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TENURE

1,

2.

3.
STUDENTHOUSING

1.

2.
PUBLICHOUSING

1.

2.
PUBLICHOUSING
MGRVERIFY

1,

2.

3.

4.
PUBLICHOUSING
MGRVERIFYSPEC
INDIANRESERVATION
HU

1.

2.
FARMSALES

Ask or verify:
Are your living quarters...

¢ Read answer categories.

Owned or being bought by *YOU_NAME or someone in
AYOUR_HIS HER household?

Rented for cash?

Occupied without payment of cash rent?

% |f apparent, enter precode without asking.

Are "YOUR_NAME living quarters presently used as student housing
by a college or university?
Yes

No

Is this building owned by a public housing authority?
Yes, public housing
No, not public housing

¢ If possible, verify PUBLICHOUSING entry of 1 (Yes) with the manager of
building.

Able to verify Public housing

Not public housing

Unable to verify Telephone

Other - Specify

+ Specify the reason why you are unable to verify the public housing status
for this housing unit.

+ If apparent, enter precode without asking.

Are your living quarters located on an American Indian Reservation or
on American Indian Lands?
Yes

No

During the past 12 months did sales of crops, livestock, and other farm
products from this place amount to $1,000 or more?
Yes



ACCESS

¢ Please mark whether or not the sample household has direct access to
their living quarters.
1. Direct

2. Through another unit - Not a separate HU; combine with unit through which
access is gained

TYPEOFHOUSING
UNIT
¢ Please select one box that describes the type of housing unit.

House, apartment, flat

HU in nontransient hotel, motel, etc.

HU permanent in transient hotel, motel, etc.

HU in rooming house

Mobile home or trailer with no permanent room added
Mobile home or trailer with one or more permanent rooms attached
HU not specified above - Describe

Quarters not HU in rooming or boarding house

Unit not permanent in transient hotel, motel, etc.
Unoccupied site for mobile home, trailer, or tent
Student quarters in college dormitory

Other unit not specified above - Describe
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TYPEOFHOUSING
UNITSPEC7
¢ Please specify the other type of "Housing Unit".

TYPEOFHOUSING
UNITSPEC12
¢ Please specify the other type of "Other Unit".

NUMBEROFUNITS
¢ Observe or ask:

How many housing units are in this structure?
1

2

3

4

5-9

10+

Mobile homeftrailer
Only OTHER units
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1.

2.

3.
GATEDWALLED
COMMUNITY

1.

2.

RESTRICTEDACCESS

NAMECHECK

REFPERSTILLLIVE

NEWREFPER

¢ Observe or ask:

Does the unit have an outside entrance, patio doors, or windows, etc.,
on the ground level - or outside stairs leading directly to this unit?
Yes

No
Don't know

¢ Ask if unsure

Is this unit in a gated or walled community that restricts access by non-
residents or requires entry codes, key cards, or security guard approval
to access?

Yes

No

® Ask if unsure:

Is this unit in a building that requires a special entry system such as
entry codes, key cards, or security guard approval to access?
Yes

No

I have *YOU_READ listed as living or staying at "THIS_THAT address.

LN NAME REL AGE SEX MARITAL STATUS
"L_NONAME "REL ~AGS"SEX "MARITAL "PNEED

Are ALL of these people still living or staying at ~*THIS_THAT address?
Yes

No

+ Ask or verify

Does "REFPERSON still live at this address?
Yes

No

What is the name of the person (or one of the persons) who owns or
rents that home? Would that be you?

¢ Enter line number of the new reference person or 31 if someone not listed

LN NAME HHRESP REL SEX AGE
AL_NO "NAME "HHLD_R "REL "SEX "AGS



01.-30. Line number 01 — Line number 30
31. Someone not listed above

NEWREFPER_FNAME
What is their name?

¢ Enter the new reference person's first name on this screen and last name
on the next screen

NEWREFPER_LNAME
What is their last name?

+ Enter new reference person's last name.

VFYSEX
® Ask if necessary:
NS_ARE "REFPERSON male or female?
1. Male
2. Female
MEMBERCHANGES

¢ Enter reason why there is a change in household membership for this
person.

+ If no change is needed for this person, press the ENTER key without
selecting a precode.

+ Use the arrow keys to move through the table and REVIEW/UPDATE
demographics. When done, press Page Down.
10. WHY ENTERED HOUSEHOLD: Person turned 12

11. Returned from school or college

12. Returned from institution

13. Entered because of marriage/separation/divorce
14. Person entered household for reasons other than above
15. WHY LEFT HOUSEHOLD: Person died

16. Left for school or college

17. Entered institution

18. Left because of marriage/separation/divorce

19. Person left household for reasons other than above
20. Visitor - residence elsewhere

21. NO Change to Membership

HHROSTER_FNAME



HHROSTER_LNAME

SEX

RELATIONSHIP

HHMEMBER

HSEMEMURE

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

What are the names of all people living or staying "HERE_THERE?
Start with the person who ~OWNS_RENTS this home.

¢ Enter first name on this screen.
¢ "MEM_NONMEM

+ Enter 999 to leave the table.

What are the names of all people living or staying "HERE_THERE? Start
with the person who "OWNS_RENTS this home.

¢ Enter last name on this screen.

¢ Ask if necessary:

A"AREYOU_IS_C "NONHHRNAME_CC male or female?
Male

Female

¢ "NEWREFPERRVW

What is *"YOUR_NAME_CC~NMS_CC relationship to "REFPERSON?
Husband

Wife

Son
Daughter
Father
Mother
Brother
Sister

Other relative
Nonrelative

ADO_DOES_C_CC ~YOU_NAME_CC usually live "HERE_THERE?

¢ If "No", probe for usual residence elsewhere.
Yes

No

"DO_DOES_C_CC"YOU_NAME_CC have a usual place of residence
elsewhere?
Yes

No



HHLDCOVERAGE
Have | missed anyone else living or staying "HERE_THERE such as
any babies, any lodgers, or anyone who is away at present
traveling or in the hospital?

L_NO NAME
AL_NO ~NAME
1. Yes
2. No

ENTIREHHURE
# All people on the household roster have a usual residence elsewhere.

¢ Enter 1 to exit this case.
#® Then, reenter this case to code it a Noninterview (Type B - Entire

Household URE) via START_CP.
1. Enter 1 to Continue

PICK1STHHRESP
¢ Enter the line number for the person with whom you are speaking.

¢ This person should be at least 18 years of age and knowledgeable about
the household.

LN  NAME

AL_NO ~NAME
01.-30. Line number 01 — Line number 30

AGECHECK
| have "YOU_NAME_CC listed as "AGE_NO "YEAR_YEARS
old*"AS_OF LAST_MONTH Is that correct?
1. Yes, age IS correct
2. No, age is NOT correct
BRTHDATEMO

What is *"YOUR_NAME_CC~NMS_CC date of birth?

¢ Enter month on this screen.
January

February
March
April

May

June

July
August
September

© 0N OkRODE



10.
11.
12.
BRTHDATEDY
BRTHDATEYR
VFYAGE
1.
2.
ESTAGE
AGERNG
1.
2.
3.
4,
5.
6.
7.
8.
9.
MARITAL
1.

October
November
December

What is "YOUR_NAME_CC”ANMS_CC date of birth?

+ Enter day on this screen

What is *YOUR_NAME_CC"ANMS_CC date of birth?
¢ Enter year on this screen

# |f year is less than 1890, enter 1890

That would make "YOU_NAME_CC "AGE_NO "YEAR_YEARS
old*AS _OF LAST_MONTH Is that correct?
Yes

No

Even though you don't know "YOUR_NAME_CC~ANMS_CC exact
birthdate, "AGE_GUESS "HE_SHE_WAS_ON "HIS_HER "LAST_BDAY

"AGE_RANGE

%+ Read appropriate age categories.
0-11yearsold?

12 - 13 years old?
14 - 15 years old?
16 - 17 years old?
18 - 24 years old?
25 - 34 years old?
35 - 49 years old?
50 - 65 years old?
66 years old or older?

¢ Enter new marital status for "\NAME_CC
LAST REPORTED AS: *"MARITAL
¢ If in doubt, ask:
"AREYOU IS _C "NONHHRNAME_CC now married, widowed, divorced,

separated or "HAVE_YOU_HAS_HE_SHE_CC never been married?
Married



aprwnN

ARMEDFORCES

EDUCATIONATTAIN

NP RRRRERRRRRER
©CO XNk, wDdEO

ATTENDINGSCHOOL
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Widowed
Divorced
Separated
Never married

LAST REPORTED AS: *"MILITARY

AAREYOU_IS C *NONHHRNAME_CC now in the Armed Forces?
Yes

No

<Flashcard Booklet> (Page 6)
LAST REPORTED AS: "EDUCATIONATTAIN

What is the highest level of school *YOU_NAME_CC completed or the
highest degree *YOU_HE_SHE_CC received?
1st grade

2nd grade

3rd grade

4th grade

5th grade

6th grade

7th grade

8th grade

9th grade

10th grade

11th grade

12th grade (No diploma)

High school graduate (Diploma or equivalent)
Some college (No Degree)

Associate's degree

Bachelor's degree (e.g. BA, AB, BS)

Master's degree (e.g. MA, MS, Meng, MSW, MBA)
Professional School degree (e.g. MD, DDS, DVM, LLB, JD)
Doctorate degree (PhD, EdD)

Never attended, preschool, kindergarten

LAST REPORTED AS: "ATTENDINGSCHOOL

NAREYOU_IS C *NONHHRNAME_CC currently attending or
AREGULAR_SCHOOL enrolled either full-time or part-time in a college
or university, trade, or vocational school?

Regular school

College/University



3. Trade school
Vocational school
5. None of the above schools

e

SP_ORIGIN
<Flashcard Booklet> (Page 8)
AAREYOU_IS_C "NONHHRNAME_CC Spanish, Hispanic, or Latino?
1. Yes
2. No
RACE

<Flashcard Booklet> (Page 10)

®

If personal interview show flash card.

L

If telephone interview read answer categories.

*

Do not probe.

Please choose one or more races that *YOU_NAME_CC
consider/considers "YOURSELF_HIMSELF HERSELF _CC to be.
White

Black or African American

American Indian or Alaska Native

Asian

Native Hawaiian or Other Pacific Islander
Other - Specify

o0k wnNPE

RACE_SPECIFY
¢ Specify the other race for this person.
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¢ OMB NOTICE

* Read the NOTICE statement to the respondent only if they have a serious grievance and would like to make a complaint regarding the survey.
¢ Allow the respondent time to copy the agency title and address provided in the NOTICE statement.

OMB No. 1121-0111: Approval Expires: 8/31/2015
NATIONAL CRIME VICTIMIZATION SURVEY NOTICE -

We are conducting this survey under the authority of Title 13, 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, United States
Code, authorizes the Bureau of Justice Statistics, Department of Justice, to collect information using this survey. Title 42, Sections 3789g and 3735,
United States Code, also requires us to keep all information about you and your household strictly confidential. According to the Paperwork Reduction
Act of 1995, no persons are required to respond to a collection of information unless such collection displays a valid OMB number. Comments about
this survey or recommendations for reducing its length may be sent to the Chief, Victimization Statistics Branch, Bureau of Justice Statistics,

Washington, D.C. 20531.

1. Proceed with interview
2. Return to FAQ list

OMB Nofice | |




Comparing Crime Data

= By comparing the NCVS data over time, criminal
justice planners can determine whether or not
there are any meaningful changes in criminal
victimization patterns for certain types of crime.

= |n 2012, the personal crime rate was 26.7
victimizations per 1,000 persons age 12 or
older, which is not statistically different from
23.7 victimizations per 1,000 persons age 12 or
older in 2013 (see Figure 4).

= The overall property crime rate decreased from
155.8 victimizations per 1,000 households
in 2012 to 131.4 victimizations per 1,000
households in 2013.

Comparison of Crime From 2012 to 2013
(Rate per 1,000 persons age 12 or older)

M 2012
[ 2013 155.8
131.4
26.7 237

Personal crimes Property crimes

Note: For personal crimes, the rates are not statistically different
from each other.

Source: Bureau of Justice Statistics, National Crime
Victimization Survey, 2012-2013.

Reporting Crimes to the Police

= The NCVS was intended to complement
what is known about crime from the Federal
Bureau of Investigation’s annual compilation of
information reported to police (Uniform Crime
Reports). The NCVS, which also counts incidents
not reported to the police, provides a detailed
picture of crime incidents, victims, and trends
from the victim’s perspective. In 2013, the
majority of crimes measured by the NCVS (60
percent) were not reported to the police (see
Figure 5).

Reporting Crimes to the Police in 2013
(In percent)

All crimes

Not Reported 60%
Reported 39%

Not available 1%

Note: Not available is not statistically different from zero.

Source: Bureau of Justice Statistics, National Crime
Victimization Survey, 2013.

A Word About Confidentiality

We use the information you provide for statistical
purposes only. Anyone who might

see your answers has to take an oath and is
subject to a fine and/or imprisonment for
improperly disclosing any information you
provide (U.S. Code, Title 13, Section 9 and 214).

The charts and graphs shown in this factsheet
were created from a compilation of data provided
by respondents like you and are examples of how
the data are used to provide information on many
topics related to crime and victimization. Your
name and address are NOT part of the statistical
totals released to the public.

It is illegal for us to provide anyone, including
other government agencies, with information
about you as an individual.

Source and Accuracy

Data presented in this factsheet are based on
people and households that responded to the
NCVS in 2012 and 2013. The resulting estimates
are representative of the entire population.
However, the data are subject to error arising
from sampling and nonsampling error. All
comparisons presented in this factsheet have
taken sampling error into account, and are
significant at the 90 percent confidence level,
unless otherwise stated. For information on
sampling error, nonsampling error, and survey
methology, please see the “National Crime
Victimization Survey: Technical Documentation”
document located at <www.bjs.gov/content
/pub/pdf/ncvstd13.pdf>.

Other Publications

This factsheet contains only a few of the highlights
of the NCVS findings. The BJS publishes other
reports periodically to meet the needs of the many
interested people in law enforcement, government,
and the private sector who analyze the crime
problem and plan programs for combating it. By
participating in the NCVS, you are contributing to
the knowledge needed to plan effective programs
to combat crime.

The BJS publishes a wide variety of special reports
on topics such as Black and Hispanic victims,
elderly victims, robbery victims, rape, motor
vehicle theft, and so forth. You may obtain the
most recent copies of these and other reports
based on the NCVS data by writing to or visiting
the BJS Web site at:

National Criminal Justice
Reference Service (NCJRS)
P.O. Box 6000

Rockville, MD 20849-6000

http://bjs.gov

- Useful Information -

National Domestic Violence Hotline
1-800-799-SAFE
1-800-787-3224 (TTY)

National Center for Victims of Crime
1-202-467-8700
http://victimsofcrime.org/

Child Help®
National Child Abuse Hotline
1-800-4-A-CHILD

Eldercare Locator
1-800-677-1116

E E Issued February 2015
- = NCVS-110 (02-15)
o} BO& -

t OO0

2013

National Crime
Victimization Survey

Factsheet—2013 Data

U.S. Department of Commerce
Economics and Statistics Administration
U.S. CENSUS BUREAU

census.gov

CUni’ced States™

ensus

o Bureau



What Is the National Crime
Victimization Survey?

The National Crime Victimization Survey (NCVS) is a
nationwide survey based on a sample of households.
The survey is designed to obtain detailed information
about people victimized by certain types of crime,
such as theft, burglary, motor vehicle theft, robbery,
assault, rape, and purse snatching/pocket picking.

The NCVS:

Reflects crimes that victims do not report to the
police, as well as those that are reported.

Is the primary source of detailed information on
the characteristics of both the victim and the
crime and gives a more complete picture of the
extent and nature of crime in the United States.

Uses of the NCVS data:

The NCVS provides information used by law
enforcement, judicial, and correctional agencies to
improve their effectiveness and planning.

The U.S. Department of Education measures the
prevalence and nature of student victimizations
at school.

The U.S. Department of Housing and Urban
Development measures crime in public housing.

The U.S. Department of Agriculture measures how
crime affects farmers.

The U.S. Department of Health and Human Services
identifies occupations and workplaces at high

risk for violence so that effective preventative
measures are developed.

Academics and researchers in educational
institutions use the NCVS data to prepare reports
and scholarly publications, which are used in a
number of academic disciplines, including sociology,
criminology, psychology, and political science.

Who conducts this survey?

The U.S. Census Bureau conducts the NCVS for
the Bureau of Justice Statistics (BJS) of the U.S.
Department of Justice.

The Census Bureau collects and processes the
information and aids the BJS in the analysis of
the data.

The BJS is responsible for the publication of the
results.

How is the information collected?

= The NCVS involves interviews of households
scientifically sampled in all 50 states and the
District of Columbia.

= Sample survey methods permit the study of
small numbers of people to obtain needed facts
about the entire population of the country. These
methods greatly reduce the cost of collecting
information.

= Interviews are conducted by Census Bureau
interviewers either in person or by telephone.

How was | selected for this survey?

= We scientifically select a cross-section of
addresses, not you personally, to represent all
households in the United States for this survey.

= We interview each selected address once every
6 months over a 3-year period for a total of
seven interviews.

= If you move away while your dwelling is still in the
survey, we will interview the family that moves in.

Your participation is important.

= Participation in this survey is voluntary and
there are no penalties for refusing to answer any
questions. However, whether you were victimized
or not, your cooperation is extremely important
to help ensure the completeness and reliability
of the survey results. Your answers not only
represent your household, but also hundreds of
other similar households.

What Information Do You Get From
This Survey?
= Types and amount of crimes committed.
= Characteristics of victims.
= Offender characteristics for violent offenses.
= Details of crimes, including:
e When and where crimes occur.
e Economic loss to the victim.
e Extent of injuries suffered by the victim.

e Whether the victim knew the offender
or whether they were strangers.

¢ Whether the offender used a weapon.
e Whether the police were notified.

What Are the Results From the NCVS?

The BJS releases the results of the NCVS on an
annual basis, as well as issuing special topical
reports on a periodic basis. It publishes only
aggregate statistics on the country as a whole
and never releases information about you as
an individual.

Results for 2013, the most recent year in which
annual estimates are available, showed that
assaults were the single most prevalent type
of crime committed against persons age 12 or
older (personal crime). They comprised 82.7
percent of all personal victimizations in 2013
(see Figure 1).

Assaults are defined as unlawful physical
attacks or threats of attack made directly toward
a person face-to-face. They are classified as
simple or aggravated, with the severity of attack
ranging from simple or minor to nearly fatal.

The remainder of the personal crimes include
robbery, rape/sexual assault, and purse
snatching/pocket picking. These crimes
collectively account for the remaining 17.3
percent of personal victimizations in 2013.

As illustrated in Figure 1, thefts, such as lawn
furniture stolen from a backyard or a bicycle
stolen from the driveway, were the most common
property crimes reported for 2013, accounting
for 76.5 percent of all property crimes. Other
property crimes included burglary, at 19.6
percent, and motor vehicle theft, at 3.9 percent.

2013 Personal Crimes
(Percent of total victimizations)

Assault 82.7%
Robbery 10.3%
Rape/sexual assault 4.8%
Purse snatching/

pocket picking 2.2%

2013 Property Crimes

(Percent of total victimizations)

Theft 76.5%
Burglary 19.6%
Motor vehicle theft 3.9%

Source: Bureau of Justice Statistics, National Crime
Victimization Survey, 2013.

Personal Crimes
Sex of victim:

For personal crimes of violence in 2013, males
age 12 or older experienced 24 victimizations per
1,000 persons, which is not statistically different
from females age 12 or older who experienced 23
victimizations per 1,000 persons.

Age of victim:

A person’s age affects the likelihood of becoming
a victim of crime. In 2013, NCVS findings show
that people age 12 to15 are most likely to be
victimized and those 65 or older are least likely
to be victimized (see Figure 2).

People age 12 to 15 had 62 victimizations per
1,000 persons. People age 65 or older had 4
victimizations per 1,000 persons.

2013 Personal Crimes:

Age of Victim
(Rate per 1,000 persons age 12 or older)

62

4
12-15 16-19 20-24 25-34 35-49 50-64 65+

Age of victim

Note: Not all groups are statistically different from each other.

Source: Bureau of Justice Statistics, National Crime
Victimization Survey, 2013.

Property Crimes

= We classify property crimes reported to
the NCVS into three major types: burglary,
motor vehicle theft, and theft (includes both
attempted and completed crimes).

e Burglary consists of the actual or attempted
unlawful entry of a house, apartment, or
other residential structure, such as a
homeowner’s garage.

¢ Motor vehicle theft includes theft and
attempted theft of cars, trucks, motorcycles,
and other vehicles legally entitled to use the
public roads and highways.

e Theft, the most prevalent property crime,
occurs when an offender takes or attempts
to take cash or property without personal
contact. Incidents involving theft of property
from within the sample household would
classify as a theft if the offender has a legal
right to be in the house, otherwise the
incident would classify as a burglary.

= As illustrated in Figure 3, renters had higher
rates of victimization in 2013 than
homeowners for each of the three major
types of property crimes.

2013 Property Crimes: Owners vs. Renters
(Rate per 1,000 households)

137.1

Il Owners
] Renters

79.8

20.2

7.6
3.8 —

Motor vehicle Theft

Burglary theft
e

Source: Bureau of Justice Statistics, National Crime
Victimization Survey, 2013.




Comparacion de los Datos Sobre los
Delitos

= Mediante la comparacién de los datos de la NCVS
en el transcurso del tiempo, los planificadores de
justicia criminal pueden determinar si ha habido
cambios significativos o no en los patrones de casos
de victimas de delitos para ciertos tipos de delitos.

= Enel 2012, el nimero de personas que fueron
victimas de delitos fue de 26.7 por cada 1,000
personas de 12 afos o mas, lo cual no es
estadisticamente diferente de 23.7 por cada 1,000
personas de 12 afnos o mas en el 2013 (vea la
llustracion 4).

= En los delitos de propiedad hubo una disminucién
de 155.8 casos de victimas de delitos por cada
1,000 hogares en 2012 a 131.4 casos de victimas de
delitos por cada 1,000 hogares en el 2013.

Ilustracion 4.

Comparacion de delitos desde el
2012 al 2013

(Tasa por cada 1,000 personas de 12 afios 0 mas)

Il 2012 155
[ 2013 .
131.4
26.7 23.7

Delitos personales Delitos de propiedad

Nota: Para los delitos personales, las tasas no son
estadisticamente diferentes entre si.

Fuente: Burd de Estadisticas Judiciales, Encuesta Nacional de
Victimas de Delitos, 2012-2013.

Delitos Que se Reportaron a la Policia

= La NCVS fue concebida para complementar lo
que se conoce acerca de los delitos a partir de
la recopilacién anual de informacion reportada a
la policia (Uniform Crime Reports). La encuesta,
que también cuenta los incidentes que no fueron
reportados a la policia, proporciona un panorama
detallado de los incidentes delictivos, las victimas y
las tendencias desde la perspectiva de las victimas.
En el 2013, la mayoria de los delitos calculados por
la NCVS (60 por ciento) no se habian reportado a la

policia (vea la llustracion 5).

Ilustracion 5.

Delitos reportados a la policia en el 2013
(en por ciento)

Todos los delitos

No Reportados 60%
Reportados 39%

No disponibles 1%

Nota: No disponibles no es estadisticamente diferente de cero.

Fuente: Burd de Estadisticas Judiciales, Encuesta Nacional de
Victimas de Delitos, 2013.

Unas Palabras Sobre la Confidencialidad

Usamos la informacion que usted proporciona para
fines estadisticos solamente. Cualquier persona
que pueda ver sus respuestas tiene que prestar un
juramento y esta sujeto a una multa o una condena
de carcel si revela de manera inapropiada cualquier
informacién que usted proporcione (secciones 9y
214 del titulo 13 del Cédigo de los Estados Unidos).

Las tablas y graficas que se muestran en esta

hoja informativa han sido creadas a partir de una
recopilacion de datos provistos por respondedores
como usted, y son ejemplos de cdmo se usan los
datos para proveer informacién sobre muchos
temas relacionados con los delitos y los casos de
victimas de delitos. Su nombre y su direccion NO
forman parte de los totales estadisticos que se
hacen publicos.

Es ilegal que nosotros le proporcionemos
informacioén sobre usted como individuo a cualquier

entidad, incluida cualquier otra agencia del gobierno.

Fuentes y Precision

Los datos que se presentan en esta hoja
informativa se basan en las personas y los hogares
que respondieron a la NCVS en el 2012 y el 2013.
Los estimados que se obtuvieron como resultado
son representativos de toda la poblacién. Sin
embargo, los datos estan sujetos a errores de la
muestra y errores ajenos a la muestra. Todas las
comparaciones que se presentan en esta hoja
informativa han tenido en cuenta los errores

de la muestra y son significativos a un nivel

de confianza del 90 por ciento, a menos que

se indique de otra manera. Para obtener mas
informacién sobre los errores de la muestra,
errores ajenos a la muestra y la metodologia de la
encuesta, vea el documento “Encuesta Nacional de
Victimas de Delitos: documentacién técnica” que
se encuentra en <http://www.bjs.gov/content/
pub/pdf/ncvstd13.pdf>.

Otras Publicaciones

= Esta hoja informativa solamente contiene algunos
de los datos de las conclusiones de la NCVS. El BJS
publica periddicamente otros reportes para satisfacer
las necesidades de muchas personas interesadas
en el orden publico, el gobierno y el sector privado
que analizan los problemas criminales y planifican
programas para combatirlos. Al participar en la
NCVS, usted esta contribuyendo al conocimiento que
se necesita para planificar programas efectivos para
combatir el crimen.

