect address information for the
extra unit and asks questions to determine if it is indeed an
extra unit. After collecting address information for the
extra unit, interview the original household as usual. The
Case List now includes a new case for the extra unit;
conduct a separate interview for members of the household
in the extra unit. The extra unit now appears with original
household ID appended with a serial suffix of Z, Y, X, and
SO on.

At Item HHNUM_VR_CP, the instrument asks, “Is this a
replacement household?” A replacement household
happens when there are no members of the original
household living at this address. If this occurs, answer
Precode (1), “Yes.” Item CK_REPLACE_CP appears; “A
replacement household means that there are no members of
the original household living at this address. Are you sure
this is a replacement household?” Enter Precode (1),
“Yes.”

Then Item SPAWNED _CP appears: “A new case for the
replacement household will be spawned in Case
Management after you exit this case. Enter (1) to exit this
case, which will automatically become a Type C. Select
the newly spawned case in Case Management to interview
the replacement household.” (In Case Management these
cases are automatically coded as outcome code 341,
“Replacement household.”) Enter Precode (1) to continue.
Then go back to the Case List and select the newly spawned
case; interview as usual. The newly spawned cases now
appear with the letter “R”in the third digit of the case ID.

The next set of instrument screens contains questions that
you ask of the household respondent. This information is
used to obtain or update information about the household
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Screening for Crime
Incidents

and to ensure that we are aware of any household
composition changes.

NOTE that a maximum of 30 household members may be
entered in the household roster. If you have a household
larger than 30 members, Items ROS2BIGOVER30 and
ROS2BIGHOWMANY ask the number of household
members over 30, but does not collect any information for
them.

Starting with the TIMEATADDRESS screen, the next set
of screens in the NCVS instrument presents questions for
you to ask of the household respondent. This set of
questions start by asking about the household respondent's
mobility (TIMEATADDRESS) and then ask whether or
not anyone in the household operates a business from the
sample address (BUSINESS).

Starting with the introduction on the SQTHEFT screen,
the next set of questions is designed to determine whether
the household respondent or the sample household has
experienced any crime incidents during the 6-month
reference period. The screen questions that you ask the
household respondent involve thefts, break-ins, illegal
entries, motor vehicle thefts, attacks, attempted attacks,
verbal threats of harm, unwanted sexual acts (sexual
assault, rape, and attempted rape), acts of vandalism against
the household, and any attacks, verbal attacks, thefts, or
attempted thefts related to the acts of vandalism. We are
interested in both attempted incidents and actual incidents.

If the household respondent answers "Yes" to any of these
screen questions, you see a screen where you:

. Indicate the number of times the incident happened
and
. Enter a brief description of what happened during

the incident. (Note that you are limited to 100
characters for these descriptions)
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Reporting Crime
Incidents

You also ask the household respondent questions pertaining
to identity theft to determine if anyone in the sample
household discovered that someone used or attempted to
use various forms of personal information without
permission to commit fraud or other crimes.

After you are done asking all screen questions of the
household respondent, you see the INC_REPORTS screen
which shows you how many incidents were reported by the
household respondent. If no incidents were reported by the
household respondent, then you see the NO_CRIMES
screen.

NOTE that a maximum of 30 incidents may be reported in
the NCVS instrument.

If the household respondent reported one or more crime
incidents, then you proceed through the incident report
screens for each reported incident that occurred during the
6-month reference period. The incident report screens start
with the INCIDENTINTRO screen. These screens are
designed to gather detailed information, such as:

1. Where the incident took place.

2. Whether or not the respondent or other household
members were present during the incident.

3. How the incident happened.

4. Any injuries that the respondent or other household
members may have experienced during the incident.

5. Information about the offender(s).
6. Details about the respondent’s employer and job

when the incident occurred while the respondent
was working or on duty.
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Writing a Summary
Report

Adding Additional
Incidents

Avoiding Duplicate
Reports

7. Whether or not the police were notified and reasons
for reporting or not reporting the incident to the
police.

8. What the respondent was doing when the incident
happened.

After completing all the incident report screens, you see a
SUMMARY screen. (Note that the SUMMARY screen
has a limit of 300 characters.) Use the SUMMARY screen
to enter a concise and accurate summary of the crime
incident, including all pertinent facts (who, what, where,
when, and how). More instructions for writing summary
reports are included in Parts B and C of this manual.