= El BJS publica una amplia variedad de informes
especiales sobre temas, tales como victimas de raza
negra e hispanos, victimas de edad avanzada, delito
de violacién, victimas de robos, robo de vehiculos,
etc. Usted puede obtener las copias mas recientes
de estos y otros informes de datos de la NCVS
escribiendo al BJS o visitando el sitio en Internet de
la BJS:

National Criminal Justice
Reference Service (NCJRS)
P.O. Box 6000

Rockville, MD 20849-6000

http://bjs.gov

Linea Nacional Sobre
Violencia Domeéstica
1-800-799-SAFE
1-800-787-3224 (TTY)

Centro Nacional Para Victimas
de Delitos
1-202-467-8700
http://victimsofcrime.org/

Ayuda Para los Ninos
Linea Nacional Para Abuso Infantil
1-800-4-A-CHILD

Localizador de Atencion
a Ancianos (Eldercare)
1-800-677-1116

Publicado en Febrero de 2015
NCVS-110 (2-15)

£y RS

2013

Encuesta Nacional
de Victimas de Delitos

Hoja Informativa—2013

Departamento de Comercio de los EE.UU. United States™

Administracion de Economia y Estadisticas
OFICINA DEL CENSO DE LOS EE.UU. e n S u S

census.gov o Bureau



;Qué es la Encuesta Nacional de Victimas
de Delitos?

La Encuesta Nacional de Victimas de Delitos (NCVS)

es una encuesta nacional que se basa en una muestra
hogares. La encuesta esta disefiada para obtener
informacién detallada acerca de las personas que han
sido victimas de determinado tipo de delitos, como robo,
hurto, robo de automovil, atraco, asalto, violacién y
victima de carteristas o que le arrebataran el bolso.

La NCVS :

= Refleja los delitos que las victimas no reportan a la
policia, asi como aquellos que si reportan.

= Actualmente es la Gnica fuente de informacion detallada
sobre las caracteristicas de las victimas y de los delitos,
y proporciona una imagen mas detallada de la extension
y la naturaleza del delito en los Estados Unidos.

Usos de los datos de las NCVS:

= La NCVS provee informacién que es utilizada por las
agencias de orden publico, judiciales y correccionales
para mejorar su eficacia y su planificacién.

= El Departamento de Educacion de los EE.UU. determina
la incidencia y la naturaleza de los casos en que los
estudiantes son victimas de delitos en las escuelas.

= El Departamento de Vivienda y Desarrollo Urbano de
los EE.UU. determina la incidencia de delitos en las
viviendas publicas.

= El Departamento de Agricultura de los EE.UU.
determina cémo los delitos afectan a los granjeros.

= El Departamento de Salud y Servicios Humanos de
los EE.UU. identifica las ocupaciones y los lugares de
trabajo en los que hay alto riesgo de violencia, de
manera que se creen medidas preventivas efectivas.

= Instituciones educativas: Muchos académicos e
investigadores usan los datos de la NCVS para
preparar informes y publicaciones cientificas que se
utilizan en un sinnamero de disciplinas, incluidas
la sociologia, la criminologia, la psicologia y las
ciencias politicas.

c;Quién lleva a cabo la encuesta?

= La Oficina del Censo de los EE.UU. lleva a cabo la
NCVS para el Buré de Estadisticas Judiciales (BJS) del
Departamento de Justicia de los EE.UU.

= La Oficina del Censo recopila y procesa la
informacion y ayuda al BJS en el andlisis de los datos.

= EI BJS es responsable por la publicacion de los
resultados.

;Como se recopila la informacion?

La NCVS incluye entrevistas a una muestra cientifica de
hogares en los 50 estados y el Distrito de Columbia.

Los métodos de encuesta por muestra permiten el
estudio de pequefios nimeros de personas, con el
objetivo de obtener datos acerca de toda la poblacién
del pais. Estos métodos reducen considerablemente el
costo de la recopilacién de informacion.

Los entrevistadores de la Oficina del Censo llevan a
cabo las entrevistas, ya sea en persona o por teléfono.

;Como fui seleccionado para esta encuesta?

Su

Seleccionamos cientificamente una muestra de
direcciones caracteristica, no a usted personalmente,
para representar a todos los hogares en los Estados
Unidos para esta encuesta.

Entrevistamos a cada una de las direcciones
seleccionadas una vez cada 6 meses en un periodo
de 3 anos, para un total de siete entrevistas.

Si usted se muda a otro lugar mientras su residencia
estd incluida en la encuesta, entrevistariamos a la
familia que se mude a su antigua residencia.

participacion es importante.

La participacion en esta encuesta es voluntaria, y no
hay penalidad por negarse a contestar las preguntas.
Sin embargo, ya haya sido usted victima de un delito
0 no, su cooperacion es de extrema importancia
para ayudar a garantizar que los resultados de la
encuesta estén completos y sean confiables. Sus
respuestas no solamente representan a su hogar,
sino también a otros cientos de hogares similares.

;Qué Informacion Reciben Ustedes de
Esta Encuesta?

Los tipos y la cantidad de delitos cometidos.
Caracteristicas de las victimas.

Caracteristicas de los infractores de delitos violentos.
Detalles de los delitos, incluidos:

® Cuando y donde ocurren los delitos.

e Las pérdidas econdémicas causadas a la victima.

¢ La magnitud de los dafos sufridos por la victima.

¢ Si la victima conocia al infractor o si
eran desconocidos.

e Si el infractor usé un arma.
¢ Si se notificé a la policia.

iCuales Son los Resultados de la NCVS?

= El BJS publica anualmente los resultados de la NCVS,
ademas de la presentacion de informes tematicos
especiales peridodicamente. Solamente se publican
estadisticas generales sobre el pais en su totalidad,
nunca se da a conocer informacién sobre usted
como individuo.

= Los resultados para el 2013, el afio mas reciente
en el que estuvieron disponibles los estimados
anuales, mostraron que las agresiones eran el
tipo de delito mas frecuente cometido contra una
persona (delitos personales). Estos constituian
alrededor del 82.7 por ciento de todos los delitos
personales en el 2013 (vea la llustracion 1).

= Las agresiones se definen como ataques fisicos
ilegales o0 amenazas que se hacen directamente a
la persona frente a frente. Estas se clasifican como
menores o graves, y la severidad de los ataques
puede ir desde simple o menor hasta casi mortal.

= Los delitos personales restantes incluyen robo,
violacién/agresién sexual, arrebatar bolsos/
carteristas. Estos delitos en su conjunto constituyen
el restante 17.3 por ciento de los sufridos por las
victimas de delitos personales en el 2013.

= Como se muestra en la llustracién 1, los hurtos,
como el robo de los muebles de jardin en el
patio o el robo de una bicicleta en la entrada
de la casa, fueron los delitos de propiedad mas
comunes reportados en el 2013, lo cual constituye
alrededor del 76.5 por ciento de todos los delitos
de propiedad. Otros delitos contra la propiedad
incluyen el allanamiento de morada, con alrededor
del 19.6 por ciento, y los robos de automoéviles, con
alrededor del 3.9 por ciento.

Ilustracion 1.

Delitos personales en el 2013
(Por ciento total de casos de victimas de delitos)

Agresiones 82.7%
Robo 10.3%
Violacion/agresion sexual 4.8%
Bolso arrebatado/

carterista 2.2%

Delitos de propiedad en el 2013
(Por ciento total de casos de victimas de delitos)

Hurto 76.5%
Allanamiento de morada 19.6%
Robo de vehiculos 3.9%

Fuente: Burd de Estadisticas Judiciales, Encuesta Nacional de
Victimas de Delitos, 2013.

Delitos Personales

Sexo de las victimas:

= Para los delitos personales violentos en el 2013,
las personas de sexo masculino de 12 afios o
mas experimentaron 24 casos de victimas de
delitos por cada 1,000 personas, lo cual no es
estadisticamente diferente de las personas de sexo
femenino de 12 afios 0 mas que experimentaron
23 casos de victimas de delitos por cada 1,000
personas.

Edad de las victimas:

= La edad de la persona influye en la probabilidad
de que se convierta en victima de un delito. En el
2013, las conclusiones de la NCVS muestran que
las personas de edades entre 12 y 15 anos tenian
mas probabilidades de ser victimas de un delito,
mientras la personas de 65 anos de edad o mas
tenian menos probabilidades (vea la llustracion 2).

= Las personas de edades entre 12 y 15 afos fueron
victimas de 62 delitos personales por cada 1,000
personas. Las personas de 65 afos de edad o
mas fueron victimas de 4 delitos por cada 1,000
personas.

Delitos personales en el 2013:

edad de las victimas
(Tasa por cada 1,000 personas de 12 aflos 0 mas)

62

4

12-15 16-19 20-24 25-34 35-49 50-64 65+
Edad de las Victimas
Nota: No todos los grupos son significativamente diferentes
entre si estadisticamente.

Fuente: Burd de Estadisticas Judiciales, Encuesta Nacional de
Victimas de Delitos, 2013.

Delitos de Propiedad

= Clasificamos los delitos de propiedad que se
reportan a la NCVS en tres tipos principales:
allanamiento de morada, robo de automoviles
y hurto (incluidos los intentos y los delitos
consumados).

e El allanamiento de morada consiste en la
entrada o intento de entrada en una casa,
apartamento o estructura residencial, como el
garaje de un propietario de vivienda.

e El robo de vehiculos los robos e intentos de
robo de automoviles, camiones, motocicletas y
otros vehiculos que tengan derecho legal a usar
las carreteras y autopistas publicas.

e El hurto, el mas comun de los delitos de
propiedad, ocurre cuando el infractor adquiere
o trata de adquirir dinero o propiedades sin
contacto personal. Los incidentes que incluyan
la sustraccion de propiedades desde el interior
de un hogar en la muestra deben ser
clasificados como hurto si el infractor tiene
derecho legal a estar en la casa, de lo contrario
se deben clasificar como allanamiento de
morada.

= Como se muestra en la llustracion 3, los
inquilinos tuvieron mayores indices de casos
de victimas de delitos en el 2013 que los
propietarios de viviendas para cada uno de los
principales tipos de delitos de propiedad.

Delitos de Propiedad en el 2013:

Propietarios comparados con Inquilinos
(Tasa por cada 1,000 hogares)

137.1
Il Propieterios
|:| Inquilinos
35.6
20.2
7.6
0 T
Allanamiento Robo de Hurto
de morada vehiculos

Fuente: Bur6 de Estadisticas Judiciales, Encuesta Nacional de
Victimas de Delitos, 2013.
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Instructions

Welcome!

Generic Pre-classroom
Training

Time Allowed

Self-Study Instructions

Welcome to the U.S. Census Bureau and to the National
Crime Victimization Survey, also called the NCVS. This
self-study prepares you for the initial NCVS classroom
training and for your job as an NCVS field representative or
FR. As an NCVS FR, you will be conducting interviews via
computer-assisted personal interviewing (CAPI).
Computer-assisted interviewing allows you to key
responses from respondents directly into a computer
program on a laptop. We call the computer program that
runs the NCVS interview the “instrument.” The instrument
on your laptop consists of all the questions you could
possibly ask a respondent. For the NCVS, CAPI interviews
are those that you conduct by personal visit and telephone
interview.

Complete the generic interviewer pre-classroom training
before you start this NCVS self-study. Refer to your
Welcome Letter for a concise list of instructional products
for your generic pre-classroom training, as well as your
password, and the 11-900 Curriculum Plan. The Curriculum
Plan gives the sequence of instructions for the generic
pre-classroom training.

You must also complete the Automated Listing and Mapping
Instrument (ALMI) at Time of Interview (TOI) Self-study,
Form 11-826, before completing this self-study. If you do not
have the instructional materials for your generic
pre-classroom training and for the ALMI-TOI training,
contact your regional office immediately.

If you have not completed the generic pre-classroom
training, please notify your supervisor immediately and

DO NOT begin this self-study. Only proceed with this
self-study if you have completed the pre-classroom training.

Charge only the actual time it takes you to complete this
self-study. You may charge up to 10 hours to complete the
self-study, so keep a record of the time you spend working
on it using the “NOTES” page at the end of self-study. Also
use the “NOTES” page to enter any questions you may
have as you complete each lesson, so you can discuss
them with your instructor during classroom training.
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Charge Time to Appropriate
Project Number

Review of the Generic
Pre-classroom Training

Laptop Computer
Video

Windows CBT

InterAct Pre-classroom
Learning Magazine

WINFRED

Charge the time that you spend completing this self-study
(not to exceed 10 hours) to the appropriate project
number and task code 520. The project number depends
on the year the self-study is completed (refer to the chart
below). It is extremely important that you charge to the
correct project number.

Self-study

completed between Charge to project | Task code
January — December 2014 7523014 520
January — December 2015 7523015 520
January — December 2016 7523016 520
January — December 2017 7523017 520

A summary of the generic pre-classroom training:

The “Getting to Know Your Laptop Computer” video
instructed you on the use of your laptop computer. The
video included details on the hardware components of the
laptop, startup, log on, shut down procedures, steps to
change the laptop battery, and your legal responsibility
regarding the use and care of the laptop.

The computer-based training (CBT) program taught you
basic windows usage and introduced you to laptop
applications such as transmissions, system tools, and mail.

From the 11-901, InterAct Preclassroom Learning
Magazine, you learned the role and responsibilities of an FR
and tools and techniques for succeeding in the field.

The 11-12 (WIN), Windows Field Representative Earnings
Data (WINFRED) Self-Study, provided you with the basic
knowledge of the time and attendance software. The
WINFRED CBT provided you with hands-on practice
entering your payroll information.
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ALMI TOI

Other Topics

From the ALMI TOI training you learned that this system
was developed to allow you access, in a read-only mode, to
the Demographic Area Address Listing (DAAL) results.
ALMI provides you with automated maps to help you locate
sample units in area segments at the time of current survey
interviewing. Since access to ALMI is read-only, you cannot
update the automated maps or listing.

In the generic pre-classroom training you also learned:

Safety on the job includes wearing the proper clothing,
packing emergency items in your vehicle, and locking
all valuables in the trunk while interviewing.

The Census Bureau conducts a decennial census
every ten years and conducts many surveys that
complement the decennial census.

Confidentiality is an important part of conducting
surveys for the Census Bureau.

Primary sampling units (PSUs) are sample counties
selected scientifically to represent the entire United
States for conducting surveys.

Practicing good interviewing techniques is necessary
for all field representatives.

The computer has distinct parts, such as a hard drive, a
monitor, a keyboard, and a battery.

Finally, a video was included to give you an idea of a typical
day for a Census Bureau FR.
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Materials Needed for this
Self-Study

About this Self-Study

You need the following materials to complete this self-study.
Call your supervisor if you are missing any of:

1 Your laptop and all related accessories

2 NCVS-550, CAPI Interviewing Manual for Field
Representatives (electronic document on laptop)

3 NCVS-554, Field Representative’s CAPI Information
Card Booklet

4 NCVS-572(L), Introductory Letter (incoming)
5 NCVS-573(L), Introductory Letter (continuing)

6 Pen or Pencil

This self-study contains 18 lessons. Lesson 7 is a Computer
Based Training (CBT) on the Person Level Contact History
Instrument (pCHI). Lessons 1-6 and 8-16 each end with a
review exercise followed by an answer key. After you
complete each exercise, check your answers to see how
well you have learned the major points of the lesson.

Lessons 1 through 3 introduce you to the NCVS, basic
interviewing techniques, and the design of the NCVS
sample. Lesson 4 illustrates using your interviewing and
listing manuals. Lesson 5 introduces you to some of the
laptop keys you will use to navigate through the survey
instrument. Lessons 6 through 15 explain the different
components of the instruments used in managing your
sample cases and in conducting the NCVS interviews.
Lesson 17 consists of a practice interview and Lesson 18 is
a final review exercise which reviews key points presented
throughout the self-study.

Since we will discuss Lesson 18 during the classroom
training, make sure to bring your completed self-study with
you to the classroom training.

Throughout this self-study, you will see instructions to stop
and read other materials. Place a checkmark in the brackets
[ ]that follow these instructions so you can find your place
more easily when you return to the self-study.
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Instructions

Begin

At the end of this self-study, you will:

e See the differences in screen layouts in both case
management and the survey instrument;

e Practice some basic navigation in the instrument;

e Become familiar with the NCVS interviewing manual
and looking up answers to questions in the manual;

e State the basic rules of interviewing;

e Explain specific NCVS definitions and concepts;

e Use the instrument by entering demographic data; and
e Complete an interview by following a script.

Starting with Lesson 1, complete each lesson in the

sequence it is presented. If possible, complete each lesson
without interruption. Schedule any breaks between lessons.
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Lesson 1. Introduction to the
National Crime Victimization Survey

Objective The objectives of this lesson are to:

e Give you a brief overview of the National Crime Victimization
Survey (NCVS).

e Explain how the data collected for this survey are used.

Purpose of the The Bureau of Justice Statistics (BJS), of the U.S. Department of

NCVS Justice, sponsors the NCVS, which is the Nation's primary source of
information on criminal victimization. Each year, data are obtained
from a nationally representative sample of 78,000 households on the
frequency, characteristics and consequences of criminal victimization
in the United States. The survey enables the BJS to estimate the
likelihood of victimization by rape, sexual assault, robbery, assault,
theft, household burglary, and motor vehicle theft for the population
as a whole, as well as for segments of the population such as women,
the elderly, members of various racial groups, city dwellers, or other
groups. The NCVS provides the largest national forum for victims to
describe the impact of crime and characteristics of violent offenders.

The BJS needs the NCVS data primarily to obtain an accurate,
up-to-date measure of the kinds of crimes, as well as the number of
crimes committed against persons 12 years of age and older. This
survey is widely used by policy makers at all levels of government --
including crime prevention groups, people who help crime victims,
researchers, the media, as well as others. It has also been used by
the Supreme Court in making decisions. The survey informs data
users in a neutral, unbiased way to help them make public policy, plan
new ways to attack crime, and evaluate the effectiveness of existing
crime prevention programs.

Since not all crimes are reported to the police, the NCVS provides a
more complete picture of crime in the United States, because it not
only collects data about crimes reported to the police, but also about
crimes that are not reported to the police. The NCVS provides
statistics about crimes which supplement those maintained by police
records.

1-1
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NCVS History

"Selling" the
Survey

Frequently Asked
Questions

Statistics from the NCVS are published in reports that deal with types
of crime, characteristics of victims, locations of crime, and other
detailed information. The cover page from one such publication
issued by the BJS is shown on page 1-6.

Take a minute now and look at page 1-6. [

The NCVS has been conducted since 1972. Field Representatives
(FRs) contact a specific number of households every month and ask
the survey questions of each household member who is 12 years of
age and older. The addresses for these households are selected
randomly and scientifically from addresses throughout the country.

If you can explain convincingly why the NCVS is being conducted,
your respondents will be more willing to participate. In other words,
you must be able to "sell" the survey. If you give solid, logical answers
to their questions, you can usually persuade reluctant respondents to
allow you to conduct the NCVS interview.

Listed below are some frequently asked questions and suggested
answers. By the end of the training, you should be able to answer
these questions without hesitation.

1. What is this survey all about?

The NCVS is conducted 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.

2, Why can't you get this information from police records?

Based on information received in previous survey years, we
have found that over half of all crimes go unreported to the
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.

1-2
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Introduction to the NCVS

How can this survey help to fight crime?

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 enforcement agencies,
community groups, and government agencies throughout the
country to lower the incidence of crime.

Why was | selected for this survey?

Actually, we selected your address, not you personally. Using
statistical methods, we selected approximately 78,000
addresses across the country to represent the entire
population. If your household should move away while your
address is still in the survey, we interview the new family that
moves into the home.

Why do you need to interview me when | don’t have any
crimes to report?

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. By examining the differences
between victims and non-victims, we can try to determine why
certain individuals become victims, while others do not.

Why waste my tax dollars on a silly survey?

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 focusing on the people who are most likely to be
victims of crime by making crime prevention and control
programs more effective.

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

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

1-3
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Confidentiality

8. Is this survey authorized by law?

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.

Becoming familiar with these questions and answers will add to your
confidence in gaining a successful interview. A more complete list of
general survey questions and answers is on pages A2-23 through
A2-29 of the NCVS-550 manual.

Take a moment now to look over the complete list of questions and
answers in the NCVS-550 manual. [1

Itis important that you understand and maintain strict confidentiality of
information. Information collected in the survey is released only in the
form of summary statistics. Information concerning an individual is
NEVER available to anyone except sworn Census Bureau
employees. Other government agencies, including the FBI and the
IRS, cannot gain access to individual Census Bureau records. The
assurance of confidentiality is one of the reasons people are usually
willing to participate. All Census Bureau employees must take an oath
to uphold this confidentiality. Do not permit any unauthorized persons,
even members of your own family, to see the information that you
collect. 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.
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Introduction to the NCVS

Confidentiality
Rules

Review Exercise

Rules to help you maintain confidentiality during everyday activities:

1.

Lock your car when it contains NCVS materials and store
these materials out of view.

Do not leave phone numbers (other than your own) on notes
left at a respondent's door. For example, don't leave the phone
numbers of friends, other employees, or relatives.

Do not leave completed NCVS materials at home where
others might see them or leave your NCVS cases opened on
your laptop so others can see the case.

If you leave NCVS materials or your laptop in a hotel or motel
room, make sure that they are kept in a locked briefcase.

Do not leave NCVS materials (such as survey brochures), with
nonhousehold members or apartment managers, unless left in
sealed envelopes.

Use discretion when forced to interview a respondent on a
front porch, in a yard, or in a place where the interview can be
overheard. Also, use discretion when forced to conduct an
interview in the presence of a nonhousehold member.

Complete the review exercise that starts on page 1-7. Compare your
answers to the answer key which follows the review exercise, then
continue with Lesson 2.
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lllustration of a Crime Victimization Report

U.S. Department of Justice
Office of Justice Programs

Bureau of Justice Statistics

October 2013, NCJ 243389

Criminal Victimization, 2012

Jennifer Truman, Ph.D., Lynn Langton, Ph.D., and Michael Planty, Ph.D., BJS Statisticians

and property crime rates increased for U.S.

residents age 12 or older, according to the
Bureau of Justice Statistics’ (BJS) National Crime
Victimization Survey (NCVS). The overall violent
crime rate (which includes rape or sexual assault,
robbery, aggravated and simple assault) rose from
22.6 victimizations per 1,000 persons in 2011 to
26.1 in 2012 (figure 1). Violent victimizations that
were not reported to police increased from a rate of
10.8 per 1,000 persons in 2011 to 14.0 in 2012 and
accounted for the majority of the increase in total
violence, The apparent increase in the rate of violent
crimes reported to police from 2011 to 2012 was not
statistically significant.

In 2012, for the second consecutive year, violent

‘The overall property crime rate (which includes
household burglary, theft, and motor vehicle theft)
increased from 138.7 per 1,000 households in 2011
to 155.8 per 1,000 in 2012. Similar to violent crime,
the rate for property crime not reported to police
increased during the period, from 86.1 to 101.9
victimizations per 1,000 households. However, there
was no statistically significant change in the rate of
property crime victimization reported to police.

FIGURE 1
Violent victimization reported and not reported to
police, 1993-2012

Rate per 1,000 persons age 12 orolder
100

80

Total violent aime.

" Notreported
topolice

g 939495 9% 97 '8 '9 00 0102 03 04 05 06*'07 08 09 10 11 12

Note: See appendix table 1 for estimates and standard errors,

“Due to methodological changes in the 2006 NCVS, use caution when
comparing 2006 criminal victimization estimates to other years. See
Criminal Victimization, 2007, NC) 224390, BJS web, December 2008, for
more information.

Source: Bureau of Justice Statistics, National Crime Victimization Survey,
1993-2012.

HIGHLIGHTS

= The rate of violent victimization increased from 22.6
victimizations per 1,000 persons age 12 or older in
2011 to 26.1 in 2012. Crime not reported to police
and simple assault accounted for the majority of
this increase,

= Violent victimizations not reported police increased
from 10.8 per 1,000 persons in 2011 to 14.0in 2012.

® The apparent increase in the number and rate of
serious violent crime from 2011 to 2012 was not
statistically significant.

The rate of property crime increased from 138.7 per
1,000 households in 2011 to 155.8in 2012

From 2011 to 2012, there were no statistically
significant changes in the rates of domestic violence,
violence involving an injury, or firearm violence.

In 2012, 44% of violent victimizations and 54% of
serious violent victimizations were reported to police.

There was no significant change in the percentage
of crime victims receiving assistance from victim
service agencies from 2011 to 2012 (about 8%).

Violent crime rates increased slightly in 2012 for
blacks but remained stable for whites and Hispanics.

In 2012, residents in urban areas continued to
experience the highest rate of violent crime.

unlsjing

BJ

e
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Lesson 1 - Review Exercise

1. Who sponsors the National Crime Victimization Survey (NCVS)?

2.  The purpose of the NCVS is to: (Mark all answers that apply.)

obtain an accurate, up-to-date measure of the kinds and amount of crimes
committed against persons who are 12 years of age and older.

provide statistical information on crime and its impact on society.
plan new ways to attack crime.

evaluate the effectiveness of existing crime prevention programs.

Field Representatives (FRs) contact a specific number of households every month and ask

the survey questions of each household member who is 12 years of age and older.

TRUE FALSE

If a reluctant respondent suggests that you get this crime information from the police, tell the

respondent that: (Mark the correct answer.)

Over half of all crimes go unreported to the police.

The police are not allowed to provide our agency with crime information.

It is easier to collect crime information directly from crime victims.
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5. If areluctant respondent says that she doesn’t have any crimes to report and there is no
need to complete the NCVS interview, you can explain that: (Mark the correct answer.)

You will ask the short version for respondents with no crimes to report.
After asking a few NCVS questions, the respondent may remember a crime.
By examining the differences between victims and non-victims, we can try to
determine why certain individuals become victims, while others do not.
6. All Census Bureau employees take an oath to uphold the confidentiality of information

collected for an individual or household participating in our surveys.

TRUE FALSE

Now compare your answers to the answer key on the next page(s).

1-8



NCVS-521 CAPI (10/2014) Introduction to the NCVS

Lesson 1 - Answer Key
1. Who sponsors the National Crime Victimization Survey (NCVS)?
Bureau of Justice Statistics, U. S. Department of Justice.
(Page 1-1)
2.  The purpose of the NCVS is to: (Mark all answers that apply.)

X obtain an accurate, up-to-date measure of the kinds and amount of crimes
committed against persons who are 12 years of age and older.

X provide statistical information on crime and its impact on society.
X plan new ways to attack crime.

X evaluate the effectiveness of existing crime prevention programs.
(Page 1-1 and 1-2)

3. Field Representatives (FRs) contact a specific number of households every month and ask
the survey questions of each household member who is 12 years of age and older.

TRUE
(Page 1-2)

4. If areluctant respondent suggests that you get this crime information from the police, tell the
respondent that: (Mark the correct answer.)

X Over half of all crimes go unreported to the police.
The police are not allowed to provide our agency with crime information.

- It is easier to collect crime information directly from crime victims.
(Page 1-2)
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5. If areluctant respondent says that she doesn’t have any crimes to report and there is no
need to complete the NCVS interview, you can explain that: (Mark the correct answer.)

You will ask the short version for respondents with no crimes to report.

After asking a few NCVS questions, the respondent may remember a crime.

X By examining the differences between victims and non-victims, we can try to
determine why certain individuals become victims, while others do not.
(Page 1-3)

6. All Census Bureau employees take an oath to uphold the confidentiality of information
collected for an individual or household participating in our surveys.

TRUE
(Page 1-4)

Continue with Lesson 2.
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Basic Interviewing Techniques

Lesson 2. Basic Interviewing Techniques

Objective

Three Basic Elements

Your Job: Personal Visit
and Telephone Interviews

Sell the Survey and Know
Its Data Uses

The objectives of this lesson are to:

e Introduce you to your job as an NCVS CAPI Field
Representative (FR).

e Introduce you to interviewing techniques to help you do
your job.

There are three basic elements in any interview situation:

e The interviewer (an FR like you)

e The respondent (the person answering your questions)
e The survey questions (the NCVS interview)

Let's look at each element separately.

As an FR working on the NCVS, you play a important role in
this vital program. Your primary goal is to obtain complete
interviews with each person who is 12 years age and older
at each sample address assigned to you. You will conduct
both personal visit and telephone interviews to complete
your monthly assignments for the NCVS.

You also must be able to reassure household members that
all information they report will be kept strictly confidential
and will be used only to prepare statistical summaries. No
information identifying an individual or household is
released.

The first step in gaining cooperation from all respondents is
to know how to sell the survey and how the NCVS data is
used. You should be able to explain the importance of the
survey and be able to answer any questions that a
respondent may have.

In Lesson 1, you read about the most frequently asked
questions and how you should respond, along with the
importance of learning background information about the
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Example

Explain the Sampling

Create an Objective
Atmosphere

Remain Neutral

NCVS. Use this information to convince respondents of the
importance of the NCVS and show the benefits of the
survey results. Give brief, appropriate, and accurate
information when talking to a respondent about the NCVS.

Let's look at an example. You visit Megan Moe and she tells
you that her house was broken into twice in the last 3
months. Since she reported these crimes to her local police
department, she wants you to go to them for a report.

You could tell Megan Moe that the NCVS obtains a more
complete picture of a crime than the police records can
provide, because we ask about the offender’s
characteristics and the consequences a victim suffers as a
result of a crime.

Sometimes respondents may want to know how they were
chosen to be interviewed. You can say:

We select living quarters, not you personally for this survey.
We scientifically selected approximately 78,000 addresses
across the country to represent the entire population. At
each selected address, we interview household members
who are 12 years of age and older. If your household moves
away while your address is still in the survey, we interview
the new family that moves in.

During an interview, it is important to develop an objective,
non-threatening, non-judgmental atmosphere. While
interviewing a respondent, do not show signs of approval or
disapproval of any information that you receive. Your words
and actions can help or hinder the interview.

e Shaking your head or frowning indicates disapproval
just as clearly as if you had spoken.

e If the respondent thinks you favor one answer more
than the other, he/she may give that answer. As a
result, you will influence the interview and possibly the
survey.

The skill of remaining neutral and creating an objective
atmosphere is a difficult one. It comes with experience.
Practice using neutral expressions and gestures during an
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Basic Interviewing Techniques

Be Sincere

Be Professional

FR's ID Card

Introductory Letter

interview such as "uh-huh," "I've got that," a simple nod, or
"Yes, | see." These signs tell a respondent that you are
listening, without leading, influencing, or biasing the
information that you receive.

A sincere interest in people will make your interviewing task
easier and more enjoyable. However, no instructions or
training can provide a substitute for the combination of
intuition and poise which an FR must use when someone in
the household opens the door or when a respondent
answers the telephone. Your voice, tone, and words must
convey your credibility and that of the survey. If your
approach is uncertain, the respondent will know it.

In your capacity as an FR, you represent the United States
Government. This is an important role which requires you to
take a professional approach towards your work.

When you come to class, you will be given an Identification
Card. It will prove that you are an employee of the United
States Census Bureau. Always carry it with you when you
are conducting personal visit interviews, and show it to the
respondent when you introduce yourself.

In many cases, the household members will be expecting
you. The regional office (RO) sends a letter to each sample
address before a sample household’s first personal visit
interview for the NCVS. This letter introduces the survey
and explains the voluntary nature of the study, while
stressing the importance of participation. It also tells
respondents that any information given to a Census Bureau
representative will be held in strict confidence.

The letter indicates that an FR will be visiting the household
soon. If you learn during your introduction that the
household did not receive a copy of this letter, you must
provide them with one and allow them time to read it.

Look among your materials for the NCVS-572(L),
Introductory Letter and read it now.

[]
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Introduce Yourself

Feel Comfortable With Your
Introduction

Two Types of Information

Types of NCVS
Respondents

When you access the NCVS interviewing instrument, it
gives you an introduction to read to the respondent. You will
be prompted to insert your name as part of the introduction,
which also contains:

e The fact that you represent the United States Census
Bureau.

e Your reason for contacting the household, whether in
person or by telephone.

e Aninquiry about whether or not the household received
a letter from the Census Bureau about the NCVS and
your visit.

An example of the introduction for the first visit to an
assigned household:

"Good (morning/afternoon). I'm (your name) from the
U.S. Census Bureau. Here is my identification. (Show
ID card.) The Census Bureau is conducting a survey
here and throughout the Nation to determine how often
people are victims of crimes. Did you receive our
letter?"

You must feel comfortable with your introduction so it
sounds natural. Adapt your approach to the situation.
Different respondents have various kinds of concerns and
questions; be prepared to give correct and courteous
answers.

You collect two types of information in the NCVS interview:

e Information about the entire household, and

e Information about each household member who is 12
years of age or older.

The NCVS respondents are classified as two types:

1) individual respondent and
2) household respondent.
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Basic Interviewing Techniques

Individual Respondents

Household
Respondent

Proxy Interviews

Become Familiar With the
Survey Questions

Ask Questions as Worded

Individual respondents are household members who are 12
years of age or older. Obtain information about each of
these household members by self-response; interview each
of these persons directly and separately.

Although most adult household members are technically
eligible to be the household respondent, try to interview the
most knowledgeable household member. This is
because in addition to the individual respondent questions,
the household respondent is asked questions about the
entire household. Therefore, the household respondent
should be the person who appears to know -- or might
reasonably be expected to know -- the answers to the
household questions.

The household respondent must be a current household
member who is at least 18 years of age, except for a few
unusual situations which we will discuss in class. The
household questions are asked only once in a sample
household during each interview period, which is once
every 6 months for 7 interview periods. You must complete
the household respondent’s interview before you can
interview any other eligible household members.

You may encounter situations in which one household
member needs to provide the answers for another
household member. This is known as a "proxy" interview.
We will discuss these situations and who is eligible to be a
proxy respondent in detail during classroom training.

To be efficient in conducting interviews, become thoroughly
familiar with how to complete each NCVS question. We will
cover the specific items in detail in class.

For now, the most basic rule to remember is to:

o Ask the NCVS questions EXACTLY AS WORDED on
the screen, and

e Follow all instructions carefully.
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Review Exercise

The information you collect for the NCVS, or any other
survey, is not valid unless all FRs ask all questions in the
same way.

If a question seems awkward, or if you feel you are talking
down to a respondent, resist the temptation to apologize or
change the question. Simply ask it as worded.

Complete the review exercise that starts on the following
page. Compare your answers to the answer key which
follows the review exercise, then continue with Lesson 3.
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Lesson 2 - Review Exercise

—_—

Your primary goal is to obtain complete with each sample assigned to you.

N

. As an NCVS FR, you should be able to: (Mark all answers that apply.)
(a) Explain the importance of the survey.
(b) Answer any questions that a respondent may have.

(c) Determine if a sample household keeps a home safe for valuables.

3.  As you complete your NCVS assignments, you will be conducting both

and interviews.

4.  Your proves that you are an employee of

the United States Census Bureau.
5.  Aproper introduction to the NCVS for a personal visit interview should contain the following
information: (Mark all answers that apply.)
_____(a) Your home address and telephone number.
____(b) Your name.
_____ (c) The fact that you represent the United States Census Bureau.
____(d) Your reason for contacting the household whether in person or by telephone.

(e) An inquiry whether or not the household received a letter from the Census Bureau
about the NCVS and your visit.
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6. The household respondent must be a current household member who is at least
years of age, except in a few unusual situations.

7. In most cases, self response is not necessary and it is acceptable for one household
member to answer all of the survey questions for all other household members.
TRUE FALSE

8. ltis important to ask the NCVS questions as worded so that all respondents hear the same
questions in the same order, ensuring the validity of the survey data.

TRUE FALSE

Compare your answers against
the answer key on the next page(s).
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Lesson 2 - Answer Key
1. Your primary goal is to obtain complete interviews with each sample address assigned to
)(/Ig;;qe 2-1)
2. As an NCVS FR, you should be able to: (Mark all answers that apply.)
__X__(a) Explain the importance of the survey.
__X__ (b) Answer any questions that a respondent may have.
(c) Determine if a sample household keeps a home safe for valuables.

(Page 2-1)

3. As you complete your NCVS assignments, you will be conducting both personal visit and
telephone interviews.
(Page 2-1)

4.  Your Identification Card proves that you are an employee of the United States Census
Bureau.
(Page 2-3)

5. Aproper introduction to the NCVS for a personal visit interview should contain the following
information: (Mark all answers that apply.)

____ (a) Your home address and telephone number.

_X__ (b) Your name.

_ X (c) The fact that you represent the United States Census Bureau.

_X__ (d) Your reason for contacting the household, whether in person or by telephone.

_ X (e)Aninquiry whether or not the household received a letter from the Census Bureau

about the NCVS and your visit.
(Page 2-4)
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6. The household respondent must be a current household member who is at least
18 years of age, except in a few unusual situations.
(Page 2-5)

7. In most cases, self response is not necessary and it is acceptable for one household
member to answer all of the survey questions for all other household members.

FALSE
(Page 2-5)

8. ltis important to ask the NCVS questions as worded so that all respondents hear the same
questions in the same order, ensuring the validity of the survey data.

TRUE
(Page 2-5)

Continue with Lesson 3.
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Lesson 3. NCVS Sample Design
and Control Number

Objectives The objectives of this lesson are to:

e Provide a brief overview of what is referred to as a
"sample";

e Explain how the NCVS sample is selected; and

e Explain where to locate information about the NCVS.

Definition of "Sample A"sample" is a portion or specimen of a whole object,
group, population, etc., from which we learn something

about the whole object, group, population, etc.

For example: Television ratings for the entire United States
are based on a sample of about 1,500 households.

Sample Survey The NCVS is a sample survey. The sample for the NCVS
consists of approximately 78,000 addresses throughout the
United States. These addresses are scientifically selected
so that characteristics of the people who reside at these
addresses are representative of the entire population.

NCVS Sample The NCVS sample designations consist of the letter "J”,

Designations "JB”, or “KB”, followed by a 2-digit number. The sample
designation for the 2000 sample design cases begins with
J25 or J26. Sample boost cases added (starting in 2013)
begin with JB or KB. 2010 sample design cases, the sample
designation is J or K, followed by 28, 29, 30, 16, or 17. The
sample designation for each unit is shown on the listing
sheets, along with the address of each unit assigned to you
for interview.

Sample Units Addresses selected for the NCVS sample are called
"sample" units or "sample" addresses. A sample unit is
occupied usually by one household (a family, a group of
unrelated persons living together, or a person living alone).
Each sample unit represents hundreds of other similar units.
Therefore, when an FR omits or obtains incorrect
information about one sample unit, the error is multiplied
hundreds of times.
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Control number There are two parts of the sample (the 2000 sample cases
and the 2010 sample cases). Each part has a different style
of control number:

2000 SAMPLE: In the 2000 sample cases, each sample
unit is identified uniquely by a control number, which
consists of the following:

PSU number (5 digits)

Segment number (2 digits)

Segment number suffix (2 characters)
Sample designation (3 characters)
Sample designation suffix (1 digit)
Serial number (2 digits)

Serial number suffix (1 character)
Household number (1 digit)

Spinoff indicator (2 digits)

When you receive your assignment, the segment number
suffix, the sample designation suffix, and the serial number
suffix MAY often be blank.

2010 SAMPLE: In the 2010 sample cases, each sample
unit is identified uniquely by a control number, which
consists of the following:

Survey code (2 digits)

PSU state code (2 digits)

PSU county code (3 digits)

Frame code (1 digits)

Sample designation code (3 digits)
Sequence number #1 (4 digits)
Sequence number #2 (2 digits)
Time of interview (5 digits)

Primary Sampling Unit To select the NCVS sample, the United States is first divided

(PSU) (2000 sample design) into geographic areas. Each of these areas consists of one
county or pseudo-county (in Hawaii and New England) with
similar characteristics, such as geographic region, principal
industry, and rate of population increase.
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NCVS Sample Design and Control Number

Segments
(2000 sample design)

Serial number/Suffix
(2000 sample design)

Sample Designation/Suffix
(2000 sample design)

Household Number
(2000 sample design)

Spinoff Indicator
(2000 sample design)

Survey code
(2010 sample design)

Field Primary Sample Unit
(2010 sample design)

This entire sample area of land is called a --
"Primary Sampling Unit" (PSU).

All PSUs are identified by a 5-digit code. The first 2 digits
identify the state, and in most cases the last 3 digits identify
the county.

We then divide each PSU into smaller land areas or
segments and assign each segment with a 4-digit segment
number. Two characters are reserved for the segment
number suffix. In most cases the segment number suffix will
be blank or 1 character.

The 2-digit serial number and the 1-character serial number
suffix uniquely identify the sample units within a segment. In
most cases the serial number suffix is blank.

The three-character sample designation (for example, J25)
and the one-digit sample designation suffix are part of the
control number. The “J” indicates that this is a sample
designated for the NCVS. The remaining digits indicate the
sample number. In most cases the sample designation
suffix is blank.

When a housing unit enters the sample, it is assigned a
household number of “1.” Each time a household moves out
of a sample address and a new household replaces the
previous household the household number increases by 1.

For the NCVS, the 2-digit spinoff indicator is always zeros.

The survey code identifies the survey. For NCVS the code is
02.

Primary Sample Unit is a five-digit number that shows the
geographic area where the sample unit is located. The first
two digits identify the FIPS (Federal Information Processing
Standards) state code; the last three digits identify the FIPS
county code.
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Frame Indicator
(2010 sample design)

Sample designation
(2010 sample design)

Sequence numbers 1 and 2
(2010 sample design)

Survey-Specific
Time-of-Interview Codes
(2010 sample design)

How Often Is a Sample
Address Interviewed?

When Household Members
Change

Unique ID

Review Exercise

The Frame Indicator shows what frame the sample unit is in.
A “G” indicates the group quarters frame, “U” for unit frame,
and “C” for coverage improvement frame cases.

Sample designations are three characters in length and
vary, depending on the survey.

Sequence numbers 1 and 2 are assigned to provide
uniqueness to each control number.

These numbers indicate survey-specific time-of-interview
codes, such as Address ID or Spinoff Indicator.

A sample address that is selected for the NCVS is contacted
every 6 months for 3 years, until the household has been
interviewed a total of 7 times. For example, if a household is
interviewed in January 2015 for the first time, that
household is interviewed again in July 2015, January 2016,
July 2016, January 2017, July 2017 and January 2018.

Only the first interview with a sample household must be
conducted in person. The remaining interviews (2nd
through 7th) are conducted by telephone by a field
representative (FR).

The NCVS is a sample of addresses. If the occupants of a
sample address change, you interview the people who
currently live at the address and consider the address to be
their usual place of residence. Always interview the current
household members at an assigned sample address. Each
time an entire household changes, you assign the new
household the next higher household number.

No two sample addresses should ever have the same
combination of sample designation and control number.
This is the main source to identify a sample address.

Complete the review exercise on the next page. Make sure
to compare your answers to the answer key that follows the
review exercise, then continue with Lesson 4.
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Lesson 3 - Review Exercise

1. Which households are interviewed in the NCVS each month? (Mark the correct answer.)
All the households in the United States.
All the households in selected counties.

A sample of households which represents all households in the United States.

2. The NCVS sample is selected by a scientific process.

TRUE FALSE

3. The NCVS sample is selected from names, not addresses.

TRUE FALSE

4. What do we call addresses selected for the NCVS sample? (Mark the correct answer.)
Sample places

Sample areas

Sample units

Segments

5.  The information that you collect from a sample unit represents information for:
(Mark the correct answer.)

The sample unit only
Hundreds of other similar units

All 78,000 units in the survey
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6. What happens when an FR omits or obtains incorrect information at a sample unit? (Mark
the correct answer.)

The error affects only the sample unit.

The error is multiplied hundreds of times.

7. How often is a sample unit normally interviewed in the NCVS? (Mark the correct answer.)
Every 6 months for 3 years for a total of seven interviews
Every month for 3 years
Every month for 6 months
8. No two sample addresses should ever have the same combination of sample designation
and control number.
TRUE FALSE

Compare your answers
to the answer key on the next page(s).
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Lesson 3 - Answer Key
1. Which households are interviewed in the NCVS each month? (Mark the correct answer.)
All the households in the United States.
All the households in selected counties.
_ X A sample of households which represents all households in the United States.
(Page 3-1)
2. The NCVS sample is selected by a scientific process.
TRUE
(Page 3-1)
3. The NCVS sample is selected from names, not addresses.
FALSE
(Pages 3-1, 3-3)
4. What do we call addresses selected for the NCVS sample? (Mark the correct answer.)
Sample places

Sample areas

X Sample units
Segments
(Page 3-1)

5.  The information that you collect from a sample unit represents information for: (Mark the
correct answer.)

The sample unit only
X Hundreds of other similar units

All 78,000 units in the survey
(Pages 3-1)
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6. What happens when an FR omits or obtains incorrect information at a sample unit? (Mark
the correct answer.)

The error affects only the sample unit.
X The error is multiplied hundreds of times.
(Page 3-1)
7.  How often is a sample unit normally interviewed in the NCVS? (Mark the correct answer.)
X Every 6 months for 3 years for a total of seven interviews
Every month for 3 years
Every month for 6 months
(Page 3-4)
8. No two sample addresses should ever have the same combination of sample designation
and control number.
TRUE
(Page 3-4)

Continue with Lesson 4.
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Lesson 4. The NCVS Field Representative's
Manuals for CAPI

Objective In this lesson, we will discuss the primary sources of information that
you will have. These are electronic documents, located on your
laptop:

e The NCVS-550 -- CAPI Interviewing Manual for Field
Representatives;

e The NCVS Form 11-922 - Field Representative’s Guide to
Locating Sample Addresses; and

e The Form 11-8, Volume Il -- Listing and Coverage: A Survival
Guide for the Field Representative Volume II: Demographic Area
Address Listing (DAAL).

We will start by going over your NCVS-550, CAPI Interviewing
Manual for Field Representatives. Please get your laptop out and find
it now. Click on the “Manuals” icon on your laptop to locate it in the
Manuals folder.

[]

Introduction to the The NCVS-550 CAPI Interviewing Manual for Field Representatives

NCVS-550 is a reference document containing all the information you need to
successfully complete your NCVS assignment. It is installed on your
laptop as an indexed, searchable file. As you gain experience, you
will become a proficient FR, but the manual is designed to answer
specific questions about your assignment and the NCVS.

How the Manual is Refer to your NCVS-550 manual as you read the following
Organized paragraphs.

Your interviewing manual is divided into four main parts:

e Part A: The National Crime Victimization Survey and You,

e Part B: National Crime Victimization Survey CAPI Instrument,
e Part C: Survey Concepts, and

e Part D: NCVS Case Management and Contact History
Instrument.
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Part A: The National
Crime Victimization
Survey and You

Part A, Chapter 6
“Noninterviews”

At the front of the manual is a Table of Contents. The sections and
chapters are numbered using the following method, for example:

"Page A2-4" refers to Part A, Chapter 2, page 4.
"Page B3-5" refers to Part B, Chapter 3, page 5.
“Page C1-10" refers to Part C, Chapter 1, page 10.
Part A contains information on the history of the NCVS and talks
about your job duties and materials. This section of the manual
discusses -
e the purpose and sponsor of the survey,
e sample design,
e use of the data,
e cligible respondents,
e general interviewing techniques,
e basic survey procedures,
e your job duties, and so on.
Take a few minutes now to look through Part A.

[]
Now look at Part A, Chapter 6.
Chapter 6 includes information on NCVS noninterviews. When you
are assigned an NCVS case and cannot get a completed interview
either for the entire household or for an eligible household member,
that case is considered either a household or person noninterview.
The chapter starts off with a general discussion of the household
noninterviews, and then a topic for each type of noninterview (A, B, C,
and Z), and the procedures for classifying a case as a noninterview.
Read about the four types of NCVS interviews beginning on page

AB-2. Your reading ends on page A6-4 with the discussion of Type Z
noninterviews.
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FR CAPI Manuals

Part B: The National
Crime Victimization
CAPI Instrument

Chapter 1, “Overview
of the NCVS
Instrument”

Chapter 2, “Front
Section of the NCVS
Instrument”

[]

Part B contains information on the NCVS interview, an explanation of
the three parts of the NCVS instrument (front, middle, and back), and
the items contained within each part.

Go to the Table of Contents in the front of your manual to Part B.

[]

Notice that Part B is further broken down into six chapters.

Chapter 1 contains information about the NCVS Blaise CAPI
instrument, so before classroom training, review it carefully. This
chapter contains detailed information regarding the layout of the
question screens, navigating within the instrument, and using
function keys. Function keys are any of a set of keys on a computer
keyboard that when pressed activates a special function or operation.

Go to Topics 1 and 2 of this chapter. These topics introduce you to
the design of the survey instrument and the layout of the question
screens. Read these two topics now.

[]

Next, locate Topic 5, “Navigation and Using Function Keys” and read
this topic now. []

You have the flexibility to navigate through the instrument as dictated
by your interview. You can navigate by using the mouse or the
keyboard (or a combination of both). However, this self-study focuses
on keyboard-based navigation only.

Take a few minutes to read through this topic now. You will learn
about this information in detail during classroom training. []

This chapter gives you a basic overview of some of the front screens
of the instrument. The Front section of the instrument, which also will
be discussed in a later lesson, is designed to:

e Provide the telephone number to dial and the introduction to read
to the person who answers your telephone call.

e Identify possible interviewing problems.
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Chapter 3,”Middle
Section of the NCVS
Instrument
-Introduction &
Screening Items”

Chapter 4, “Middle
Section of the NCVS
Instrument - Incident
Report Items”

Chapter 5, “Middle
Section of the NCVS
Instrument-
Additional Incidents,
Unduplication, and
Help Screens”

e Verify that you reached the correct address and household.

e Verify that you are speaking to an eligible household
respondent and, if necessary, to select another eligible
household respondent.

Chapter 3 covers the screen layout and instructions for specific items
within the screening component of the instrument. The variable
names pertaining to a concept or other kind of information are
included in the manual.

Chapter 4 covers the screen layout and instructions for specific items
within the incident component of the instrument. Each item has a
unique variable name. The variable name pertaining to a concept or
other kind of information is included in the manual. Therefore, if you
are having trouble with a particular item within the instrument, identify
its variable name and look up that variable in your manual.

Chapter 4 also contains important information about how to write a
summary report when you have completed collecting details about a
crime incident. Each summary report should be written so that
anyone reading it can get a clear, well-defined picture of how the
respondent was victimized.

Detailed discussions of the Middle section of the instrument, which
contains the screening questions and the incident questions are
covered in Part C of the manual and also discussed later in this
self-study.

This chapter gives you an overview of how to handle adding incidents
and reviewing incidents for duplication in the middle section of the
NCVS CAPI instrument. This chapter also provides a list of “Help”
screens available to you for specific NCVS items within the
instrument. Turn to Topic 3 of Chapter 5 in your NCVS CAPI
interviewing manual and look over the different help screens that are
available to you as you conduct NCVS interviews.

[]
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FR CAPI Manuals

Chapter 6, “Back
Section of the NCVS
Instrument’

Part C: “Survey
Concepts”

Part D: NCVS Case
Management and
Contact History
Instrument

This chapter discusses the Back section of the instrument which is
made up of screens that you use to:

e Make appointments to recontact a sample household to complete
an interview.

e Thank respondents for their participation in the NCVS.
e Enter any final notes about the case.

Further discussion of the Back section of the instrument is provided
later in this self-study.

This part of the manual contains information related to survey
concepts, and not so much to the instrument. Part C covers all the
concepts used in the NCVS interview. Chapter 1 provides concept
definitions and examples for the basic NCVS concepts. Chapter 2
covers the concepts that you will encounter as you are screening for
crimes, and Chapter 3 explains the concepts pertaining to the
reporting of crime incidents. It is extremely important that you
develop a good understanding of these concepts.