Once you have collected information on the incident report
screens for all incidents reported by the household
respondent, the INCIDENTTOADD screen appears, which
is used to ensure that we collect information for all NCV'S
crimes which took place during the reference period.

This screen allows you to:

° Enter Precode (1) to add another crime incident that
the household respondent may have mentioned
while answering the incident report questions.

° Enter Precode (2) to indicate that no additional
incidents need reporting.

Starting with the INTRO_UNDUP screen, you see a set of
screens to be used to get your assessment about whether
each reported incident is unique and is not a duplicate of
another incident reported by the respondent or household in
the current and previous enumeration periods. Do not
discuss incidents with the respondent. After checking a
crime incident against incidents already reported in the
current enumeration period, the NCVS instrument also
allows you to check the incident against up to four incidents
reported in a previous enumeration period.
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Employment
Questions

Interviewing Individual
Respondents

Once you have completed the incident report section of the
instrument for all reported crime incidents, then ask the
questions about the household respondent’s primary
employment during the week prior to the interview or for at
least two consecutive weeks during the last 6 months. If
the household respondent did not report any crime
incidents, the instrument shows these employment
questions following the NO_CRIMES screen.

You must complete the household respondent's interview
before you can interview any other eligible household
members. Once you are done interviewing the household
respondent, then complete any remaining eligible
household member's interviews one at a time.

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

Your initial contact with a first enumeration period
household must be in person. However, after interviewing
the household respondent in person, any individual
respondents in the household who are unavailable during
your initial contact can be interviewed later by telephone.

When interviewing the next eligible respondent, re-
introduce yourself using the text on the
INTROFORNEWRESPONDENT screen. The text on
this screen also allows you to explain who you represent,
which survey you are conducting, and why you are calling
the household.

Unlike the household respondent's interview, the interviews
for the remaining household members who are eligible for
the NCVS does not include any questions pertaining to
general information about the household. Those questions
are asked only of the household respondent.
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Screening for Crime
Incidents

Some of the questions relating to the entire sample
household are asked only of the household respondent and
will not appear as you ask screen questions of individual
respondents in the household. With the exception of the
following types of questions, the remaining questions in the
screening portion of the instrument will remain the same
for individual respondents in the sample household.

Screening questions NOT asked of individual
respondents determine--

b 4 Whether the household operates a business from the
sample address (BUSINESS).

b 4 Whether the household has experienced any break-
ins or illegal entries (either actual or attempted)
(SQBREAKIN).

b 4 How many vehicles are owned by the sample
household (SQTOTALVEHICLES).

b 4 Whether any of the household's vehicles were stolen
or someone attempted to steal any of them
(SQMVTHEFT).

b 4 Whether any acts of vandalism were committed

against the household and whether any crimes were
committed as a result of the acts of vandalism
(SQVANDALISM).

b 4 Whether any acts of vandalism were motivated by a
hate crime or a crime of prejudice or bigotry
(SQVANDHATECRIME).

b 4 Identity theft questions
(IDENTITYTHEFTINTRO1 through
IDTHEFTSUMMARY)

After you are done asking all screen questions of an
individual respondent, you will see either the

General National Crime Victimization Survey Procedures

A3-18



NCVS-550 (CAPI) (7/2008)

Part A, Chapter 3

Reporting Crime
Incidents

Writing a Summary
Report

Adding Additional
Incidents

Avoiding Duplicate
Reports

NO_CRIMES screen or the INC_REPORTS screen
displaying how many incidents were reported by the
respondent.

If the individual respondent reported one or more crime
incidents, you proceed through the incident report screens
for each reported incident that occurred during the 6-
month reference period. The incident report screens start
with the INCIDENTINTRO screen and are designed to
gather the same detailed information as described earlier in
this chapter for the household respondent.