Take a few minutes now to look through Part C.

Part D discusses Case Management and the Person Level Contact
History Instrument (pCHI), which are the two systems you use to
track your cases and contacts with households and respondents.
Case Management helps you organize and manage your
assignments while the survey instrument contains the survey
questions you will ask respondents. These two systems are
integrated so that they “talk” to each other. That is, you must “tell”
case management what case you want to interview in order to pull
that case up. Likewise, any changes you make to the address,
contact information, or notes feed back and forth between the
instrument and case management.

Go to the Table of Contents for Chapter 1 now.

[]
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Chapter 1, Topic 2,
Getting into Case
Management

Chapter 1, Topic 3,

Telecommunications

Chapter 2, Person
Level Contact History
Instrument

Index

Chapter 1 (about Case Management) is divided into four topics:

introduction,

getting into case management,

telecommunications, and
e the address book.
Now go to Chapter 1, Topic 2 in Part D of your manual. [ ]

This section of your manual includes information on logging into your
laptop, as well as how the screens are set up and how the function
keys work in Case Management. You will practice using some of the
function keys and learning about your screen setup later in the
self-study. Also, during classroom training, you will practice using
these function keys and learn about your screen setup in more detail.

Topic 3 covers important information on saving (backing up) and
transmitting your completed work. This topic also covers reading,
creating, and sending mail using the electronic mail transmission
program.

Chapter 2 covers all the details for using the Person Level Contact
History Instrument or pCHI. The pCHI allows you to keep track of
household contacts and contacts with individual respondents.

[]

Go to the Table of Contents for Chapter 2 now. You can see that the
chapter gives an overview of the pCHI, information on how it works
along with Case Management, how to handle contact information for
both households with rosters and households without rosters. The
final topic describes how to use pCHI in specific situations.

The NCVS-550 manual contains an index that helps you locate
information in the manual for specific NCVS subjects or items in the
NCVS instrument. (You may also use the search function in Adobe
Acrobat to locate specific terms or phrases.)
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Form 11-922 and 11-8
(Volume Il) Manuals

Organization of the
Form 11-922 and 11-8
(Volume Il) Manuals

Review Exercise

The Form 11-922 Field Representatives’ Guide to Locating Sample
Addresses provides an overview of sample design, listing and
coverage terminology, and instructions for locating sample
addresses. The Form 11-8 (Volume Il), Listing and Coverage: A
Survival Guide for the Field Representative Volume |I: Demographic
Area Address Listing (DAAL) provides instruction for electronic listing
and mapping via the laptop computer. They are both in the “Manuals”
folder on your laptop.

FORM 11-922 -- Refer to Form 11-922, Field Representatives’ Guide
to Locating Sample Addresses as you read the following paragraphs.
On the laptop, go to Page i of this manual and look at the Table of
Contents.

[]

This manual is divided into five chapters and four appendixes. Also
provided is a glossary of terms used throughout the manual and a
subject index. After the Table of Contents, Chapter 1 provides a
general overview of the structure and contents of the manual.

FORM 11-8 (VOLUME II) -- Now look at the Form 11-8 (Volume II),
“Listing and Coverage: A Survival Guide for the Field Representative,
Volume II: Demographic Area Address Listing (DAAL)” on the laptop.
It consists of three chapters and seven appendixes. Go to Chapter 1,
Overview: Case Management, and see a complete list of the topics
covered in Chapter 1. A similar listing of topics appears at the
beginning of each chapter.

[]

Take a few minutes to look over this manual. You can also use the
“search” function to find terms and information here.

Complete the review exercise on the following page. Check your
answers against the answer key that follows the review exercise,
then continue with Lesson 5.
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Lesson 4 - Review Exercise

1. Which of the following two manuals contains a section covering basic NCVS survey
concepts?

Form 11-8, Listing and Coverage: A Survival Guide for Field
Representatives (Volume 1)

NCVS-550, CAPI Interviewing Manual for Field Representatives

2. |dentify the Part (A, B, C, or D) of the NCVS-550, CAPI Interviewing Manual for Field
Representatives, where you would find information on the following subjects:

Historical overview of the NCVS

How to answer questions from respondents

How to access a case to conduct an NCVS interview.
Discussion of the instrument’s front, middle, and back sections.

Where to look up a definition of the NCVS concept of presence during an
incident.

How the function keys work in case management

3. Which of the following manuals do you use to find listing and coverage procedures?

Form 11-8, Listing and Coverage: A Survival Guide for the Field
Representative, Volume |l

NCVS-550, CAPI Interviewing Manual for Field Representatives

Form 11-922, Field Representatives’ Guide to Locating Sample Addresses
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4. List the Part and Topic of the NCVS-550 manual which provides instructions for
completing the summary of the crime incident report.

5. Which chapter of the 11-922 manual provides listing and coverage terminology?

Compare your answers to the answer key on the next page(s).
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Lesson 4 - Answer Key

1. Which of the following two manuals contains a section covering basic NCVS survey
concepts?

Form 11-8, Listing and Coverage: A Survival Guide for Field
Representatives (Volume II)

X NCVS-550, CAPI Interviewing Manual for Field Representatives
(Page 4-1)

2. Identify the Part (A, B, C, or D) of the NCVS-550, CAPI Interviewing Manual for Field
Representatives, where you would find information on the following subjects:

A Historical overview of the NCVS

A How to answer questions from respondents

D How to access a case to conduct an NCVS interview.

B_ Discussion of the instrument’s front, middle, and back sections.

C_ Where to look up a definition of the NCVS concept of presence during an
incident.

B_ How the function keys work in case management

(Page 4-1 and the NCVS-550 Manual Table of Contents)
3. Which of the following manuals do you use to find listing and coverage procedures?

Form 11-8, Listing and Coverage: A Survival Guide for the Field
Representative, Volume Il

NCVS-550, CAPI Interviewing Manual for Field Representatives

X Form 11-922, Field Representatives’ Guide to Locating Sample Addresses

(Page 4-7)
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4.

List the Part and Topic of the NCVS-550 manual which provides instructions for
completing the summary of the crime incident report.

Part B, Chapter 4

(Page 4-4)
Which chapter of the 11-922 manual provides listing and coverage terminology?

Chapter 1, Part 1.3

(Pages 4-7 and Page i, 11-922 manual Table of Contents)

Continue with Lesson 5
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Blaise and the NCVS

Lesson 5. Blaise and the NCVS

Objectives

What is Blaise?

How does Blaise change
the way we look at
things?

Blaise Benefit

At the end of this lesson, you will be familiar with the
system in which the NCVS survey instrument operates
and:

o See the overall benefits of using a Blaise instrument.

o Familiarize yourself with some of the basic keys that
you will use to navigate or “move around” in the NCVS
survey instrument.

Blaise is the name of the software in which the NCVS
instrument is programmed. The “instrument” is the
automated questionnaire, or the computer program used to
present the survey questions.

The Blaise system allows computer-assisted interviewing
to be done using Windows operating systems, which
simply means that features such as the use of color and
graphics are available. The NCVS also uses a Windows-
based Case Management system, important for managing
your work.

The Windows environment enables user-friendly display
of information. Throughout training you will practice
identifying information and learning where to look for
things in Blaise.

Some of the benefits of using Blaise are that:

¢ Navigation is easy;

e “Answer fields,” or places where you enter a
respondent’s answers, are visible on the screen so it is
easy to determine where you are within the
instrument;

e There are a variety of ways to do the same thing so we
expect you will develop individual preferences that will
make interviewing on the laptop easier for you (i.e.,
using keystrokes or using the mouse to move the
cursor).
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Entering Information

Summary Points

Review Exercise

You can enter information and navigate through the
instrument by using the keyboard and/or a mouse.
Throughout this self-study you will focus on using the
keyboard. To enter information and navigate through the
instrument, you use several keys on your laptop. Look at
the illustration on the next page and take note of where
these keys are.

You use various Function Keys:Tab, PageUp and
PageDown, Enter, and End, as well as the up, down, right
and left arrow keys to navigate through the instrument.
Typing the appropriate precode and pressing “Enter” takes
you to the next question or item in the Blaise instrument.
The “End” key takes you to the next unanswered question,
which is good for getting back to where you left off if you
need to re-enter the case.

You will practice using these keys later in the self-study
and during classroom training.

The Windows-compatible software we use for the NCVS
CAPI instrument is called Blaise.

The Blaise software offers many benefits such as: easy
navigation, more capability to see “where you are” within
the instrument; and a variety of ways to do the same thing
so you can develop individual preferences that make
interviewing on the laptop easier for you (i.e., using
keystrokes or using the mouse to move the cursor).

Familiarize yourself with the keys on your keyboard,
particularly the tab key, the enter key, the end key, the
PageUp and PageDown keys, the up, down, right and left
arrow keys, and the function keys.

Complete the review exercise for this lesson. Compare
your answers to the answer key which follows the review
exercise and continue with Lesson 6.
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Tab key Function keys End key Enter key

=

Arrow Keys Page Up Page Down
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Lesson 5 - Review Exercise

1. The Windows-compatible software we use for the NCVS CAPI instrument is called
CASES.
TRUE FALSE
2. The advantage of using a “Windows” operating systems is that features such as the use of

color and graphics are available.

TRUE FALSE
3. If you re-enter a case, which key do you press to take you to the next unanswered
question?
_ PageUp
_ PageDown
- Enter
. End
4. Places where you enter a respondent’s answers on the screen are called
5. The is the automated questionnaire, or the computer program used to present the

survey questions.

Compare your answers to the answer key on the next page.
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Lesson 5 - Answer Key

1. The Windows-compatible software we use for the NCVS CAPI instrument is called
CASES.
FALSE
(Page 5-1)

2. The advantage of using a “Windows” operating systems is that features such as the use of

color and graphics are available.

TRUE
(Page 5-1)

3. If you re-enter a case, which key do you press to take you to the next unanswered
question?

PageUp
PageDown
. Enter
X End

(Page 5-2)

4. Places where you enter a respondent’s answers on the screen are called answer fields.
(Page 5-1)

5. The instrument is the automated questionnaire, or the computer program used to present
the survey questions.
(Page 5-1)

Continue with Lesson 6.
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Lesson 6. Case Management

Objectives During this lesson, you will learn some of the basic ways that
information is displayed in Case Management for a Windows-based
survey. In this lesson, you will:

e review some Case Management screen layouts;
e learn how to identify different parts of the screen;
e learn about the Case Management function keys.

What is Case Case Management is an application that helps you (and staff at

Management? headquarters) manage your work. Case Management provides a list
of all sample cases in your NCVS monthly assignment, along with
additional information that is helpful to you in managing your work,
such as appointments, telephone numbers, respondent names, and
so on. Some of the function keys used in Case Management work
differently than in the survey instrument screens.

Practice The best way to familiarize yourself with NCVS Case Management is
by hands-on practice. To do this, get into Training Case Management
and install your training cases.

e Turn your computer on, and log into Entrust using your profile
name and password.

e Double click on the Training icon on your desktop.
e Select NCVS from the survey list and press Enter (or click OK).

Highlight the row “NCS Classroom training” and press F5 to install
your training cases.

e When you receive a message that the installation of training
cases was successful, press Enter (or click OK).

e Getinto the training cases in Case Management; press F8.
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You should have a list of training cases on your screen. When you
enter Case Management during production interviewing, a dialog box
appears that asks you to select the assignment (interview) period with
which you want to work (see example below of screen). Arrow up or
down to the appropriate assignment period. (When using training
cases, this screen does not appear.)

[l Case Management

File  Edit View Actions Help

@ =] Ta 2 & w P i E

F1 Help F2 Inter.. F3 Mext.. F4Details F5 Repo.. F6 Listing F7 Notes F8 View F9 Sort F10 Exit F11 Go

Period Selection Dialog (Wil

|1 Please selectthe assignment period(s) with
wehich you want o work:

Assignment Period List| oK | :
™ 2012110
¥ 201211

anagement

Follow the instructions in this lesson as you go through some Case
Management functions.

6-2



NCVS-521 CAPI (10/2014) Case Management

Parts of Case There are four main parts to the Case Management window. They are
Management the:

e Menu Bar,

e Tool Bar,

e C(Case List Pane, and

e Details Pane.

Menu Ba
LB Case Management SURVEY: NCVS  ASSIGNMENT PERIOD: 200606

File Edit View Adions Help

i @ = B ) = a8 = o 1% L3 ] = ] €] v
TOOI Bar . FLHelp F2 Inter.. F3 Next.. F4Details FS Repo.. F& Listing F7 Notes FB View F9 Sort F10 Bdt Fil Go. FI2CHI ShftFs.. CriTIP CrlB &l

Case Management - Case List DISCLOSURE PROHIBITED - TITLE 13 US.C.
Control Number L Address Place Name/City le Appointment P/T Sta(us Te\ephoneﬁ \nt # Rle
Case 600006269 J24 02 100 [101 RALROADDRIVE ________|ANY TOWN 1 N Lol =)

. 60927 6101A J24 04B 100 [102MAPLEAVENUE  ANYTOWN 99997 = 991 555-1234] 03 _[099
LlSt - 60927 6197 J24 04 1 00| [103 RIVERSIDE BLVD ANY TOWN 99997 T 991-555-1205] 03 999
P 60954 6169 J24 01 100 |104 OCEAN VIEW LANE ANY TOWN 99997 T 991-555-3095| 03 [099

ane 609816159 J24 04 1 00| [105 BEACH ROAD ANY TOWN 99997 T 991-555-8098| 03 [999

659006101 J24 01 100 |106 ROBIN STREET ANY TOWN 99997 T 991-555-8888| 03 |[999
—
—
History | Contact History | Returning Contact History | Interview Time Preferences | Bldg Mgmt
Assignment |HH Roster |Addmona\ Information | Notes | Contacts | Letter History
Control Number |50900 6269 J24 02 100 ssignment Period: IZOOS/DB Case 1D: (00000001 Int #:/01
Conf Refusal. IND Outcome: [200 Seg Type. Frea GQ Flag: IN_
Status: Respondent:
Detalls Language: | / | Other Language: |
P - Phone #(1): | | J |/ Type: | _¥| Phone #(2):] | _«l | Type: | |
ane Phone #(3): | | j l Type: | |
Appointment: [00/00/0000 00 OW Calback | PP b
ADDRESS: House #: 10] Six. Street IRA\LRGAD DRIVE
Unit: GQ Unit: |
Building Nam:
- Non City Addr

% {0 1015 am

MENU BAR The first section of the Case Management window, called the
Menu Bar, is at the top left corner of the screen. The Menu Bar shows
the words File, Edit, View, Actions, and Help. These are called menu
items. Most applications have a menu; however, different applications
have different menu items.

Once a menu item is selected, you can move from one menu item
to the next by using your arrow keys or by pressing the Alt key
and the letter that is underlined in the menu item’s name, for
example, Alt+H will access the help drop down list. You can also
select a menu item by using the mouse pad and clicking on the
menu item you want to look at. A drop down menu appears,
displaying information contained within the menu item.
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TOOL BAR

Using the
Function Keys

F1 - Help

F2 - Interview

F3 - Next Tab

F4 - Go to
(Case
List/Details)

Look at the next section of the Case Management window just
below the menu bar. This section is the Toolbar. The Toolbar in Case
Management lists the function keys and contains a symbol and name
for each function key. Function keys are shortcuts for evoking specific
actions within Case Management.

For example, look at the question mark symbol just below the words
File and Edit on the Menu Bar. The question mark stands for the Help
function key (F1) which is printed directly below the question mark. If
you click on the question mark with your mouse you get the Help
window, but you can also access the Help window by pressing the F1
key.

In this section of the self-study, we will discuss each function key.
As you review each of the function keys listed on the Tool Bar, do not
press a key unless instructed to do so.

The F1 key is the Help key. By pressing F1, you access Case
Management Help, which explains a specific function of
Case Management.

Press the F2 key to begin an interview for the case currently
highlighted on your case list.

Once you press the F2 key to begin an interview, you are no longer in
Case Management, and have at that point accessed the NCVS
interviewing instrument.

Press the F3 key and the view in the Details Pane changes from one
tab to another. For example, if you are looking at the Assignment tab
and press F3, the view changes to the HH Roster tab.

The F4 key allows you to switch your focus between the Case List
Pane and the Details Pane. Press F4 so that the label on the toolbar
for the F4 button reads Case List. Notice that the Assignment tab is in
red and your cursor is in the Control Number field. You are now in the
Details Pane. Notice the Title Bar now says “Case Management —
Details.” []

Notice that some of the fields displayed in the Assignment tab are
shaded and others are white. The fields that are in white are
editable fields which means that you can make changes only to
those fields. If you make any changes in the Details Pane, it is
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Case Management

F5 - Reports

F6 - Listing

F7 - Notes

F8 - View

F9 - Sort

recommended that you save those changes (using the save shortcut
Ctrl + S) before returning to the Case List Pane. However, if you

do not save your changes before returning to the Case List Pane,
you will be prompted to save any changes upon exiting Case
Management or when you press F2 to interview a case.

Press the F4 key again, and you will see your cursor blinking in
the Case List Pane in the last column to the right titled, “RTE.”
Now any action you take affects the Case List Pane.

Press the F5 function key to view various reports to help you check
the status of your overall assignment. Some of the types of reports
you will be able to see are counts of your cases (all complete
interviews, all noninterviews or Type As, etc.), overall response rates
based on the information on your laptop, as well as your Type Z
noninterview rate. You can select the report you want to view by
using your down and up arrow keys until the report you want is
highlighted. Select “OK” to view the report.

Click on F5-Reports in the Toolbar. [ ]

Highlight the “Counts” report and select “OK.” When you are
done viewing the report click on the “Close” button, which takes
you back to your Case List.

The F6 key is not used for the NCVS and is grayed out.

The F7 key allows you to add notes and view existing notes for a
highlighted case.

The F8 key allows you to look at your cases in a variety of ways,
such as those cases - -

» Not Started,
* Interviewed,
* Transmitted, etc.

Click on the F8-View button now to see the different ways you
can view the cases in your assignment. [ ]

DO NOT press a key unless instructed to do so. You will have an
opportunity to use these function keys during classroom training.
In organizing your work, you may find that you need to be able to
see your cases in a different order, according to a specific field.
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F10 - Exit
F11

F12

Shft F6

CtrlT

Other Keys

The F9 key allows you to sort the list according to any column
heading or any field within the Case List Pane. Cases are
automatically sorted in the order of the control number, but that
may not work best for you. For example, you may want to view
your cases according to where they are located, in which case you
may want to sort according to ZIP code. Or you may want to view
your cases according to appointments you have made, in which
case, you would sort according to appointment.

Use the F10 function key to exit Case Management.
F11 is inactive for the NCVS in Case Management.

Press F12 to access the Person Level Contact History Instrument
(pCHI).

Although this function is not active for your training cases, during
actual survey production work it opens the ALMI TOI map which
enables you to open either an overview map or a block map for the
case highlighted in your case list. Detailed instructions for opening
and closing a map and exiting ALMI are in the Automated Listing and
Mapping Instrument (ALMI) at Time of Interview (TOI) Self-study,
Form 11-826 which you should already have completed.

Press the CTRL+T keys simultaneously to open the Interview

Time Preferences (also known as ITP) application. This application
allows you to view and record the best and worst times to contact a
case. You can also access the Interview Time Preferences by clicking
on the Ctrl +T ITP icon. You can view the interview time preferences
on the Case List toolbar or by clicking on the Interview Time
Preferences tab in the Details Pane.

In addition to using the function keys alone, Case Management
uses function keys in combination with other keys on the keyboard
to allow you to perform some additional operations in Case
Management. For example:

e Shift + F1 - Displays General Help.

e Alt + F4 - Closes the active window or exits the
active program or help screen.

e Shift + F8 - Returns you to the main Case Management screen
from the Display Categories (F8) screen.
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Case Management

Practice Makes
Perfect

Things change
when you access
the survey
instrument ...

CASE LIST PANE

Asterisk (*)
Column

Other useful shortcut keys in Case Management include:

» Ctrl + S - Saves any changes you made to one or more
editable fields.

» Ctrl + Home - Moves you to the first case in the list.

» Ctrl + End - Moves you to the last case in the list.

After you begin working with your actual assignment, you will use
Case Management functions every day. As you use them more,
you will see how they work best for you.

Case Management (and all of its functions) are separate from how
things operate once you access the NCVS instrument. Once you use
F2 in Case Management to access a case, you have then accessed
the NCVS instrument, and the function keys and the way in which you
view information, etc., changes somewhat. Later in this self-study,
you will have a chance to look at some NCVS screens and see how
they differ from Case Management.

The Case List Pane is directly under the Toolbar. (See the illustration
on Page 6-3.) It shows a line-by-line summary of some of the
information about the housing units in your assignment.

All of your monthly cases are listed in the Case List Pane, and
more information for the highlighted case is listed in the Details
Pane. As you complete interviews, cases will no longer appear on
this list.

The information displayed in the Case List Pane includes Control
Number, *, Address, Place Name/City, Zip, Appointment, P/T,
Status, Telephone #, Int #, and Rte. Most of the information
displayed is self-explanatory; however, a few of the columns require
further explanation.

The appearance of an asterisk in the column between the Control
Number and Address columns indicates that there is something
special about the case, such as the case is a confirmed refusal and
you are not to contact the case, or the case has been reassigned from
another FR. When there is a special characteristic about a case, in
addition to the asterisk, one or more small icons appear in the upper
right corner of the Assignment tab in the Details pane. For example, if
a case is a confirmed refusal a STOP sign icon displays. To view what
is special about the case without getting into the Assignment tab,
right click on the icon and a description of the icon is displayed.
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P/T Column The P/T column indicates that the case is to be contacted either by
personal visit or by telephone. A “P” appears for those cases that
require a personal visit and a “T” for those cases that are eligible for
a telephone interview.

Status The Status column indicates the status of the case. A code is
Column entered in this column depending upon the outcome of the case.
Some of the codes you frequently see are --

* no code (blank) appears in the Status column if the case has not
been started;

« an “O” appears if you have opened a case but have not
Completed the household respondent’s interview; and

* a“P” appears if you have completed the household
respondent’s interview but need to complete interviews for other
eligible members of the household.

Rte Column The last column, “Rte” or route is a function that can be used to plan
your route each day by prioritizing cases in the order in which you
plan to interview each case. The entry of “999” that you see for all
of your cases is the default setting for route. You will learn more
about this during classroom training.

Scroll Through As you scroll through your case list (in the Case List Pane), the

Your Case List information in the Details Pane (portion of the screen below the Case
List Pane) changes to reflect the case that is currently highlighted. Try
this now using your up arrow and down arrow keys.

You can also use your Tab key to scroll down. Note how the
information in the Details Pane changes. Scroll back to the top
and make sure you have the first case on the case list highlighted.
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Case Management

DETAILS PANE

Assignment

HH Roster

Additional
Information

Notes

Look at the last part of the Case Management window, the Details
Pane, in the illustration on Page 6-3. The Details Pane is the section
of the screen just below the Case List Pane. Notice that the Details
Pane has several sections called tabs. The names of these tabs are
listed horizontally at the top of the Details Pane (about the middle of
your screen). The tabs in the Details Pane are:

Assignment

HH Roster

Additional Information
Notes

Contacts

Letter Mgmt

History

Contact History

Returning Contact History
Interview Time Preferences.
Bldg Mgmt

Each tab is like a folder in a file cabinet. Now click on each tab as
they are discussed. Take a moment to look at the information under
each tab in the Details Pane.

The Assignment tab (which is highlighted by default) shows more
detailed information about a case, such as the full address,
telephone number, case ID, current outcome code, and so on. You
can make changes in the white editable fields. [ ]

The HH Roster tab shows the household roster, which consists of
the names of all household members from the last interview. It is
updated by the instrument if any changes are made during the
current interview period. The information in this tab is useful for
callbacks to households with missing data. [ ]

This tab provides additional information for those cases that are in
Group Quarters (GQ), such as the GQ name, type, number of units,
contact name, contact address, etc. [ ]

The Notes tab only allows you to view notes regarding this case.
If you or another FR enter notes for a case, you will see a red
checkmark in front of the word “Notes.” The red checkmark is a
quick way to tell if there is any information in the Notes folder.
To add or edit notes use the F7 function key. [ ]
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Contacts

Letter Mgmt

History

Contact History
and Returning
Contact History

Interview Time
Preferences

Bldg Mgmt

Review Exercise

The Contacts tab contains the names, addresses, and telephone
numbers of contact people who are persons other than members of
the household. Sometimes you get information about the status of a
unit from someone other than the occupant. This happens when a
unit is vacant and you talk to a neighbor or a real estate agent, or
when a unit does not exist and you are able to verify it with a reliable
source, such as a post office. When you enter the contact person
information in the instrument, you can see the information in the
Contacts folder. [ ]

This tab shows the history of the letters that have been sent from the
regional office to the household, by type and date. [ ]

The History tab gives historical information about the case, such as
the previous outcome, whether the case was a replacement
household, or if the case was previously assigned to another FR. It
also shows you the previous addresses during the current interview
periods and captures and shows the outcome code, action code,
and the date/time each time an FR enters into a case by pressing
the F2 function key. [ ]

The Contact History and Returning Contact History tabs contain the
history of previous visits/interviews for a case. They also keep a
record of the strategies used and respondent behavior for the case.
Contact History contains contact history for the current interview
period; Returning Contact History contains history for the previous
interview period. [ ]

This tab allows you to view the best and worst times to contact a
case. The best times are shown in green and the worst times in red.
To edit or enter good or bad times to contact, you may press “Ctrl” +
“T” at any time during an interview. [ ]

To return to the Case List Pane, press the F4 function key.

The last tab is the Building Management tab. It contains building
manager contact information for large multi-unit buildings. If you are
assigned a case in such a building, the building management’s
contact information appears when you click the tab. [ ]

Complete the review exercise on the next page. Compare your
answers to the answer key that follows the review exercise, then
continue with Lesson 7.
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Case Management

Lesson 6 - Review Exercise

1. One of the purposes of Case Management is to help you manage your monthly assignment.

TRUE FALSE

2. Match the function keys below with their function in Windows Case Management:

F1 Help
F2 Interview
F3 Next Tab

F4 Go to

F5 Reports
F7 Notes

F8 View

F9 Sort

F10 Exit

Ctri+T

Shft F6-Map

A - Lets you rearrange the listed cases according to your criteria.
B - Enables you to move from tab to tab in the Details Pane.
C - Displays the Notes field for the selected case.

D - Displays Case Management Help information about the active
window.

E - Closes Case Management.
F - Opens the selected case so you can interview the respondent.

G - Toggles focus between the Case List pane and the Details
pane.

H - Displays the CM Report Selection dialog box, in which you
choose the report(s) you want.

| - Activates the Display Category Selected dialog box, in which you
choose the category of cases you would like to see. This lets you

look at a shorter list of cases, only those which fall into the
category you choose.

J - Opens the ALMI TOI map.

K - Opens the Interview Time Preferences application.
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3. ldentify the main section(s) of the Case Management system.

Menu Bar

File Bar

Case List Pane
Info Pane

Tool Bar
Details Pane

4. Which section of the Case Management lists all of your monthly cases?

Menu Bar

File Bar

Case List Pane
Info Pane

Tool Bar
Details Pane

5. Match the function keys below with their function in Case Management.

______Shift+F1 A - Saves any changes you made to one or more editable fields.
_ _Alt+F4 B - Moves you to the last case in the list.

______Shift+F8 C - Displays General Help.

_____Ctrl+sSs D - Moves you to the first case in the list.

_______Ctrl + Home E - Returns you to the main Case Management screen from the

Display Categories (F8) screen.

Ctrl + End F - Closes the active window or exits the active program or help
screen.
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6. Match the tab in the Details Pane with its function.

____Assignment A - Displays notes.
____HH Roster B - Shows the contact people names, addresses and telephone
numbers.
____Additional C - Displays the previous outcome code and the FR code of the
Information person who previously interviewed the case.
___ Notes D - Shows more detailed information about a case, such as the full

address, telephone number, case ID, current outcome code.
____ Contact History E - Displays the names of all household members.

___ Contacts F - Contains information about previous visits, strategies used, and
respondent behavior.

__ Letter Mgmt G - Displays the best and worst times to contact a case.

___ History H - Contains building manager contact information for large
multi-unit buildings.

___ Bldg Mgmt I - Provides additional information for GQ cases.
____Interview Time J - Provides type and date of respondent letters sent
Preferences by the regional office.

Compare your answers to the answer key on the next page.
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1.

Lesson 6 - Answer Key

One of the purposes of Case Management is to help you manage your monthly

assignment.

TRUE
(Page 6-1)

Match the function keys below with their function in Windows Case Management:

D F1 Help

F F2 Interview
B F3 Next Tab
G F4 Goto

H F5 Reports
C F7 Notes

| F8 View

A F9 Sort

E F10 Exit

K Ctrl+T

J Shft F6-Map
(Pages 6-4 through 6-6)

A. Lets you rearrange the listed cases according to your criteria.
B. Enables you to move from tab to tab in the Details Pane.

C. Displays the Notes field for the selected case.

D. Displays Case Management Help.

E. Closes Case Management.

F. Opens the selected case so you can interview the respondent.
G. Toggles focus between the Case List pane and the Details pane.

H. Displays the CM Report Selection dialog box, in which you
choose the report(s) you want.

I. Activates the Display Category Selected dialog box, in which you
choose the category of cases you would like to see. This lets you
look at a shorter list of cases, only those which fall into the
category you choose.

J. Opens the ALMI TOI map

K. Opens the Interview Time Preferences application.
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3. ldentify the main section(s) of the NCVS Case Management system.
_X_ Menu Bar
____ File Bar
_X _Case List Pane
_____ Info Pane
_X__Tool Bar

X Details Pane
(Page 6-3)

4. Which section of the Case Management lists all of your monthly cases?
__ Menu Bar
__ FileBar
_X__Case List Pane
__ Info Pane
_____ Tool Bar

Details Pane
(Page 6-7)

5. Match the function keys below with their function in Case Management.

C Shift + F1 A - Saves any changes you made to one or more editable fields.
F Alt + F4 B - Moves you to the last case in the list.

E Shift + F8 C - Displays General Help.

ACtrl +S D - Moves you to the first case in the list.

D Ctrl + Home E - Returns you to the main Case Management screen

from the Display Categories (F8) screen.
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B Ctrl + End F - Closes the active window or exits the active program or help
screen.
(Pages 6-6 through 6-7)

6. Match the tab in the Details Pane with its function.

D Assignment A - Displays notes.
E HH Roster B - Shows the contact people names, addresses and telephone
numbers.

I Additional Information C - Displays the previous outcome code and the FR code of the
person who previously interviewed the case.

A Notes D - Shows more detailed information about a case, such as the full
address, telephone number, case ID, current outcome code.

F Contact History E - Displays the names of all household members.

B Contacts F - Contains information about previous visits, strategies used, and
respondent behavior.

J Letter Mgmt G - Displays the best and worst times to contact a case.

C History H - Contains building manager contact information for large
multi-unit buildings.

H Bldg Mgmt I - Provides additional information for GQ cases.
G Interview Time J - Provides type and date of respondent letters sent
Preferences by the regional office.

(Pages 6-9 through 6-10)

Continue with Lesson 7
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Lesson 7. The Person Level Contact
History Instrument (pCHI)

Person Level Contact The Person Level Contact History instrument (also known as

History Instrument (pCHI) pCHI) allows you to track NCVS contact history on a person
level basis.

pCHI Computer Based Log onto your laptop and complete the pCHI Computer Based

Training (CBT) Training. Click on the NCVS pCHI icon in the CBT folder as

shown below and follow instructions to complete the training.

When you have completed it, continue with Lesson 8.

| Wy Organize = OF Views -

Name Date modified Type Size

@Q@!gﬁjg

5-Tier 2012 ASEC ~ AHS History ~ ALMIGPS ALMIGPS  ALMI-TOLC.. BLS for CE Building

Performance Concepts... and lses CBT Video Training Manager'...
Plan CBT

DAAL CBT Data Mandatory \ NCVS pCHI / NCV5 SCS NHIS 2012 SONC CBT

Click on NCVS pCHI in the
CBTs folder on the laptop.

] 20 items
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More Details About Your Job

Lesson 8. More Details About Your Job

Objective

Length of Time in Sample

Enumeration Periods

Reference Periods

This lesson will help you understand the basic
procedures for the NCVS, as well as provide you with an
overview of specific household procedures.

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
period of 3 years. 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, there are seven "enumeration
periods" for each sample address.

The reference period for the NCVS covers the 6-month
time period prior to the interview day. When conducting
interviews, we are only interested 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 6 months prior to the
interview date on the first day of that month, and end on
the day prior to the interview date.

For example: If a household respondent's first
enumeration period interview is conducted on March 1,
2015, the current reference period for the household
respondent is September 1, 2014 to February 28,
2015. If the remaining household members were
interviewed for the first enumeration period on March 4,
2015, the current reference period for each of these
household members is September 1, 2014 to March 3,
2015.

After the first enumeration period, reference periods for
all remaining enumeration periods start on the date of
the household member's last interview and end on the
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Personal vs Telephone
Interviews

Interview Period

day prior to the member's current interview date. For
example, if the respondent was previously interviewed
on February 3, 2015 and you are conducting the
respondent’s current interview on August 8, 2015, then
the current reference period for this respondent is
February 3, 2015 to August 7, 2015.

By using this type of reference period, we can compile a
continuous record of the household's experiences for the
entire 3 years that they are in sample.

The first interview at a sample address is always
conducted in person. Interviews with units in sample for
their second through seventh interview should be
conducted by telephone from a secure place in your
home. We realize that there will be times when this is not
possible, such as when the unit was a noninterview the
previous enumeration, there is no telephone available in
the sample unit, or the household indicated that a
telephone interview is not acceptable.

After completing the household respondent’s interview,
always try to complete interviews for all remaining
eligible household members during the same contact.
Any follow-up contacts to interview remaining household
members should be done by telephone. For sample units
that are to be interviewed using the personal visit
procedure, after you complete the household
respondent’s personal interview, you are allowed to
make telephone callbacks to obtain interviews with the
remaining household members.

Try to plan your personal visits during the most
productive hours of the day and days of the week, so
you can find household members at home to reduce the
number of return visits to a sample address. Always
remember to make the fewest number of trips to a
sample area as possible to complete your assignment.

An interview period is the time that you are allowed to
complete all of the NCVS interviews assigned for an
interview month. Typically, the interview period begins
on the first day of the month and continues almost the
entire month. Your close-out date is typically a day or
two before the last business day of the month.

8-2



NCVS-521 CAPI (10/2014)

More Details About Your Job

Refusals

Replacement Households

NCVS Changes

Occasionally, an entire household may refuse to
participate in our survey. Make every effort to persuade
the household to participate. If your attempts to gain a
household's cooperation are unsuccessful, you need to
indicate through the NCVS instrument that the
household refuses to participate.

If the household respondent refuses his/her interview
and there is not another eligible household member who
can serve as the new household respondent, discontinue
interviewing in the sample household. However, if there
is another eligible household member who can serve as
the new household respondent, you can interview that
person as the new household respondent. Remember,
BEFORE you can interview any other eligible household
members, you must complete the household
respondent’s interview. When there is more than one
eligible individual respondent, the refusal of one
individual respondent does NOT end the NCVS
interviews in the sample household.

When an entire household moves out and the new
household moves in (i.e., the sample household is not
the same household as was interviewed in the previous
enumeration period) the new household at the sample
unit is referred to as a “replacement” household.
Replacement households are treated as incoming or first
time in sample households -- you must interview the
household respondent in person, along with any
remaining household members who are eligible for
interview and available at the time of your visit.
Callbacks for individual respondents can be done by
telephone.

The survey sponsor, the BJS, is always looking for ways
to improve the NCVS interview, as well as ways to
collect information on topics of current interest. Some of
these changes are temporary, while other changes could
become permanent. Over the past few years, new or
revised questions have been incorporated into the NCVS
interview including questions about:

¢ Industries and occupation
e Hate crimes
e Disabilities
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Starting With the Household
Respondent

Screening for Crime
Incidents

ALWAYS complete the household respondent's
interview before interviewing any remaining eligible
household members (household members who are 12
years of age and older).

When you get into the NCVS CAPI instrument and the
case is a returning (continuing) household, that is, a
household in sample for its second through seventh
interviews, you will be prompted 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 will be instructed to identify
another eligible household respondent.

The NCVS instrument presents questions for you to ask
of the respondent that are designed to determine
whether the respondent or the sample household has
experienced any crime incidents during the 6-month
reference period. This includes both actual crimes
committed against the respondent as well as attempts.
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More Details About Your Job

Reporting Crime Incidents

Review Exercise

If the respondent reports one or more crime incidents,
then proceed through the incident report screens for
each reported incident that occurred during the 6-month
reference period. These screens are designed to gather
information about:

e Where the incident took place

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

e How the incident happened

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

¢ Information about the offender(s).

e Details about the respondent’s employer and job
when the incident occurred while the respondent was
working or on duty when the incident occurred.

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

e What the respondent was doing when the incident
happened.

Complete the review exercise that starts on the following
page. Compare your answers to the answer key which
follows the review exercise, then continue with Lesson 9.
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Lesson 8 - Review Exercise

1.  Each address that is selected as a sample unit for the NCVS is usually interviewed: (Mark
the correct answer.)

Only one time
Seven times

Three times

2.  The reference period for the NCVS covers the following time period: (Mark the correct
answer.)

The 12 months prior to the interview month
The 6 months prior to the interview day

The 2 years prior to the interview month

3. The first NCVS interview at a sample address is always conducted in person.

TRUE FALSE

4.  When conducting first interviews at a sample household, you must complete the
household respondent’s interview as well as interviews with all other eligible household
members by personal visit.

TRUE FALSE
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5.  Typically, your interview period begins on the first day of the month and lasts for about:
(Mark the correct answer.)

2 1/2 weeks
One month

1 week

6. It does not matter which household member gets interviewed first for the NCVS.

TRUE FALSE

7. When an entire household moves out and a new household moves in, the new household
is referred to as a and the interview with the new household
should be treated like households.

8. For the NCVS, we are only interested in actual crime incidents and want to exclude
attempted incidents.

TRUE FALSE

9. Interviews with units in sample for their second through seventh interview should be
conducted by telephone from a secure place in your home.

TRUE FALSE

Compare your answers against the answer key on the next page(s).
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Lesson 8 - Answer Key

1. Each address that is selected as a sample unit for the NCVS is usually interviewed: (Mark
the correct answer.)

Only one time

X Seven times
Three times
(Page 8-1)

2.  The reference period for the NCVS covers the following time period: (Mark the correct
answer.)

The 12 months prior to the interview month
X The 6 months prior to the interview day
The 2 years prior to the interview month
(Page 8-1)
3. Thefirst NCVS interview at a sample address is always conducted in person.
TRUE
(Page 8-2)

4.  When conducting first interviews at a sample household, you must complete the
household respondent’s interview as well as interviews with all other eligible household
members by personal visit.

FALSE

(Page 8-2)
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5.  Typically, your interview period begins on the first day of the month and lasts for about:
(Mark the correct answer.)

2 1/2 weeks
X 1 month
. 1 week
(Page 8-2)

6. It does not matter which household member gets interviewed first for the NCVS.
FALSE
(Page 8-4)

7. When an entire household moves out and a new household moves in, the new household
is referred to as a replacement household and the interview with the new household
should be treated like incoming or first time in sample households

(Page 8-3)

8. Forthe NCVS, we are only interested in actual crime incidents and want to exclude
attempted incidents.

FALSE
(Page 8-4)

9. Interviews with units in sample for their second through seventh interview should be
conducted by telephone from a secure place in your home.

TRUE

(Page 8-2)

Continue with Lesson 9.
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The Survey Instrument

Lesson 9. The Blaise Basics: The Survey Instrument

Purpose
section, you will be able to:
FR instructions;
Section tabs Menu bar Title bar

Info
Pane 1

Form .
Pane

o differentiate between respondent questions and

¢ locate different types of information on the screen; and
¢ |ocate Help items and other information on your screen.

The purpose of this lesson is to familiarize you with the basic
setup of the NCVS instrument screens. At the end of this
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Basic Elements of a
NCVS Instrument
Screen

Title Bar

Menu Bar

Section Tabs

Info Pane

The illustration on the previous page shows a screen from
the NCVS instrument. The Blaise software features a
distinctive split-screen display. The “screen” in Blaise refers
to the entire area of the Blaise window, from the title bar on
top to the status bar on the bottom.

The Title Bar identifies the name of the survey.
The Menu Bar contains five menus:

* Forms

* Answer

* Navigate

* Options, and
* Help

These menus each contain lists that help you navigate,
enter data, and access help throughout the NCVS
instrument.

Section Tabs show the different sections of the NCVS
instrument, as well as give you the option of displaying the
household roster or answers to the most frequently asked
questions about the survey.

The panes are the different areas of the screen. Each pane
is surrounded by a border. The Info Pane contains the
question text and any FR instructions for an item as well as
the list of answer choices below the question.
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ﬂNationaI Crime ¥Yictimization Survey -- NC¥S Questions ver 08.11 Blaise ver 482b1606 x|

Forms Answer bavigate Options Help  Show YWatch Window
Main | HHRoster | Fags | F1o |

+ O (Page 14)

h category represents the TOTAL combined income of all members of this HOUSEHOLD during the past 12 months? This includes
mdney from jobs, netincome from business, farm or rent, pensions, dividends, interest, Social Security payments, and any other money
infome received by members of this HOUSEHOLD who are 14 years of age or older?

* Fnter number for range that cunta'ﬁs rESpONSe
19 Less than $5,000 18, $20,000 - 24,999
1] $5,000 - §7 499 19, $25,000 - $29 999
1§, §7 500 - §9 999 20, $30,000 - $34 999
1F. $10,000 - $12 499 21, $35,000 - §$39,999
b, $12 500 - $14 999 22, $40,000 - §45 999
C . 515,000 - $17 4599 23 $50,000 - §74,959
7. $17 500 - $19 999 24, $75,000 and aver
Hog=ehald Income I_
00000002 [ HOUSEHOLDINCOME [1:44:33 PM [8-6-2012 [ Talking To: Davi§ Citizen |About: David Ciizen [318jz262 | \

. o : . \ . \ .

Location of Info Card Booklet FR instruction Question text Answer list

and Help screen indicator

Help Screens Some questions have a “Help” screen. By accessing the
Help screen, you can look at additional information to help
you enter information for that screen. Access Help screens
by pressing F1. For those questions that have a specific
Help screen, the question mark (?) followed by [F1] appears
in blue text in the top left of the question screen.

Information Card Looking at the illustration above, notice the graphic of a

Booklet Icon book (this type of graphic is called an icon). This icon
indicates that, for this question, you must show the
respondent the Information Card Booklet for your personal
visit interviews and refer to it for your telephone interviews.
Sometimes a number appears next to the icon.
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Blue Text

Bold Black Text

Gray Text

Form Pane

The number next to the book indicates the page to refer to
within the booklet. On your laptop, the graphic and page
number reference, if provided, are in blue text.

Any time you see blue text in the Info Pane, itis an FR
instruction for you to read to yourself, not aloud, to the
respondent. For example, you may see an instruction that
says “Read answer categories.”

Bold black text in the Info Pane indicates that this is a
question you read aloud to the respondent. On the previous
page, the Income question appears in bold black text and is
read aloud to the respondent. Note that some questions
require you to read the answer categories aloud to the
respondent. Remember, you are only required to read the
answer categories to the respondent when the categories
are in bold black text.

Gray text in the Info Pane indicates that you have the option
to read the text to the respondent. This appears for
questions in which you have read the same text to the
respondentin a previous question. You may want to re-read
the question text to reinforce the intent of the question.

The Form Pane contains data entry cells or spaces for
entering responses. It shows a “map” of where you are
within a section and displays previous information that has
been collected for that part. Look at the illustration of the
Form Pane on the next page.
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[Eanational Crime Yictimization Survey -- NCYS Questions ver 08.11 Blaise ver 452b1606 x|

Forms Answer Mavigate Options Help  Show Wakch Window
Main | HHRoster | Fags | Fio |

+ [ (Page 14)

Which category represents the TOTAL combined income of all members of this HOUSEHOLD during the past 12 months? This includes
money from jobs, netincome from business, farm or rent, pensions, dividends, interest, Social Security payments, and any other money
income received by members of this HOUSEHOLD who are 14 years of age or older?

* Enter number for range that contains response

11, Less than $5,000 18, $20,000 - $24 999
€12, $5,000 - §7 499 19, $25,000 - §29,999
€13, §7 500 - §3 959 20, $30,000 - $34 999
14, $10,000 - $12 499 21 $35000 - §39 5999
15, $12,500 - $14 999 22, $40,000 - $49,999
€16, $15,000 - $17 499 23, $50,000 - §74,999
€17, $17 500 - $19 999 24, $75,000 and aver
Househald Income l_

| onnnannz  [HOUSEHOLDINCOME [1:44:33 P |8-8-2012 | Talking To: David Citizen | about: David Citizen 3182282 \

Variable name Page number tatus bar

The Form Pane is formatted differently depending on the
type of information being obtained. You can change or
update the information in boxes with white backgrounds.
For example, if you make a mistake, you can back up and
correct an entry. If the information is in a box with a gray
background, it cannot be changed.

Locating Your Looking at the second column of the Form Pane, you see
Position Within that the information in the last box is displayed in white text
the Form Pane within a dark box (on your screen that box is blue). This is

how you know where you are within the Form Pane, or
where your cursor is.
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Status Bar

Navigation

Review Exercise

The Status Bar appears at the bottom of the screen and
gives information about the case you are interviewing, such
as the case ID, where you are within the instrument (i.e.,
section, page number), as well as the variable name. When
you encounter an error that you must report to your regional
office, supply the regional office with specific information
from the Status Bar, including the section, page number,
and the variable (screen) name.

To navigate through the instrument, the key you use most
often to move from one question to another is the Enter
key. Pressing Enter after typing an entry ensures that the
entry is “accepted” within the CAPI instrument and also
takes you to the next question on the instrument path. Also,
remember that if you need to re-enter a case and want to
return to where you left off, pressing the End key takes you
to the next unanswered question.

Use the arrow keys mostly when navigating sequentially
from one item to the next. Use the Left and Right Arrows to
navigate horizontally, and use the Up and Down Arrows to
navigate vertically. Use the Page Up (PgUp) and Page
Down (PgDn) keys when navigating sequentially, from one
Form Pane to the next.

You will learn about the types of navigation, such as
backing up and jumping to another section of the
instrument, during classroom training. The Tab key, the
PgUp and PgDn keys, the up, down, right and left arrow
keys, the function keys, and of course, the End and Enter
keys — are the ones you will use the most.

Complete the review exercise that starts on the following
page. Compare your answers to the answer key which
follows the review exercise, then continue with Lesson 10.
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Lesson 9 - Review Exercise

1. The Form Pane contains the specific survey questions and/or FR instructions for an item
as well as listing the answer categories.

TRUE FALSE

2. Text appearing in blue in the Info Pane is for you to read to yourself and not out loud to
respondents.

TRUE FALSE

3. Which key, when pressed, ensures that the entry is “accepted” within the CAPI
instrument?

_ Tabkey
__ _Endkey
__ PgUp key
____ Enterkey

4. The Info Pane shows you where you are within a section and displays previous
information that has been collected within that section.

TRUE FALSE

5. Where within the CAPI screen do you find information about the case such as the case ID
and the question name?

Title Bar
Menu Bar
Status Bar
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6. For those questions that have a specific Help screen associated with that question, which
symbol appears in blue text followed by which function key?

__ Exclamation point (!) followed by F1
___Question mark (?) followed by F10
____ Exclamation point (!) followed by F10
___ Question mark (?) followed by F1

7. Which color text indicates that you have the option to read the text to the question to
reinforce its intent?

__ Blue text
__ Greytext
____ Black text
_ Redtext

Compare your answers against the answer key on the next page.

9-8



NCVS-521 CAPI (10/2014) The Survey Instrument

Lesson 9 - Answer Key

1. The Form Pane contains the specific survey questions and/or FR instructions for an item
as well as listing the answer categories.

FALSE
(Page 9-2)

2. Text appearing in blue in the Info Pane is for you to read to yourself and not aloud to
respondents.

TRUE
(Page 9-4)

3. Which key, when pressed, ensures that the entry is “accepted” within the CAPI
instrument?

____Tabkey
_ Endkey
_ PgUp key
__X__ Enter key
(Page 9-6)

4. The Info Pane shows you where you are within a section and displays previous information
that has been collected within that section.

FALSE
(Page 9-4)

5. Where within the CAPI screen do you find information about the case such as the case ID
and the question name?

_____ Title Bar
_ Menu Bar
__X__ Status Bar
(Page 9-6)
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6. For those questions that have a specific Help screen associated with that question, which
symbol appears in blue text followed by which function key?

__ Exclamation point (!) followed by F1
____Question mark (?) followed by F10
_____ Exclamation point (!) followed by F10
_X__ Question mark (?) followed by F1
(Page 9-3)

7. Which color text indicates that you have the option to read the text to the question to
reinforce its intent?

__ Bluetext
_ X Grey text
__ Black text
_ Redtext
(Page 9-4)

Continue with Lesson 10.
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Lesson 10. The NCVS CAPI Instrument

Objective This lesson will familiarize you with certain features of the NCVS
instrument, as well as its different sections. At the end of this lesson
you should know the difference between the instrument’s:

e Front section,
e Middle section, and
e Back section.

Ask Questions When asking NCVS questions, do not change the words or omit

As Worded any parts of the questions. Even if the change seems insignificant
to you, it could change the way the respondent interprets the
question. We want each respondent to hear the NCVS questions the
same way, so the answers we get are comparable throughout the
entire sample. Use neutral probes when the respondent does not
seem to understand the question. When appropriate, verify the
information entered.

Answer Notice that some question answer lists contain values starting with
Categories “11” rather than “1.” This was designed to minimize errors in the data
collected.

[E3Mational Crime Yictimization Survey - NCYS Questions ver 2.8 x|
Forms Answer Navigate Ophions Help
Main | HH Roster | New HHA | Fags | F1o |

*+YWho besides the respandent was present when the screen questions were asked?

If telephone interview mark box 11

[~ 11. Telephone (Field telephone or CATI)
[~ 12. Mo one besides respondent present

[ 13. Respondent's spouse
Answer | |- coulimarber) - o spone
L. t [~ 15. Household membet(s) under 12
Is [~ 16. Nonhousehald member(s)

[ 17. Someone was present - Can't say wha
[T 18. Don't know if sameane else present

ho present during int |

Vas proxy resp. helped

[Form managament
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Question/ltem
Name

ﬂNatinnal Crime ¥ictimization Survey -- NC¥S Questions ver 08.11 Blaise ver 482b1606 x|

Forms  Answer Navigate Options Help  Show Wakch Window

Man | HH Roster | Hew HHR | Fags | Fio |

A descriptive name or label has been assigned to each
question/item.This label is referred to as the Blaise
Variable Name and is displayed on the screen’s Status
Bar. For the NCVS, we refer to the Blaise Variable Name
as the screen or item name. For example, the Blaise
Variable Name for the question below is START_CP.