After completing all the incident report screens, you see a
SUMMARY screen. Use this screen to enter a concise and
accurate summary of the crime incident, including all
pertinent facts (who, what, where, when, and how). More
instructions for writing summary reports are included in
Parts B and C of this manual.

Once you have completed the incident report screens for all
incidents reported by the individual respondent, then you
will see the INC_TO_ADD screen. This screen will allow
you to:

° Enter Precode (1) to add another crime incident that
the individual respondent may have mentioned
while answering the incident report questions.

° Enter Precode (2) to indicate that no additional
incidents need reporting.

Starting with the INTRO_UNDUP screen, you will see a
set of screens that you will use to make sure each reported
incident is unique and is not a duplicate of another incident
already reported for the respondent or the sample household
in the current and previous enumeration periods. Do not
discuss incidents with the respondent. For example, a
sample household member may report a household crime
that has already been reported by the household respondent
in the current interview or the household member may
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Employment
Questions

Callback, Thank You, and
Notes Screens

NOTES Screen

report a crime incident that occurred and was reported in a
previous enumeration period. After checking a crime
incident against incidents already reported in the current
enumeration period, the NCVS instrument also allows you
to check the incident against up to four incidents reported
in a previous enumeration period.

Before interviewing any other eligible household members,
ask each individual respondent, who is at least 16 years of
age, a set of questions related to his/her employment. Once
you have completed the incident report section of the
instrument for all reported crime incidents, then you ask the
questions about the respondent’s primary employment
during the week prior to the interview or for at least two
consecutive weeks during the last 6 months. If the
respondent did not report any crime incidents, you see these
employment questions following the NO_CRIMES screen.

In the back portion of the NCVS instrument, you have
access to a set of screens that enables you to identify the
day and time that is best to re-contact the household and
interview members who are currently unavailable but still
need to be interviewed.

A variety of "Thank you" screens are also available to
satisfy each type of interview situation. The instrument is
programmed so that the appropriate "Thank you" screen
appears automatically when you are ending an interview
with a respondent.

Before exiting the case, you always see the CASE NOTES
screen. This screen is designed so that you can:

. Review "old" notes already entered about the case.

. Enter any notes about the case that you feel would
help the next interviewer who contacts the sample
household. At the end of your note, press F10 to
end your notes and exit the screen.
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F7 Notes

Refused After Starting
Interview

If the case does not require any notes, press F10 to exit the
CASE NOTES screen. This indicates that you are done
reviewing and/or entering notes.

You also have the option of entering a note relating to a
specific instrument item/screen. We call this the "F7
Notes' option. You can add an "F7 Note" to include more
details for an answer or to explain an unusual situation
relating to a specific instrument item/screen. After pressing
the "F7" function key, you can:

. Review any previously entered "F7 Notes." After
reviewing previous notes, press the ESC key to exit
the “F7 Notes” option.

. Enter a note that relates to the case as a whole.

Note that F7 notes are not carried forward to the next
enumeration period.

If you are interviewing the household respondent and
he/she refuses to continue with the interview and does not
want to set up an appointment to be interviewed later, press
the "F10" function key, which takes you to the
REFCBBREAK CP screen.

Item REFCBBREAK CP asks, “Did this interview end
because of a refusal, a callback was needed, or a breakoff
occurred?” Enter (1) for a refusal, (2) for a callback, or (3)
for a breakoff. (2), “Callback,” takes you to the APPT item
when interviewing the household respondent, which says,
“I would like to schedule a date and time to complete the
interview. What date and time would be best?” For refusals
or breakoffs, you exit the instrument.

Finally, the CASE NOTES screen appears. Use this screen
to enter any notes about the case. Be as specific as
possible, such as “L1 mistrusts all government workers, but
L2 may be willing to cooperate as the household
respondent.”
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Individual Respondent
Refusals

Refused at the
INTROFORNEW
RESPONDENT Screen

Refused After
Starting Interview

When there is more than one eligible respondent, the
refusal of one individual respondent does not end NCV'S
interviews in the sample household. Continue to interview
other eligible household members.

The INTROFORNEWRESPONDENT screen is where
you re-introduce yourself to the n