CENSUS CATIHCAPI SYSTEM
Mational Crime Victimization Survey
Case status is: New Case
Date is: 8/8/2012
Time is: 8:47 AM
Incoming/Caontinuing: Incoming Case
Interview Mumber: 071

Confirmed Refusal: Mo

1. Telephone interview

2. Personal interview (See notes)

€ 3. Personal interview (Skip all notes and go to GEN_INTRO_CP)
4. Moninteriew [TYPE A/BIC)

(" 5. Ready to transmit case - no mare followup (TYPE Z's)

' B. Quit: Do not attempt now

Start CAP| Interview

00000001 START_CP  [G4l:28 M (862002 | TakingTo: |

Abaut: 1872282

Variable name

Single and Multiple
Response Categories

Some questions allow you to enter only one response,
while others allow multiple answers. Notice that there are
two types of responses, noted by radio buttons and
boxes. Radio buttons (O) are used beside the response
categories when a single response is required. Boxes (0O)
are used beside the response categories when multiple
entries are acceptable. Also, for questions that allow
multiple responses the screen displays the FR instruction
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“Enter all that apply.” In the illustrations below and on the
next page, notice that the response field to the left of the
answer categories differs between multiple and single
response questions.

Single Response Question —
“Radio Buttons”

ﬂNationaI Crin e Yictimization Survey -- NC¥S Questions ver 08.11 Blaise ver 482b1606 5[

Eorms  Answer ff Navigate Options  Help  Show 'Watch Window

Main |t Roffer | Mew HiR | Fags | Fio |

CEMNSUS CATIVCAR SYSTEM
Mational Crime YWictimization Survey
Case status is: New Case
Date is: 8/6/2012
Tirme is: 8:41 Ak
Incoming/Continuing: Incoming Case
Interviews Number: 01

Confirmed Refusal: Mo

1. Telephone interview

" 2. Personal interview (See notes)

' 3. Personal interview (Skip all notes and go to GEN_INTRO_CP)
4. Noninterdiew (TYPE ABIC)

5. Ready to transmit case - no maore followup (TYPE Z's)

6. Quit: Do not attempt now

Start CAP Interview |

00000001 START_CP 8141:28 AM [8-6-2012 [ Talking Te: [ About: [1ap2282
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Multiple Response Question —
“Boxes”

ﬂNati nal Crime Yictimization Survey -- NC¥S Questions ver 08.11 Blaise ver 482b1606

Eormis

Main

d

*

Answer  Mavigate Options Help  Show Watch Window
| HriRoster | Fags | F1o |

hat was taken that belonged to you or others in the household?
Probe: Anything else?
Enter all that apply, separate with commas

* CASHPURSEMALLETVCREDIT CARDS:

* PERSONAL EFFECTS:

[T 11. Cash [T 25, Clothing, furs, luggage, briefcase

[T12. Purse [T 26. Jewelry, walch, keys

[T 13, Wallet [T 27, Collection of starnps, coing, etc

[T 14. Credit cards, checks, bank cards [728. Toys, sports and recreational eguipment (not listed abave)
*WEHICLE OR PARTS: [729. Other personal and portable abjects

[T15. Car * FIREARMS:
[ 16. Other mator vehicle [730. Handgun (pistal, revolver)
[T 17. Part of motor wehicle (tire, hubcap, attached car stereo or satellite radio, [731. Other firearm (rifle, shotgun)

18

attached CB radio, etc.)
Unattached motor vehicle accessories or equipment (unattached CD player or
satellite radio)

M3z
M3

* MISCELLANECQUS:
Tools, machines, office equipment
Farm or garden produce, plants, fruits, logs

WX, @xeelhi 2ol [734. Animals - pet or livestock
[720. Bicycle or parts [735. Food or liguar
* HOUSEHOLD FURNISHINGS: ["36. Other - specify
[721. TV, DWD player, WCR, stereo, other househald appliances 737 Don't know
[T 22. Silver, china, art objects
[ 23. Other househald furnishings (furniture, rugs, etc.)
[ 24. Portable electronic and photographic gear (Personal sterea, TV, cellphane,

camera, stc.)

it was stolen I

00000002

WHATWASTAKEN [11:45:57 &M |9j7/2012 | Talking T David Citizen | hout: David Ciizen (2212262

Edit Checks

When you see response categories with boxes, before
pressing “Enter,” keep asking the appropriate probe,
“Anything else?” or “Any other way?” and record all
responses. Continue probing in this manner until you get
a “No” response.

In order to detect inconsistencies in the data at the time of
collection, several questions contain edit checks. The edit
checks examine the response to individual items and
determine if the responses are consistent with the other
data entered. An error message appears when possible
errors (inconsistencies) are detected in the respondent’s
answers. The screen displays an error message and
identifies the questions that are inconsistent.
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Items with Inconsistent Responses

ﬂNatiunaI Crime Yictimization Survey --F W5 ()
Forms  Answer Mavigate Options Help  Shifly watch Window

Main | HH Roster | tew HHR | FAQs | Fio

Edit Check Error Message

£

What is Jane Citizen's relationsi{ to David Citizen?

The sex entered is

@ 11. Husband

12, Wife 1 ' re Signal

13, San NELATIONSHIE: Hushand
14 Daughter SEX: Female

" 16. Father

Change member

First name

Last ne

" 16. Mother

inconsistent with the relationship selected.

l_ [pavid Citize
l_ IJane Citize
l_ l— l_ Questions involved

RELATIOMSHIP: Relation

Walue

Female

| Goko I

Suppress | Close

| DooooooZ | RELATIONSHIP  [B:16:98 AM [10-17-2012 |Talking To: David Citizen | about: Dawid Citizen [145/2282

Types of Edit Checks

There are two types of edit checks, soft edit checks and
hard edit checks. A soft edit check appears for a situation
like a 14 year old attending college (possible but not
likely); a hard edit check appears for a situation like a 4
year old attending college (not possible).

o For soft edit checks, you can either accept the
responses and therefore the inconsistency (select the
Suppress button) OR resolve the error by going back
(select the GoTo button) to the items in question and
rechecking the responses.

For hard edit checks, you must go back and resolve
the inconsistency.
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Don’t Know and
Refused Responses

Specify Fields

In many cases, the inconsistencies occur as a result of
keying errors. To go back and correct a particular item,
make sure that the item displayed in the "Questions
involved" column of the "Edit Check Error Message" (refer
to illustration on page 10-5) is highlighted; then click the
GoTo button, which takes you to the question that needs
correcting.

When resolving inconsistencies in a soft edit check, the
pop-up window displays two screens in the “Questions
Involved” column which you can choose from to select
which answer you want to change. In the example on
Page (10-5), if you want to fix the inconsistency by
updating the relationship value, highlight the
“‘RELATIONSHIP: Relation” row and select the GoTo
button to return to the Relationship Screen to change the
answer. If the respondent’s gender was incorrect,
highlight the second row “SEX:sex” and select the GoTo
button to change the respondent’s gender.

Some questions allow a “Don’t know” response. In the
NCVS CAPI instrument, such questions either have a
“Don’t know” category displayed as a valid response
category or the category is “blind.” A blind “Don’t know”
category is not displayed. The instrument allows you to
enter a “Don’t know” response by pressing the “CTRL” +
“D” keys if the respondent does not know the answer to
the question. A question mark (?) then appears in the
answer field. Also, some questions allow a “blind” refusal.
For those questions, you can press the “CTRL” + “R”
keys if the respondent refuses to answer. An exclamation
point (!) then appears in the answer field.

Some questions require that you enter a description of the
respondent’s answer. For example, in the screener
qguestions you enter a brief description of the incident
when the respondent reports that he/she was a victim of
crime. For questions that contain an “Other - specify”
category record the respondent’s answer on the “Other -
specify” screen if you are unable to classify the
respondent’s answer into a predefined category. For
these types of questions, as well as the crime incident
report summary, the length of the “Specify” field varies:
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The NCVS CAPI Instrument

Overview of Front
Section

e Screener questions — limited to 100 characters
“Other — specify” categories, most are 35 characters
e Crime incident summary — 300 characters

If you need to record more information for a particular
item, enter additional text in the “ltem Level” notes by
pressing the F7 function key.

The Front Section of the NCVS instrument lets you:

e Introduce and reintroduce the survey to the
respondent;

¢ Record the type of interview you are conducting
(personal visit or telephone);

e Record the outcome of your attempts to contact the
household respondent or individual respondents; and

e Select a new household respondent when necessary.

The Front Section of the instrument also includes screens
for verifying the sample address, the mailing address, and
the sample address’ phone number and also captures
person and household noninterview information.

Look at the START_CP screen shown on the next page.
This is the first screen in the instrument’s Front Section
that appears when you enter the NCVS CAPI instrument
from Case Management. At this screen you select
whether to:

Interview by telephone or personal visit,
classify the case as a noninterview,

transmit the case, or

exit the case before attempting to conduct an
interview.

If a case is a Type A, B, or C noninterview, select category
(4), “Noninterview” at the START_CP screen which takes
you to the screen to classify the type of noninterview and
code appropriate noninterview reasons.
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ﬂNationaI Crime Yictimization Survey -- NC¥S Questions ver 08.11 Blaise ver 482b1606

|
Forms Answer Mawvigate Options Help  Show Watch \Window
Main | Hi Roster | Hew HHR | Fags | Fio |

CEMNSUS CATIVCAR SYSTEM
Mational Crime Victimization Survey
Case status is: New Case
Date is: 8/6/2012
Time is: 8:41 Ak
Incoming/Continuing: Incoming Case
Interviews Number: 01

Caonfirmed Refusal: No

1. Telephone intendew
2. Personal interview (See notes)

Personal interview (Skip all notes and go to GEN_INTRO_CP)
7 4. Moninterdew (TYPE ABIC)

. Ready to transmit case - no more followup (TYPE Z's)
5. Cluit: Do not attempt now
fart CAPI Intervisw I
ooonofo1 | START_CP [g8i41:28 AW [8-6-2012 | Talking To: [ About: |1z282

For a noninterview, select Precode (4) at START_CP
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The NCVS CAPI Instrument

[Eanational Crime Yictimization Survey -- NCYS Questions ver 08.11 Blaise ver 452b1606

x|
Forms Answer Mavigate Options Help  Show Wakch Window
Main | HHRoster | ew HeR | Fags | Flo |
7
* What type of noninterview do you have?
1. Type A
2 Type B
3 Type C
Select the type of noninterview at NONTYP
ﬂNationaI Crime Yictimization Survey -- NC¥S Questions ver 08.11 Blaise ver 482b1606 x|

Forms Answer Mavigate Oprtions Help  Show Watch wWindow
Main | HH Roster | Mew HHR | Fags | Fio |

¢ "% Do not F10 from this screen **

* Enter Type of Noninterview

1. Duplicate (2000 cases only)
2. Language problems

3. Mo one home

4. Temporarily absent-Specify
5. Refused

© F. Other occupied-Specify

Select the reason for the noninterview at TYPEA (shown here), TYPEB, or TYPEC

However, if you are unable to interview an eligible
household member and the household member is not the
household respondent you must classify the respondent
as a Type Z person noninterview. In CAPI, you classify
household members for whom an interview was not
obtained after you have completed interviews with all
other eligible household members and are ready to
transmit the case. When you enter “5” at START_CP, the
Type Z block appears and asks you to record the best
reason data were not collected for the respondent. We will
practice classifying a household member as a Type Z
noninterview during classroom training.
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[Eanational Crime Yictimization Survey -- NCYS Questions ver 08.11 Blaise ver 452b1606 x|

Forms Answer Mavigate Options Help  Show Wakch Window
Main | HHRoster | ew HeR | Fags | Flo |

Also notice that at the START_CP Main Menu, the
following information about the case is displayed:

+ Case Status - Measures the progress of the case,
such as “New Case,” “Unreached Household,”
“Household reached, no respondent contact,”
“Household Refusal,” “Household Respondent
(complete),” “Noninterview,” etc. (See illustration
below.)

CENSUS CATIWCARI SYSTEM
Mational Crime Victimization Survey
Case status is: Mew Case
Date is: 9772012
Time is: 11:50 AM
Incoming/Continuigy: Continuing Case
Interviews Numberg03

Confirmed Refusgl: No

® 1. Telephone interview

2. Personal interview (See note

3. Personal interview (Skip all ntes and go to GEN_INTRO_CP)
4. Noninterview (TYPE AJBIT)

" 5. Ready to transmit case - nofmore followup (TYFE Z's)

6. Quit: Do not attempt now

Start CAP Intervisw [

00000003 START_CP

(23R AM |[0-7-2017 |Talking To: Roy Coe | Aboub: Roy Coe 16(2762

Case status

Date and Time - Displays the current date and time.

Incoming (Interview 1)/Continuing (Interviews 2-7)
- Identifies whether the case is an incoming or
continuing case.
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The NCVS CAPI Instrument

Overview of
Middle Section

* Interview Number - Identifies the case’s interview
number or enumeration period (1-7).

+ Confirmed Refusal - Indicates whether or not the
case is a confirmed refusal. An entry of “Yes” indicates
that the case is a confirmed refusal and an entry of
“No” indicates that it is not a confirmed refusal.

A replacement household is always considered
‘incoming,” and requires a personal visit interview but
retains the interview number of the parent. This is
because the interview number is associated with the
sample address, not with the current household.

The Middle Section of the NCVS instrument collects

household characteristics and collects/updates the

person level characteristics of the household roster.

Information collected includes:

» the sample unit’s tenure

» basic household data (names of all persons living in
the household, relationship, household membership,
birthday, age, marital status, sex, armed forces,
education, ethnicity, and race)

» changes in household composition,

* use of telephone,

* building characteristics,

* household income, and so on.

The Middle Section of the NCVS instrument also contains:

* the screen questions,

+ the incident questions asked on the Crime Incident
Report, and

« screens for comparing/unduplicating incidents
reported in the current enumeration and previous
enumeration periods.
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ﬂNatiunal Crime ¥ictimization Survey -- NC¥5 Questions ver 08.11 Blaise ver 482b1606 x|

Forms Answer Mavigate Options Help  Show Watch Window
Main | Roster | Fags | Fio |

To ensure that we do not collect duplicate information
about incidents, the unduplication screens compare
incident(s) reported by the current respondent against --

» other incidents reported during the current
enumeration by the current respondent,

* incidents reported during the current enumeration by
other respondents, and

» up to four incidents reported by any respondent in the
household during the previous enumeration.

An example of a unduplication screen is shown below:

INCIDENT REFORTED DURING CURRENT ENUMERATION
Emum: 03 Lo Ho: 1 Inc. Ho: 1

MONTH: 8

WHERE: MNoncommercial parking lot.

Respondent and other HHLD member(s) not pre
WEAPON: No weapon present,

NOT ATTACKED AND NOT THREATENED

STOLE: Portable electronic gear,

SUMMARY: Rsp left car door unlocked, came o
ut after work was over on 8/28 to find her ca
wera nissing, No dawage to car. Car parked in
work parking garage.

¢ Compare the incident data below. Do not discuss incidents with the respondent
* |5 the incident on the left the same incident that is displayed on the right?

INCIDENT REFORTEDL DURING CURRENT ENUMERATION
Enmum: 03 Ln No: 4 Inc. Ho: 3

HMONTH: &
WHERE: Inside office.
Respondent and other HHLD member(s) not prese
WEAPON: MNo weapon present,
HOT ATTACKED AND NOT THREATENED
STOLE: Clothing/luggage,
SUMMARY: Resp Jjacket stolen from locker at wo
rk during work day, no damage to locker, poli
ce not called, jacket not recovered

1. Yes
2 Mo

Unciup Cur Enum|Uncugp Cur Enum |Undug Cur Enum (Undup Cur Enum

Undup Cur Enum|Undup Cur Enum | Undup Cur Enum | Undup Cur Enum| Undup Cur Enum|Undup Cur Enum| Undup Cur Enumd Urﬂ

Inciclert[1] I 5
Incicerd[2] l_
Incident[3]
[4]

[5]

[6]

[71

[8]

[81

[1a]

M1
4

| oooooo03 | UMDUP_CURING  [12:08:22 PM [9-7-2012 |Talking To: Colin Coe | About: Colin Coe [255/2282
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The NCVS CAPI Instrument

Overview of Back
Section

Tabs

Instrument
Function Keys

The Back Section of the instrument includes thank you
screens, screens for setting appointments and recording
information, such as telephone numbers, best time to call,
whether there are any language or hearing problems,
case level notes, and screens for recording the
incomplete status (either Refusal/Callback/Breakoff) of a
household respondent's interview. The information you
enter in the back of the instrument is fed back into Case
Management and appears in different tabs in Case
Management after you exit the case.

Throughout the instrument, starting at the START_CP
screen, there are various tabs you can access anytime
during the interview. Four tabs appear on all screens:

* Main tab - used to return to the interview after
pressing the “HH roster” or “FAQs” tab.

* HH Roster tab - Displays the Household composition.
For an incoming case this tab is empty until you
complete the household coverage items,

» FAQs tab - provides responses to Frequently Asked
Questions about the survey.

* F10 tab - which ends the interview.

Other tabs display depending on the progress of the
interview. For example, the New HHR tab appears until
you have completed the household roster. This tab can be
used to change the household respondent. This tab will
only display the persons eligible to act as the household
respondent. If displayed, the tabs items are accessible
from any item in the instrument.

Function keys are shortcuts for specific actions in the
instrument. The function of some of the keys in the CAPI
instrument differs from their function in Case
Management. In the CAPI survey instrument you can
display the function keys at any time by going to the
Navigate menu and selecting “Show Function Keys.” You
can also display the function keys by pressing the Ctrl+K
keys.

10-13
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KEY FUNCTION

F1 Question Help

F2 (Unassigned)

F3 (Unassigned)

F4 Jump Menu

F5 Show Status

F6 (Unassigned)

F7 Item Notes/Remarks
F8 Return

F9 Skip Forward

F10 Exit

F11 Calculator

F12 Copy Down (Repeat)

KEY
Shift+F1
Shift+F2
Shift+F3
Shift+F4
Shift+F5
Shift+F6
Shift+F7
Shift+F8
Shift+F9
Shift+F10
Shift+F11
Shift+F12
Alt +F4

FUNCTION

Show HH

FAQs

RI FAQs

(Unassigned)

Language
(Unassigned)

Show notes/Remarks
(Unassigned)
(Unassigned)

Show Function Keys
Show Standard Abbr
Show Original Notes (RI)
Closes active window or
exits active program or
help screen

KEY
END
HOME
Ctrl+F3
Ctrl+D
Ctri+F
Ctrl+H
Ctri+F7
CtriI+K
CtriI+M
Ctrl+R
Ctri+F11
Ctri+T
Alt+S
Alt +F4

FUNCTION

Next Question on Path
First Question on Path
Show Question Text
Don't Know

Search Tag

Info

Case Level Notes

Show Function Keys
Show DK & Refused
Refused

Calendar

Interview Time Preferences
Save

Closes active window or
help screen

10-14
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The chart below further explains the operations of function keys in the NCVS survey instrument. During
classroom training, you will practice using some of the function keys.

If you press You can perform this operation within the instrument
function key: during the interview
F1 QUESTION HELP Displays any help screens for the current question. Help

screens are designed to aid you with a particular concept, to define the
meaning or intent of a particular word, to provide specific probes, and so on.

F4 JUMP MENU Accesses a “Jump” menu, which enables you to jump back to
a previously answered section of the incident report items. Note that this
function only works in the incident report items, which are part of the middle
section of the NCVS instrument.

ALT + F4 Closes the active window, closes help screen, or exits the active program.

F7 ITEM NOTES/REMARKS Allows you to view or add comments and
explanations for the screen currently displayed.

F8 RETURN Allows you to skip back over a block of questions.

F10 EXIT Skips from the present question to the REFCBBREAK_CP Screen at

the back of the instrument. You do this whenever you must make an early
exit from the interview.

SHIFT + F5 LANGUAGE
Allows you to switch from the English version of the instrument to the
Spanish version for the current question and all subsequent questions.

SHIFT + F11 SHOW STANDARD ABBREVIATIONS

Displays the standard recommended and accepted abbreviations for the
NCVS. Abbreviations can be used to conserve space when entering text
in item text boxes that allow only a limited number of characters.

END Takes you to the next unanswered question in the instrument path.

CTRL+D DON’'T KNOW

Allows you to record a don’t know response to a question when a separate
“Don’t Know” response category is not a Precode in the answer list. Also
referred to as a “Blind” Don’t Know.

CTRL +R REFUSED Allows you to record a refusal to a question by the respondent.

CTRL+T INTERVIEW TIME PREFERENCES
Accesses the BOOST/BLOCK feature of the instrument for you to view
or record the best times or worst times to contact the household.

10-15
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Review Exercise Complete the review exercise that starts on the
following page. Compare your answers to the
answer key that follows the review exercise and
continue with Lesson 11.
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Lesson 10 - Review Exercise

1. How can you tell questions that allow multiple responses from those that allow a single
response in the NCVS CAPI instrument?

The answer fields for multiple response questions have radio buttons, while single
response questions have square boxes.

An asterisk appears in the answer list.

The answer fields for multiple response questions have square boxes, while single
response questions have radio buttons.

There is no distinction between the two types of responses.

2. The Middle Section of the NCVS CAPI instrument contains thank you screens and screens
for setting callback appointments.

TRUE FALSE

3. The uses of the function keys within the survey instrument are identical to those in Case
Management.

TRUE FALSE

4. You will capture Type Z information about NCVS noninterview respondents at the time
you discover that the respondent is a noninterview.

TRUE FALSE

5. A“blind” “Don’t know” or “blind” “Refusal” means that the survey instrument accepts
such responses for certain questions even though “Don’t know” and “Refused” categories
are not displayed.

TRUE FALSE
6. What appears in the answer field when you press Ctrl+D for a blind “Don’t know”?

D
!

CtrlD
?

10-17



The NCVS CAPI Instrument NCVS-521 CAPI (10/2014)

7. What appears in the answer field when you press Ctrl+R for a blind “Refusal’?

R

|
CtrIR
?

8. Some items contain edit checks that identify data inconsistencies or errors. “Suppress”
accepts the inconsistency in a hard edit check.

TRUE FALSE

9. “Goto” in an edit check returns you to inconsistent item(s) to make corrections to the items
in both soft and hard edit checks.

TRUE FALSE
10. Which keys do you press to display the function keys for the NCVS CAPI instrument?
CtrlE
CtrIK
Ctrl M
Ctrl R

Compare your answers against the answer key on the next page(s).
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Lesson 10 - Answer Key

1. How can you tell questions that allow multiple responses from those that allow a single
response in the NCVS CAPI instrument?

The answer fields for multiple response questions have radio buttons, while single
response questions have square boxes.

An asterisk appears in the answer list.

X ___ The answer fields for multiple response questions have square boxes, while single
response questions have radio buttons.

There is no distinction between the two types of responses.
(Page 10-2)

2. The Middle Section of the NCVS CAPI instrument contains thank you screens and screens
for setting callback appointments.

FALSE
(Page 10-11)

3. The uses of the function keys within the survey instrument are identical to those in Case
Management.

FALSE
(Page 10-13)

4. You will capture Type Z information about NCVS noninterview respondents at the time
you discover that the respondent is a noninterview.

FALSE
(Page 10-9)

5. A “blind” “Don’'t know” or “blind” “Refusal” means that the survey instrument accepts such
responses for certain questions even though “Don’t know” and “Refused” categories are not
displayed.

TRUE
(Page 10-6)
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6. What appears in the answer field when you press Ctrl+D for a blind “Don’t know”?

Db
!
CtrID
X ?
(Page 10-6)

7. What appears in the answer field when you press Ctrl+R for a blind “Refusal’?

R

X !
triR

7
(Page 10-6)

8. Some items contain edit checks that identify data inconsistencies or errors.
“Suppress”accepts the inconsistency in a hard edit check.

FALSE
(Page 10-5)

9. “Goto” in an edit check returns you to inconsistent item(s) to make corrections to the items in
both soft and hard edit checks.

TRUE
(Page 10-6)

10. Which keys do you press to display the function keys for the NCVS CAPI instrument?

Ctrl E
X CtrlK
Ctrl M
CtrIR

(Page 10-13)

Continue with Lesson 11.
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The NCVS Front Section

Lesson 11. The NCVS Front Section

Objective

Introduction

Getting into the NCVS
Instrument

START_CP

The objectives of this lesson are to:

e Explain the design of the Front Section of the NCVS
CAPI instrument.

e Provide an overview of the items that make up the Front
Section of the survey instrument.

The Front Section of the NCVS instrument is designed to:

e Give you case-level information to review before
attempting to contact the sample household.

¢ Guide you through screens for making contact with a
household respondent or an individual respondent
for personal visit or telephone interviews, and record
possible interviewing problems.

¢ Guide you through screens for selecting a new
household respondent or new individual respondent.

e Update sample address, mailing address, and
telephone number information for the household with
the household respondent.

To access the NCVS instrument from Case Management to
begin interviewing a sample case, press the F2 key. Later in
the self-study you will practice getting into the NCVS
instrument and conducting an interview. For now, let’s
review some of the main screens you see when you enter
the Front Section of the instrument.

Go to page B2-3 in your NCVS-550 manual and read about
the START_CP screen, which is the first screen in the
instrument’s Front Section that appears when you enter the
NCVS instrument from Case Management. The reading
ends on page B2-4. [ ]

At this screen you select whether to proceed to interview the
case by telephone or personal visit, classify the case as a
Type A, B, or C noninterview, transmit the case, or get out of
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the case before attempting to conduct an interview.

SHOW_CP_ROSTER After indicating at START_CP that you are ready to proceed
to interview the sample case, when conducting interviews
with continuing households (households that have been in
sample previously) the instrument takes you to
SHOW_CP_ROSTER. This screen displays the name and
other information regarding the composition of the
household, as shown below. Once you have reviewed this
screen, enter 1 to proceed to the next screen.

ﬂNatiunal Crime Yictimization Survey -- NCY¥S Questions ver 10.01 Blaise ver 452b1606 x|

Forms Answer Mavigate Options Help Show Watch Windaw

Main |HH Roster I et HHRI FAQs I supplement_info | F10 |

* Status of household composition
N HAME FEL MEMBER  SEX  AGE  STATUS PHONE §

1 Dawid Citizen Ref Per Hember I 31 NEED SELF

1. Enter 1 tao continue

Shawe roster l_

| oo00000E | SHOW_CP_ROSTER [4:44:46 PM (971372012 | Taking To: David Citizen | Abouk: David Citizen | 10972282

Introductory Screen The instrument goes to an introduction screen where you
introduce yourself and the survey to the respondent. When
talking to the household respondent, you inquire about
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The NCVS Front Section

VERADD_CP

whether or not the respondent received the NCVS
introductory letter, at the GETLETTER screen.

Before the interview, your regional office sends an advance
letter to the household to say that you will be contacting the
household for an interview. For personal visit interviews, if
the respondent does not recall receiving the letter, you must
hand the respondent a copy of the introductory letter. Allow
the respondent time to read the letter.

The next question you ask the household respondent is if
the address listed on the screen for the household is the
household’s exact address. The question reads:

| have your address listed as ...
Is that your exact address?

If the respondent says: "This is 3423 Randolph Place," and
the address reads, “3423 Randolph Street,” first make sure
that you are at the correct address before indicating in
VERADD_CP that an “incorrect address was previously
recorded.”

From the VERADD_CP screen the instrument proceeds to
CHGPH_CP, which asks if you need to change the
household’s current telephone number. Sometimes you
may know that the current telephone number recorded for
the household needs to be changed to another number. For
example, when verifying the household’s address the
respondent may tell you to start calling at a different
telephone number than previously recorded.

If you need to change the telephone number, the instrument
takes you to screen NEWPH_CP to enter the new
telephone number. (See illustration on next page.)
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ﬂNationaI Crime Victimization Survep -- MCVS Questions ver 15.02

Forms  Answer  Mavigate Option: Help

| HH Raster | New HHR | Fags | Fio |

What is the area code and telephone number where you would like to be called?

g Street Mame RIWERSIDE BLWD

Mewy Unit Designation

Meww Mon City Address

Mew Physical Description

Mew Building Name

Mewy Group Quarters

Mew phone # |( 3 - x Mew City Name I

Movved ey State IE

Mewy House # 103 Mewy Zips lﬁ

Meww House & Suffix l_ Mewe Zipd IE
l—
l—

| 00000003 | NEWPH_CP  [10:26:484M [5/1/2008 | Taking To: Roy Coe | About RoyCoe  (92/1433

NEWADDNO_CP

If you discover that you reached the correct sample address
but the address needs additions or corrections, you can edit
the address at one of the NEWADDNO_CP screens as
shown on the next page. Go to page B2-56 in your
NCVS-550 manual and read about the address information
you can update or correct when you are at this screen.

[ 1]
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The NCVS Front Section

ﬂNationaI Crime Yictimization Survey -- NCYS Questions ver 10.01 Blaise ver 482b1606 x|

Eotms  Answer  Mavigate

Options  Help  Show Watch Window

Main |HH Roster | Mew HHR | Fags | supplement_info | F10 |

* OLD ADDRESS:

102 MAPLE AVENUE
ANY TOWMN AK 99997

* If incorrect or missing, enter new house number, othenaise press "Enter” to continue

Mewy phone

Maoved

hew House # rﬁ

Mew House # Suffix l—

Mew Strest Mame W
Mewy Unit Designation l—
Mewe Mon City Address l—
MNew Phygical Description li
Mewe City Mame IW
New State 3

News Zips [asas7

New Zipé [

Meswe Building Mame li

Mewy Group Guarters

00000003

MEWADDHNO_CP  |4:53:50 PM [9/13/2012 |Talking To: David Citizen | About: David Citizen 1232282

If you discover that an assigned housing unit is actually a
Group Quarters (GQ) unit and the “New Group Quarters”
description is incorrect or needs to be completed, enter the
description before pressing Enter. A GQ unit is a type of
living quarters where the residents share common facilities,
such as a college dormitory, or where residents receive
authorized care or custody. Detailed procedures for working
with GQs and explanations of the types of GQs are covered
in Chapter 4 of the 11-922 FRs’ Guide to Locating Sample
Addresses, and in Chapter 3 of the 11-8 Volume Il Listing
and Coverage Manual.

Open your 11-922 Manual to Appendix C and read over the
descriptions for institutional and noninstitutional GQs that
begin on page 45 and end on page 50.
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ADRCHECK_CP

MAILINGSAME_CP

VERIFYMAILING_CP

NEWMAIL_CP

Review Exercise

You can either press the TAB key or the ENTER key to
move through the items and enter the correct information for
those items that need to be updated. To exit this screen you
need to proceed to the “New Group Quarters” field and then
press Enter.

The address check screen prompts you to select a reason
or multiple reasons as to why the address information
provided by the respondent did not match the displayed
address for the household.

Go to page B2-57 of the NCVS-550 Manual and read the
description of the 15 reasons you can select.
[ ]

At MAILINGSAME_CP you ask the respondent if the
mailing address is the same as the household’s physical
address. If the address is not the same because the
household’s mail is sent to a different address, the
instrument goes to the VERIFYMAILING_CP screen.

At VERIFYMAILING_CP you re-verify the mailing address.
If the respondent indicates that the mailing address is
correct, the instrument goes to the Middle Section of the
NCVS instrument. If the mailing address is incorrect, the
instrument goes to the NEWMAIL_CP screen.

NEWMAIL_CP allows you to modify the mailing address
information for the household. It includes all of the same
address fields for the sample address except the physical
location description, such as “red house on corner,” which is
not part of the mailing address.

Complete the review exercise on the next page. Compare
your answers to the answer key that follows the review
exercise, then continue with Lesson 12.
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Lesson 11 - Review Exercise
1. The Front Section of the NCVS instrument is designed to: (Mark all that apply)

Provide information about the case for you to review before attempting contact
with the sample household.

Screen for crime incidents.

Guide you through screens for making contact with a household respondent or an
individual respondent.

Collect detailed information about the incident reported.

Update sample address, mailing address, and telephone number information for
the household with the household respondent.

2. Which function key do you press in Case Management to start the interview process with the
household?

F1
F2
F7
F10
3. The first screen in the survey instrument’s Front Section that appears when you enter the
NCVS instrument from Case Management is:
SHOW_CP_ROSTER
VERADD_CP
START_CP

HHROSTER
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4. A is a type of living quarters where the residents share common facilities or
where residents receive authorized care or custody.

Compare your answers to the answer key on the next page(s).
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Lesson 11 - Answer Key
1. The Front Section of the NCVS instrument is designed to: (Mark all that apply)
X Provide information about the case for you to review before attempting contact
with the sample household.

Screen for crime incidents.

X Guide you through screens for making contact with a household respondent or an
individual respondent.

Collect detailed information about the incident reported.

X Update sample address, mailing address, and telephone number information for
the household with the household respondent.
(Page 11-1)

2. Which function key do you press in Case Management to start the interview process with the
household?

F1

X F2

F7

F10

(Page 11-1)
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3. The first screen in the survey instrument’s Front Section that appears when you enter the
NCVS instrument from Case Management is:

SHOW_CP_ROSTER

_ VERADD_CP
_X START_CP
_ HHROSTER
(Page 11-1)

4. A Group Quarters is a type of living quarters where the residents share common facilities or
where residents receive authorized care or custody.
(Page 11-5)

Continue with Lesson 12.
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Basic Household Questions

Lesson 12. NCVS Middle Section
Basic Household Questions

Objective The objectives of this lesson are to:

Explain the design and components of the Middle
Section of the NCVS CAPI instrument.

Provide an overview of the items that make up the first
part of the Middle Section of the survey instrument:
qguestions about the characteristics of the sample unit
and its members.

NCVS Middle Section The Middle Section of the NCVS instrument is made up of
four main parts or sets of questions. These include:

1.

Questions about the characteristics of the sample unit
and its members.

2. Screening questions designed to identify all crime
incidents which occurred during the respondent’s
6-month reference period.

3. Incident questions designed to collect detailed
information about each crime incident reported by a
sample household member.

4. Questions about employment, household income, use
of telephone, contact information, and language
requirements.

Basic Household The purpose of this first set of questions is to collect or
Questions update information about the characteristics of the

household and its members. These questions are asked
initially during the first interview and may be verified or
updated in subsequent interviews. This part of the
instrument contains questions about:

the sample unit’s tenure,

building characteristics and basic household information
(names of all persons living in the household),

each person’s relationship,

121
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Household Characteristics

TENURE

STUDENTHOUSING

e household membership,
e birthday,

e age,

e marital status,

e sex,

e armed force status,

e education,

e ethnicity, and

e race.

The Basic Household Questions can be divided into two
parts:

e Questions designed for the collection of household
characteristics and

e Questions designed for the collection/updating of
person level characteristics of the household roster.

Questions about the characteristics of the sample unit
include the following:

Go to page B2-61 of your interviewing manual and look at

the question screen shot at the top of the page.

[]
Item TENURE determines if the sample unit is owned or
being bought, rented for cash, or occupied without payment
of cash rent. You ask TENURE for each sample unit in the
first, third, fifth, and seventh interview (enumeration)
periods. This question is used to determine if people who
own their own home are more or less victimized than people
who rent. The reason for asking this question four different
times is that the tenure status could change.

Go to page B2-63 of your interviewing manual and look at
the screen shot for the STUDENTHOUSING question.
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Basic Household Questions

PUBLICHOUSING

PUBLICHOUSINGMGR
VERIFY

INDIANRESERVATIONHU

FARMSALES

[]

This question determines if the sample unit is being used as
student housing by a college or university. You ask or verify
this question each enumeration period. The reason for
asking or verifying this question each time is that the status
of the housing unit could change between enumeration
periods.

The public housing question is asked during the odd
numbered enumerations. This question determines if the
sample unit is owned by a public housing authority, and is
asked only if the sample unit is “Rented for cash” or
“Occupied without payment of cash rent.”

To be considered public housing the unit must be in a
federally funded project. A unit located in a building that is
funded by a state or local government or part of a federal
assisted program, such as VA (veteran), FHA (Federal
Housing Authority), voucher, or certificate assisted housing
is NOT considered public housing for the NCVS.

If you determine that the sample unit is in a building that is
owned by a public housing authority, you must:

v Locate the building manager and

v Verify that this is correct and that the building is indeed
owned by a public housing authority.

This verification should be done during the first enumeration
period for incoming cases and in the third, fifth, and seventh
interview periods for continuing cases (or replacement
households).

This item asks if the sample unit is located on an American
Indian Reservation or American Indian Lands. On page
B2-66 of your interviewing manual, read what is meant by
an American Indian Reservation and American Indian
Lands. The reading ends in the middle of page B2-67.

This screen only appears for you to ask during the sample
unit’s initial interview.

FARMSALES is asked only during the first enumeration
period interview. This question asks if sales of crops,
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ACCESS

TYPEOFHOUSINGUNIT

livestock, and other farm products from the sample unit (or
land on the sample unit’s property) during the past 12
months were $1,000 or more, or less than $1,000. This item
will be covered in more detail during classroom training.

Complete ACCESS by observation during your initial visit to
the sample housing unit. This item is designed to indicate
whether or not a sample household has direct access to
their living quarters.

A living quarters has direct access when an occupant can
either:

e Enter his/her living quarters directly from the outside of
the structure, or

e Enter his/her living quarters from a common hall or
lobby that is used by occupants of more than one unit.

If the only entrance to an occupant’s living quarters is
through a room or hall of another household’s living
quarters, then the living quarters does not have direct
access. Therefore, the unit is not a separate housing unit
and should be considered part of the housing unit through
which access to it is gained.

A housing unit (HU) is a group of rooms or a single room
occupied as separate living quarters or intended for
occupancy as separate living quarters. A housing unit may
be occupied by a family or one person, as well as by two or
more unrelated people who share the living quarters. For
this item you will select a category that best describes the
housing unit from one of the following types:

v" House, apartment, flat

v" HU in nontransient hotel, motel, etc.

v" HU permanent in transient hotel, motel, etc.

v" HU in rooming house

v" Mobile home or trailer with no permanent room added

12-4
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Basic Household Questions

NUMBEROFUNITS

DIRECTENTRANCETOUNIT

GATEWALLEDCOMMUNITY

v Mobile home or trailer with one or more permanent
rooms attached

v" HU not specified above

v Quarters not HU in rooming or boarding house
v Unit not permanent in transient hotel, motel, etc.
v" Unoccupied site for mobile home, trailer, or tent
v/ Student quarters in college dormitory

v Other unit not specified above

During your initial or first interview with a household, you
need to determine how many housing units are in the
structure. A structure is a separate building that either:

e Has open space on all sides (no other building attached
to it) or

e Is separated from other structures by dividing walls that
extend from ground to roof.

You can either ask the respondent this question if you have
any doubt about the number of units in the structure or you
can complete this item by observation.

This question determines if there is some means of entering
the sample unit directly from the outside, such as a door,
patio doors, or windows, etc., on the ground level, or from
outside stairs that lead directly to an outside entrance for the
sample unit.

This question determines if access to the household’s
community requires some kind of special entry procedure
and the community is surrounded by walls, fences, or other
barriers to restrict entrance to the community’s homes by
non-residents of the community. Some resort and
retirement communities are good examples of gated or
walled communities.
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RESTRICTEDACCESS

Person Level Characteristics

Household Roster

This question determines if the household’s unit is in a
building that has restricted access that requires some type
of special entry system, such as an intercom system where
the occupants can identify and buzz in visitors or a security
guard who monitors access into the building.

After collecting basic information about the sample unit, you
go through a series of questions that builds or updates the
household roster or composition. You collect or update
information on the names of all persons living in the
household and their -

sex,
relationship to the reference person,
household membership status,
birthday and age,

marital status

armed forces status,

education,

ethnicity, and

race.

You also select (or change, if necessary) the household’s
reference person. The reference person is one of the
persons who owns or rents the sample unit AND who is
normally 18 years of age or older. The reference person for
the household can be the household respondent, but he/she
does not have to be the household respondent.

This lesson does not go over each of the personal
characteristic items, as these items are addressed in the
practice exercise as well as during classroom training when
you complete the practice interview exercises.

When building the household roster, list the names of:

e All persons living or staying at the sample unit at the
time of your visit or telephone call, and

e Any persons who usually live there but are temporarily
absent.

Go to pages B2-81 and B2-82 in your NCVS-550 manual
and read about who else to list.
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[]

The preferred order for entering names when building the
household roster is shown below. The order is by
relationship to the reference person and is as follows:

e Reference person
e Husband or wife of reference person

e Unmarried children of the reference person or his/her
spouse, starting with the oldest and ending with the
youngest.

¢ Married sons and/or daughters of the reference person
or his/her spouse followed by the married child’s
spouse, and each of their children (oldest to youngest)

e Other persons related to the reference person or his/her
spouse.

e Lodgers and other nonrelatives staying at the sample
address.

As you build the household roster, each person is assigned
a unique line number. These numbers correspond to the
order in which you list the occupants of a sample unit. The
first person listed on the roster is always the reference
person and therefore has a line number of one.

These numbers are important since you use line numbers,
rather than names, to refer to any household member when
entering text in the screening questions about what
happened and in the incident summary. You refer to the
reference person as L1, the second person listed as L2, and
so on. Since the survey sponsor periodically requests to
review the entries in the screening items and summary
reports, we want to ensure that no identifying information
about the respondent or the household are entered, such as
names, address, telephone numbers. The only time it is
acceptable to include information such as names, phone
numbers, address location directions, etc., is in the Case
Level Notes, particularly for difficult, potential, and actual
noninterview cases. The lack of such information can
impact subsequent interviews and can also prevent your
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RELATIONSHIP

HHMEMBER

HHMEMBERURE

HHLDCOVERAGE

supervisor from effectively working on following up with
household refusals.

In RELATIONSHIP, collect the precise relationship of all
members of the household to the reference person, such
as husband, wife, son, daughter, and so on.

After determining the person's relationship to the reference
person, identify whether or not each person is a member of
the household by asking, "Does (person’s name) usually
live here?"

If you discover in HHMEMBER that a person does not
usually live at the sample unit, the instrument goes to
HHMEMBERURE to find out whether the person has a
usual place of residence elsewhere by asking,

"Does (person's name) have a usual place of residence
elsewhere?"

If a person usually lives and sleeps at the sample address
and does not have a usual residence elsewhere, he or she
is a household member.

"Usual residents" include such persons as lodgers and
servants who usually live at the sample address. Also
included are persons who usually live at the address, but
are temporarily away for some reason. However, do not
consider students living away at school as "usual residents."

Now take out your NCVS-554, Information Card Booklet,
and open it to Page 5. Look over this summary table
designed to help you determine household membership.

This question: “Have | missed anyone else living or
staying (HERE/THERE) such as any babies, any
lodgers, or anyone who is away at present traveling or
in the hospital?” is asked each time the household is
interviewed to ensure that we do not omit persons who may
have moved into the household since the previous
interview. Many household respondents forget to mention
babies, lodgers, and visitors when asked about persons
staying at their home.
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SP_ORIGIN

RACE

Once you determine that the listing of persons in the
household roster is complete, you will select a household
respondent. This is the household member at the sample
address who is answering the questions about the
household for the current enumeration period and is one of
the household members who is most knowledgeable about
household matters. In most cases, this person must be at
least 18 years of age.

This question: “Are you Spanish, Hispanic, or Latino?”
is asked of each household member to determine if the
person is Spanish, Hispanic or Latino. Go to Page B2-135 in
your NCVS-550 manual and scan the list of groups, in the
middle of the page, which distinguishes a person as being
Spanish, Hispanic or Latino.

[]

Now open your NCVS-554 Information Card Booklet to
Page 8 and look at the Hispanic Origin flash card. During a
personal visit interview, show this flash card to the
respondent as you ask this item. For Spanish-speaking
respondents show the Hispanic Origin flash card on

Page 9. During telephone interviews you must read the
categories to the household respondent.

[]

SP_ORIGIN is asked of each household member during the
initial visit and when a new person is added to the
household during subsequent interviews.

This question is asked of the household respondent to
choose one or more races that each household member
considers himself/herself to be. It is asked separately for
each household member and allows up to five different
races to be reported for each household member. You also
ask this race question during subsequent enumeration
periods when a new person is added to the household.

During a personal visit interview, show the respondent the
Race flash card on page 10 in your NCVS-554 Information
Card Booklet. For Spanish-speaking respondents show this
the Race flash card on page 11. During telephone
interviews you must read the categories to the household
respondent.
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ROSTERREVIEW

Review Exercise

Take a moment now to look over this flash card.

[]

The Office of Management of Budget requires that the
collection of data on race be based on self-identification.
Therefore, you MUST ask this question for each household
member even when the race of the respondent may seem
obvious. If a respondent refuses to answer the race
question, do NOT fill it by observation.

When you have completed the demographic questions in
the NCVS instrument for all household members, the
ROSTERREVIEW screen appears. At this screen you can
make changes to some of the demographic information you
entered, such as the respondent’s name, relationship, or
seXx. You will have the opportunity to make changes to the
household roster later in training.

Complete the review exercise for this lesson that starts on
the following page. Compare your answers to the answer key
which follows the review exercise and continue with Lesson
13.
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Lesson 12 - Review Exercise

1. The tenure question determines if the sample unit is owned or being bought, rented for
cash, or occupied without payment of cash rent.

TRUE FALSE

2. To be considered public housing for the NCVS, a unit can be located in a building that is
funded by the Federal government, a state or local government, or part of a federal
assisted program.

TRUE FALSE

3. The is one of the persons who owns or rents the sample unit
AND who is normally ___ years of age or older.

4. When building the household roster, the household respondent is always the first person
listed.
TRUE FALSE
5. You discover that a sample unit's garage was converted into an apartment. The only
entrance to the apartment is through the kitchen of the sample unit. (Mark the correct
answer.)

____ The apartment has direct access and is considered a separate housing unit from
the sample unit through which access to it is gained.

____ The apartment does not have direct access but is considered a separate housing
unit from the sample unit through which access to it is gained.

___ The apartment has direct access but is not a separate housing unit from the
sample unit through which access to it is gained.

__ The apartment does not have direct access and is not a separate housing unit
from the sample unit through which access to it is gained.
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6. The household roster should include all persons living or staying at the sample address at
the time of the interview, including visitors and other persons who are not household
members, but are in the sample unit and have stayed at the sample address at least __

before the interview.

7. As you build the household roster, each person is assigned a unique line number. These
numbers correspond to the order in which you list the occupants of a sample unit.

TRUE FALSE

Compare your answers to the answer key on the next page(s).

12-12



NCVS-521 CAPI (10/2014) Basic Household Questions

Lesson 12 - Answer Key

1. The tenure question determines if the sample unit is owned or being bought, rented for
cash, or occupied without payment of cash rent.

TRUE
(Page 12-2)

2. To be considered public housing for the NCVS, a unit can be located in a building that is
funded by the Federal government, a state or local government, or part of a federal
assisted program.

FALSE
(Page 12-3)

3. The reference person is one of the persons who owns or rents the sample unit AND who
is normally 18 years of age or older.
(Page 12-6)

4. When building the household roster, the household respondent is always the first person
listed.

FALSE
(Page 12-6)

5. You discover that a sample unit's garage was converted into an apartment. The only
entrance to the apartment is through the kitchen of the sample unit. (Mark the correct
answer.)

The apartment has direct access and is considered a separate housing unit from
the sample unit through which access to it is gained.

The apartment does not have direct access but is considered a separate housing
unit from the sample unit through which access to it is gained.

The apartment has direct access but is not a separate housing unit from the
sample unit through which access to it is gained.

X The apartment does not have direct access and is not a separate housing unit from
the sample unit through which access to it is gained.
(Page 12-4)
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6. The household roster should include all persons living or staying at the sample address at
the time of the interview, including visitors and other persons who are not household
members, but are in the sample unit and have stayed at the sample address at least one

night before the interview.
(NCVS-550, page B2-96)

7. As you build the household roster, each person is assigned a unique line number. These
numbers correspond to the order in which you list the occupants of a sample unit.

TRUE
(Page 12-7)

Continue with Lesson 13
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NCVS Screen Questions

Lesson 13. The NCVS Middle Section

Objective

NCVS Screen Questions

Mobility Question:
TIMEATADDRESS

Business at Sample
Address: BUSINESS

NCVS Screen Questions

The objectives of this lesson are to:

e Explain the design of the second component of the
Middle Section of the NCVS CAPI instrument.

e Provide an overview of the items that make up this
section of the instrument.

The second component of the Middle Section of the NCVS
instrument is comprised of screening questions. These
questions are referred to as the screening items of the
NCVS instrument.

These questions can be subdivided into three parts:

1. Mobility Questions
2. Business Operated From Sample Address Questions
3. Crime Screen Questions.

Discussion of the individual questions within each set will be
covered in detail during the classroom training.

TIMEATADDRESS is the first question in the screening
section of the NCVS instrument and is used to determine
the length of continuous time the respondent has lived at the
sample address.

You ask the BUSINESS question only of the household
respondent to determine if a sample household member
operates a business from the sample address. If a business
is operated from the sample address you will next need to
determine if the business is a recognizable or
unrecognizable business. Knowing this distinction is
important for the following reasons:

v" We keep crime incidents that involve property stolen
from an unrecognizable business, but

v" We do NOT keep crime incidents that ONLY involve
property stolen from a recognizable business.
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Crime Screen Questions

Go to Topic 2 in Part B, Chapter 3 of your NCVS-550
manual and read about recognizable and unrecognizable
businesses on pages B3-7 and B3-8.

[ ]

These screen questions cover a wide variety of situations.
They are designed to stimulate respondent recall of
incidents by providing concrete examples of the kinds of
crimes typically reported for the NCVS that could be
overlooked by respondents. These screen questions ensure
that we collect ALL incidents of crimes in a sample
household that occurred during each respondent’s 6-month
reference period.

All eligible NCVS respondents are asked questions about
crime incidents for which they may have been a victim.
However, the household respondent is asked a few
additional screen questions about crimes against the
household, as well as personal and property crimes
committed against the household respondent. The
additional questions cover:

e Things stolen from outside the house, such as lawn
furniture or a garden hose.

¢ Things stolen from a household member under 12 years
of age, such as a bicycle stolen from the home’s
driveway.

e Break-ins, attempted break-ins, or illegal entries at the
sample address or at a hotel, motel, or vacation home
where the respondent was staying.

e The total number of motor vehicles owned by the entire
household during the six months prior to the interview.

e Thefts or attempted thefts of motor vehicles owned by
the household including gasoline and motor vehicle
parts.

If in the screen questions a respondent reports an incident
that involves an attack or a threat of attack, or a theft or
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NCVS Screen Questions

Review Exercise

attempted theft, you collect details about the incident later in
the Crime Incident Report section of the instrument.

Go to Page B3-9 in your NCVS-550 Interviewer Manual on
the laptop now and read about the crime screen questions.
The reading ends on Page B3-29.

[ ]

Complete the review exercise for this lesson that starts on
the following page. Compare your answers to the answer
key which follows the review exercise and continue with
Lesson 14.
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Lesson 13 - Review Exercise

1. The Crime Screen Questions asked of the household respondent include additional
questions about the household such as attempted break-ins or illegal entries.

TRUE FALSE
2. A business operated from a sample unit by a household member is considered
recognizable if: (Mark all that apply.)
There is a business sign visible from outside the sample unit.

The business is advertised in a newspaper, magazine, telephone book, or on
the Internet.

A business sign must be located on the sample household’s property.

There is a vehicle parked in the housing unit’s driveway or in front of the sample
unit that carries the business logo on it.

3. Crime incidents involving property stolen from a/an business are kept for the
NCVS.
TRUE FALSE
4. The two parts of the screener question are referred to as the “question stem” and the

“screener cues.”

TRUE FALSE

Compare your answers to the answer key on the next page(s).
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Lesson 13 - Answer Key

1. The Crime Screen Questions asked of the household respondent include additional
questions about the household such as attempted break-ins or illegal entries.

TRUE
(Page 13-2)

2. A business operated from a sample unit by a household member is considered
recognizable if: (Mark all that apply.)

X _ There is a business sign visible from outside the sample unit.

The business is advertised in a newspaper, magazine, telephone book, or on the
Internet.

X_ Abusiness sign must be located on the sample household’s property.

There is a vehicle parked in the housing unit’s driveway or in front of the sample
unit that carries the business logo on it.

(NCVS-550, Pages B3-7 and B3-8)

3. Crime incidents involving property stolen from a/an unrecognizable business are kept for
the NCVS.
TRUE
(Page 13-1)

4. The two parts of the screener question are referred to as the “question stem” and the

“screener cues.”
TRUE

(NCVS-550, Page B3-9)

Continue with Lesson 14.
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NOTES
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Lesson 14. The NCVS Middle Section
Crime Incident Report

Objective The objectives of this lesson are to:

e Explain the design of the third component of the Middle
Section of the NCVS CAPI instrument.

e Provide an overview of the items that make up this
section of the instrument.

Crime Incident Report This third component of the NCVS instrument is designed to

Questions collect detailed information about each crime incident
reported by each sample household member. It is important
to record accurate and complete information about each
reported crime incident to give a clear picture of what
happened during the incident.

In most cases, you complete a separate set of crime
incident report questions for each crime incident that a
household member reports during his/her 6-month
reference period. The only exception is a series of crimes
which we will discuss in your classroom training.

Kinds of Information When you complete the Crime Incident Report section of
Collected the NCVS instrument, you ask the respondent about:

e When the crime incident took place;
e \Where the crime incident occurred;

e Whether the respondent or other household members
were present when the incident happened;

e How the crime incident was committed;

e What injuries the respondent may have suffered as a
result of the crime incident;

¢ What actions the respondent took and whether those
actions helped the situation in any way;

e Who committed the crime;
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OFFENDERLIVE

e Whether property that was stolen or damaged during
the crime incident will be covered by insurance; and

e Whether the police were informed.
You also ask whether or not the respondent:
e Had ajob or business at the time of the incident;

e Has any reason to suspect that the incident was a hate
crime or crime of prejudice or bigotry; and

e Has any disabilities that may make the offender see
him/her as being more vulnerable and, therefore, more
likely to be victimized.

Later in this self-study as well as during classroom training,
we will discuss the crime incident report items in detail. For
this lesson, we will highlight just a few of these items.

When the respondent tells you that the incident happened in
his/her own home, in a detached building on his/her
property, in a vacation home or second home, or in his/her
hotel/motel room, you must determine whether or not the
offender had a legal right to enter the respondent’s home or
lodging by asking:

Did the offender live (here/there) or have a right to be
(here/there), for instance, as a guest or a repair
person?

An offender has a legal right to enter a respondent’s home
or lodging when the offender:

v' Was living or staying with the respondent at the time of
the incident

OR

v" Had the right to be in the home or lodging or had
permission at the time of the incident to be inside the
home or lodging, such as a maid from a cleaning service
or a hotel maid, a babysitter, nurse, salespersons,
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RESTRICTEDAREA

HHMEMBERPRESENT

ATTACK

TRYATTACK

friend, and so on. However, the offender must not have
entered the sample unit fraudulently by misrepresenting
his/her purpose to enter the dwelling.

When an incident happened in a commercial place, parking
lots or garages, or on school property you determine if the
incident happened in a restricted area by asking:

Did the incident happen in an area restricted to
certain people or was it open to the public at the
time?

A “restricted area” is one which only certain people are
allowed to enter without being considered trespassers. An
area “open to the public” at the time of the incident is one in
which anyone has a right to enter the place.

Understanding whether or not the respondent or any other
current member of the household was “present” during an
incident is a very important part of the Crime Incident
Report interview.

For the NCVS, “presence” during an incident is intended to
determine whether any household member at the time of
the interview:

v" Was at the immediate scene of the crime during the
incident; and

v" Was in a place that was reachable by the offender so
that the offender could have or did attack, threaten to
attack, or stolen something directly from the household
member.

Ask ATTACK to determine if the respondent was actually
attacked during the incident. In other words, there was
some type of physical contact between the offender and
the respondent.

Ask TRYATTACK to determine if the offender tried to attack
the respondent during the incident, but did NOT have any
physical contact with the respondent. If there is any
question in your mind whether or not the offender tried to
attack the respondent, go with the respondent's perception.
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THREATEN

INJURY

POLICEINFORMED

Ask the question in ltem THREATEN to determine whether
the offender made a face-to-face verbal threat to
physically harm the respondent during the incident. Both
the respondent and the offender must be present and the
threat must be voiced by the offender directly to the
respondent.

Do NOT include threats made by:

x  Telephone,

x Letter,

x  Electronic mail or on the internet,

x  FAX machine, or

x  Threats delivered by someone other than the offender.

Ask INJURY to determine if the respondent experienced
any personal injuries during the attack and, if so, to identify
what type of bodily injuries were suffered from the incident.
Do not include mental or emotional suffering as an injury.

Iltem POLICEINFORMED is used to determine whether the
police are aware that this incident took place, regardless of
how they found out about it. For the NCVS, consider the
police to be all regular police officers at the city, county,
State, or Federal government level, as well as officers who
work for sheriff's departments. Also include officers working
for specialized police forces who are authorized to make
arrests in a special area or jurisdiction (for example, campus
police, park police, transit police, harbor police, and airport
police).

For the NCVS, exclude as police officers any security
forces, building guards, prison guards, fish and game
wardens, fire marshals, and all others who do not have the
authority to make police arrests.

14-4



NCVS-521 CAPI (10/2014)

The NCVS Crime Incident Report

DISABILITY QUESTIONS

SUMMARY

Other Incident Questions

Probing

Research has shown that people with disabilities may be
more vulnerable to crime victimization. This series of
questions asks about any health conditions, impairments, or
disabilities the respondent has.

SUMMARY is designed for you to summarize all of the
pertinent facts surrounding a reported crime incident. Each
summary report must be written so that anyone reading it
can get a clear, well-defined picture of how the respondent
was victimized. This field allows a maximum of 300
characters.

Include in the summary report any details that you feel are
not evident from the answers in the incident report items.
This is very important because, before sending a case for
processing, editors often need more specific details than
they can get from other entries for the incident report items.
When this happens, they must rely on what is written in your
summary report.

As you write your summary report, be careful not to use
misleading words or phrases that may raise more
questions about the incident, instead of clarifying what really
happened. Also, when writing the summary it is very
important that you refer to respondents by their line number,
such as L1, L2, L3, and so forth and not by their name.
Since the survey sponsor periodically requests to review the
summary reports, we want to ensure that no identifying
information about the respondent or the household, such as
names, address, telephone numbers, are entered in the
summary.

We will cover some of the other incident report items in
detail during the classroom training.

As you ask the detailed crime incident questions, there may
be times when you need to probe for more information. At
other times, you only need to verify answers.

You may encounter situations when the respondent gives
an answer that does not quite fit the question. Probing is a
technique in which you casually get the respondent to
provide an answer that meets the question’s objective. At
these times, you must ask one or more probing questions.
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Ways to Probe

Whenever the respondent's answer is not relevant to the
question or the answer is unclear or incomplete, probe to
get the required information.

Sometimes probes are displayed for you to ask the
respondent when probing is necessary. These are called
structured probes.

For example, for item FARFROMHOME, the question text
incorporates a structured probe.

How far away from home did this happen?

Probe: Was it within a mile, 5 miles, 50 miles or
more?

This probe asks a more specific question than the original,
more general, question. It is worded so that we can get a
more accurate answer from the respondent.

For item WHATHAPPEN, the following probe appears only
if the respondent states he/she experienced unwanted
sexual contact with force.

You mentioned some type of unwanted sexual
contact with force. Do you mean forced or
coerced sexual intercourse including attempts?

This probe is necessary in order to determine if the
unwanted sexual contact actually is an incident of rape.

If a probe is not displayed for a particular question, there are
many ways to probe, including:

e Repeating the question;

e Pausing to give the respondent time to think;

e Asking for more information to find out what the
respondent means;

e Stressing the generality of the question by asking for an
estimate;

e Zeroing in (In the example you just read, "How far away
from home did this happen?", you would probe by
asking, "Was it within a mile, 5 miles, 50 miles or
more?").
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Probes Must Not Suggest
Responses

Do Not Over Probe

Review Exercise

As an FR, you may often think that you know what
respondents mean, how they feel, and what their real
opinion is, even though they have not expressed these
feelings.

Do not assume and suggest an answer when you are
probing. Avoid any comments that may lead a respondent to
an answer. Probes must always be NEUTRAL.

Since probes, by nature, tend to press or challenge a
respondent, limit your use of probes so that they do not
have an adverse effect on the interview. Unless indicated in
the questionnaire, only use probes when necessary to
clarify a response.

Once the respondent has answered your question, do not
continue to probe. You can avoid over-probing by knowing
the question’s objective. If you understand the main
purpose for asking the question, then you will know when
the respondent has answered it appropriately.

Complete the review exercise for this lesson that starts on
the following page. Compare your answers to the answer

key which follows the review exercise, then continue with

Lesson 15.
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Lesson 14 - Review Exercise

1.  Inmost cases, you complete a separate set of crime incident report questions for each crime
incident that a household member reports during his/her 12-month reference period.

TRUE FALSE
2.  Collecting details about a reported crime incident is important so that we have a clear picture
of what happened during the incident.

TRUE FALSE

3.  An offender has the right to be in the respondent’s home if: (Mark all that apply)
He was living or staying with the respondent when the incident happened.
Pushed his way into the dwelling when the respondent answered the door.

Was let into the dwelling by a child even though the parents would not have
allowed access to the offender.

Had permission to enter the respondent’s home because he was a repairman who
was called to fix the kitchen sink.

Had permission to enter the respondent’s home even though he fraudulently
misrepresented himself as a repair person.

4, To be considered present during an incident, the household member must be at the

of the crime during the incident and was in a place that was reachable
by the offender so that the offender could have or did attack, threaten to attack, or stolen
something directly from the household member.

5. Anareathatis is one which only certain people are allowed to enter without
being considered trespassers.

6. Probing is a technique in which you casually get the respondent to provide an answer that
meets the question’s objective.

TRUE FALSE
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7. Threats by an offender to physically harm the respondent includes face-to-face verbal
threats as well as those made over the telephone.

TRUE FALSE

8. The screen is designed for you to summarize all of the pertinent facts
surrounding a reported crime incident.

9. How do you complete the POLICEINFORMED question, which asks “Were the police
informed or did they find out about this incident in any way?” if the respondent states that
she reported the theft of her purse to the building’s security guard?

Yes (Police informed)

No (Police not informed)

Don’t know

Compare your answers to the answer key on the next page(s).
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Lesson 14 - Answer Key

1. Inmost cases, you complete a separate set of crime incident report questions for each crime
incident that a household member reports during his/her 12-month reference period.

FALSE
(Page 14-1)

2.  Collecting details about a reported crime incident is important so that we have a clear picture
of what happened during the incident.

TRUE
(Page 14-1)

3.  An offender has the right to be in the respondent’s home if: (Mark all that apply)

X He was living or staying with the respondent when the incident happened.

Pushed his way into the dwelling when the respondent answered the door.

Was let into the dwelling by a child even though the parents would not have
allowed access to the offender.

X Had permission to enter the respondent’s home because he was a repairman who
was called to fix the kitchen sink.

Had permission to enter the respondent’s home even though he fraudulently
misrepresented himself as a repair person.

(Pages 14-2, 14-3)

4. To be considered present during an incident, the household member must be at the
immediate scene of the crime during the incident and was in a place that was reachable by
the offender so that the offender could have or did attack, threaten to attack, or stolen
something directly from the household member.

(Page 14-3)

5. Anareathatis restricted is one which only certain people are allowed to enter without being
considered trespassers.
(Page 14-3)
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6. Probing is a technique in which you casually get the respondent to provide an answer that
meets the question’s objective.

TRUE
(Page 14-5)

7. Threats by an offender to physically harm the respondent includes face-to-face verbal
threats as well as those made over the telephone.

FALSE
(Page 14-4)

8. The SUMMARY screen is designed for you to summarize all of the pertinent facts
surrounding a reported crime incident.
(Page 14-5)

9. How do you complete the POLICEINFORMED question, which asks “Were the police
informed or did they find out about this incident in any way?” if the respondent states that
she reported the theft of her purse to the building’s security guard?

Yes (Police informed)
X__ No (Police not informed)
Don’t know
(Page 14-4)

Continue with Lesson 15.
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Other NCVS Questions

Lesson 15. The NCVS Middle Section
Other Survey Questions

Objective

Additional NCVS Questions

Employment Questions

The objectives of this lesson are to:

e Explain the design of the fourth component of the Middle
Section of the NCVS CAPI instrument.

e Provide an overview of the items that make up this
section of the instrument.

The fourth component of the Middle Section of the NCVS
instrument is made up of questions about:

1. Employment

2. Total Household Income

3. Use of Telephone and Contact Information
4. Language requirements

The employment questions are asked of each respondent
who is 16 years of age or older. These questions are used to
determine if the respondent had a job or worked at a
business during the week prior to the interview. We also
determine the type of job and the type of area in which the
person is working. These questions are asked to identify
those jobs which may increase or decrease a person's
likelihood of becoming a crime victim.

Open your NCVS-554, Information Card Booklet, to
page 12 and look over the employment flash card. This flash
card is also provided in Spanish on page 13.

[]

During personal visit interviews, show the respondent the
flash card as you ask the question and ask the respondent
to choose the category which best describes his/her job.
During telephone interviews, read the main employment
categories until you get a "Yes" answer. Then read the
subcategories contained within the main category selected.
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Total Household Income

During the first, third, fifth, and seventh enumeration periods
you ask the household respondent the household income
(HOUSEHOLDINCOME) question. During the first interview
with a household, show the household respondent the
flashcard on page 14 of the Information Card Booklet and
allow the respondent time to read the categories, make an
estimate, and respond. For telephone interviews, read each
of the following categories until the respondent identifies the
appropriate income category.

Less than $5,000
$5,000 - $7,499
$7,500 - $9,999
$10,000 - $12,499
$12,500 - $14,999
$15,000 - $17,499
$17,500 - $19,999
$20,000 - $24,999
$25,000 - $29,999
$30,000 - $34,999
$35,000 - $39,999
$40,000 - $49,999
$50,000 - $74,999
$75,000 and over

The purpose of this question is to determine the TOTAL
combined income of all members of the HOUSEHOLD
during the past 12 months. This includes:

Income received from jobs

Net income from business, farm or rent

Pensions

Dividends and interest

Social Security payments

Alimony and child support

Public assistance

Any other money income received by members of the
household who are 14 years of age or older.

We do not need the respondent to identify the actual total
household income just the income range. We are interested
in the household’s combined income during the 12 months
immediately preceding the date of interview, not the last
calendar year unless they happen to coincide.
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Other NCVS Questions

Use of Telephone and
Contact Information

Language Questions

Review Exercise

At the end of your first interview with a sample household,
you ask the household respondent about the presence of a
telephone in the sample unit, what the telephone number is,
and whether a telephone interview is acceptable. You may
need to explain to the respondent the reason for asking
these questions. You can tell a household respondent that:

e In order to limit survey costs, future interviews should be
conducted by telephone whenever possible.

e We need the household’s telephone number to:

v" Make appointments to call other household
members who are not present during your initial visit
to their interview.

v" Re-contact respondents to obtain any missing
information that a respondent may be unable to
supply during an interview.

You can also record the best time to call or visit the
household by accessing the Interview Time Preferences
screen by pressing “CTRL” + “T.” Collecting this information
ensures that we contact each household at an acceptable
time of day. You will practice using the Interview Time
Preferences during classroom training.

After each respondent’s interview, you also have the ability
to collect phone numbers for each individual respondent.

The last questions in the Middle Section of the NCVS
instrument pertain to language needs. These questions ask
If the respondent’s NCVS interview was conducted in a
language other than English, and if so, what language.

Complete the review exercise for this lesson that starts on
the following page. Compare your answers to the answer
key which follows the review exercise, then continue with

Lesson 16.
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Lesson 15 - Review Exercise

1. The employment questions are asked of each respondent who is 12 years of age or older.
TRUE FALSE
2. When asking the household respondent the household income question, only include

income received from jobs.

TRUE FALSE

3. The TOTAL combined household income includes money income received:

during the 6 months preceding the interview by all members of the household who
are 12 years of age or older.

during the 6 months preceding the interview by all members of the household who
are 14 years of age or older.

during the 6 months preceding the interview by all members of the household who
are 16 years of age or older.

during the 12 months preceding the interview by all members of the household
who are 12 years of age or older.

during the 12 months preceding the interview by all members of the household
who are 14 years of age or older.

during the 12 months preceding the interview by all members of the household
who are 16 years of age or older.

4. One reason why questions are asked about the presence of a telephone in the sample unit
and whether a telephone interview is acceptable is so you are able to conduct future
interviews with the sample household by telephone in order to save survey costs.

TRUE FALSE

Compare your answers to the answer key on the next page(s).
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Lesson 15 - Answer Key

1. The employment questions are asked of each respondent who is 12 years of age or older.
FALSE
(Page 15-1)

2. When asking the household respondent the household income question, only include

income received from jobs.
FALSE
(Page 15-2)
3. The TOTAL combined household income includes money income received:

during the 6 months preceding the interview by all members of the household who
are 12 years of age or older.

during the 6 months preceding the interview by all members of the household who
are 14 years of age or older.

during the 6 months preceding the interview by all members of the household who
are 16 years of age or older.

during the 12 months preceding the interview by all members of the household
who are 12 years of age or older.

X during the 12 months preceding the interview by all members of the household
who are 14 years of age or older.

during the 12 months preceding the interview by all members of the household
who are 16 years of age or older.

(Page 15-2)
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4. One reason why questions are asked about the presence of a telephone in the sample unit
and whether a telephone interview is acceptable is so you are able to conduct future
interviews with the sample household by telephone in order to save survey costs.

TRUE
(Page 15-3)

Continue with Lesson 16.
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The NCVS Back Section

Lesson 16. The NCVS Back Section

Objective

Introduction

REFCBBREAK_CP

The objectives of this lesson are to:

e Explain the design of the Back Section of the NCVS
CAPI instrument.

e Provide an overview of the items that make up the back
part of the survey instrument.

The Back Section of the NCVS instrument is designed to
guide you through screens for:

e Setting appointments.

e Recording information, such as telephone numbers,
best time to call, and whether there are any language or
hearing problems

e Recording the incomplete status (either Refusal/
Callback/Breakoff) of a respondent's interview.

e Entering case level notes to record appointments for an
individual respondent other than the household
respondent.

e Thanking the respondent for completing the interview.

The information you enter in the back of the instrument is
fed back into Case Management and appears in different
tabs in Case Management after you exit the case. Now let’s
review some of the main screens you see when you enter
the Back Section of the instrument.

When you terminate an interview by pressing the F10 key or
clicking on the F10 tab, the instrument goes to
REFCBBREAK_CP. This item asks you if the interview
ended because of a refusal, a callback is needed to
complete the interview, if a breakoff occurred (for example,
if the respondent hung up the telephone), or there was
some other problem you encountered.
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APPT

THANKYOU_CP

Review Exercise

If you indicate that you need to call the respondent back to
complete the interview, the instrument goes to APPT during
a household respondent’s interview; to PERSAPPT when
interviewing individual respondents.

At APPT you set an appointment to conduct or complete the
interview with the household respondent. Ask the
respondent for a date and time that is best to complete the
interview.

At THANKYOU_CP, thank the respondent for his/her
participation in the survey. For all sample cases (except
those that are in sample for the last time) you tell
respondents that they will be contacted again in six months.
Read the text displayed at THANKYOU_CP:

"Six months from now we will be contacting you again.
Thank you for your time. You've been very helpful.”

For cases that have completed their final interview, tell
respondents that this is their last interview. Read the text
displayed at THANKYOU_CP:

"This is the last regularly scheduled interview for this
household, for the National Crime Victimization Survey.
Thank you for your participation in this survey."

At THANKYOU_CP you also tell the respondent that a
supervisor may call them to conduct reinterview. You may
have to explain to respondents that reinterview is a quality
control measure on interviewing. In reinterview, a sample of
interviewed households are recontacted shortly after the
original interview is completed and interviewed again. The
purpose of the reinterview program is to deter and detect
falsification by survey enumerators or FRs.

Complete the review exercise on the next page. Compare
your answers to the answer key that follows the review
exercise, then continue with Lesson 17.
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Lesson 16 - Review Exercise

1. The Back Section of the NCVS instrument is designed to guide you through screens for:
(Mark all that apply.)

Setting appointments.

Updating sample address, mailing address, and telephone number information for
the household with the household respondent.

Recording information, such as telephone numbers, best time to call, and whether
there are any language or hearing problems.

Making contact with a household respondent or an individual respondent.
Thanking the respondent for his/her participation.

Recording the incomplete status of a household respondent's interview.

2. When you terminate an interview by pressing the key, the instrument proceeds to

3. The information you enter in the back of the instrument is retained within the survey
instrument and not fed back into Case Management.

TRUE FALSE
4. The purpose of the program is to and falsification by field
representatives.

Compare your answers to the answer key on the next page(s).
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Lesson 16 - Answer Key

1. The Back Section of the NCVS instrument is designed to guide you through screens for:
(Mark all that apply.)

X _ Setting appointments.

Updating sample address, mailing address, and telephone number information for
the household with the household respondent.

X _ Recording information, such as telephone numbers, best time to call, and whether
there are any language or hearing problems.

_____ Making contact with a household respondent or an individual respondent.
__X__ Thanking the respondent for his/her participation.

__ X Recording the incomplete status of a household respondent's interview.
(Page 16-1)

2. When you terminate an interview by pressing the F10 key, the instrument proceeds to
REFCBBREAK CP.

(Page 16-1)

3. The information you enter in the back of the instrument is retained within the survey
instrument and not fed back into Case Management.

FALSE
(Page 16-1)

4. The purpose of the reinterview program is to deter and detect falsification by or field
representatives.

(Page 16-2)

Continue with Lesson 17.
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Lesson 17. Practice Interview

Objective During this lesson, you will have the opportunity to familiarize yourself
with the NCVS CAPI instrument by going through a practice interview.
Since this is your first attempt at completing an NCVS CAPI interview,
this interview will be much simpler than most of your actual interviews
will be. The purpose of this self-study interview is to make you more
familiar with the instrument. Concentrate on mastering navigation of
the NCVS instrument and understanding the NCVS questions during
your classroom training session.

Caution To keep things simple, go straight through the scripted interview. DO
NOT attempt to jump around to different sections or to enter “Don’t
Know” and “Refused” answers unless instructed in the interview. If
you follow the instructions throughout this lesson, you should not
have any problems.

If you are in the middle of an interview and get off track by entering the
wrong answer for a question, press the left or up arrow key in the
lower right corner of your keyboard. This step will take you to the
previous question so you can change the answer. If you enter an
invalid response by mistake you may get a pop-up screen telling you
that the value entered is invalid. Click the “OK” button or press the Esc
(Escape) key to return to the question, then enter the correct answer.

What do | do when Write down any questions or comments you have while completing

| have questions? this interview on the pages at the end of this lesson and mention them
during classroom training. Remember to write down the screen name
if your question or comment pertains to a particular screen.

Follow the Instructions Complete this practice interview in its entirety. The script includes the
survey questions, statements, etc., that you, as the FR, will read as
well as the respondent’s answers. Throughout this interview, you will
see "FR" used to indicate what you, the field representative, should
say or do, and an "R" is used to indicate what the respondent’s
answers are. Below each FR and R exchange, the information to
enter is in bold and parentheses. In order for a response to be
recorded, you must press the ENTER key. All instructions to you are
written in bold.
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Access Training Case  Your practice interview is in Training Case Management. To access:

Management
° Doubile click on the Training icon from your desktop.

° The window that pops up should read “Training Case
Management” in the upper left corner of the screen.

° Use the up or down arrow key on your keyboard to highlight
“NCVS” on the “Survey List” that is displayed in the “Survey
Selection Dialog box.”

° Click the OK button or press Enter. When the Training Case
Management main screen appears, make sure that “NCS
Classroom” training is highlighted using the up or down
arrow key.

Your NCVS training cases should already be installed. You can tell
whether your cases have been installed by looking at the “Need to
Install” column on this screen. If your cases are already installed you
will see an N in the “Need to Install” column. Otherwise, a Y appears

in that column.

If you need to install your cases, press the F5 function key and wait for
the message that indicates that the installation of the training cases
was successful. Once the message appears, press Enter

to proceed.
***If you have trouble installing the training cases,
| | notify your supervisor. It’s important to complete the
il practice exercise in this lesson before you go to

classroom training.***

° Press F8 to enter Training Case Management.
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Practice Interview

Access Your Case

TRAININGCASE

START_CP

For this practice interview, highlight the address 104 OCEAN VIEW
LANE and press F2.

DO NOT at any time get into the other households listed in your Case
List as these cases will be used during classroom training. Also, after
completing this practice exercise, DO NOT restart or re-install your
training cases since doing so will delete the information you entered
for this practice interview.

At the “NCVS Selected Case Confirmation Screen,” press Enter (or
click OK).

The first screen you see when accessing a training case is Item
TRAININGCASE. When you are conducting a live interview with a
production case this screen does not appear.

START_CP is the first screen that is displayed. Look at the left of the
status bar (bottom of your screen; second box from the left). You
should see the word “START_CP.” This is the item or variable name.
While completing this interview, if you feel lost, look for the variable
name in the status bar. If it does not match the variable name you see
in this lesson, use the “left” or “up” arrow to back up until you get to a
screen that does match. Then re-enter your answers from that point.

At START_CP, notice that this is a continuing case. Also notice the
“Interview Number” is “3” which indicates this is the third time this
case will be interviewed. Therefore, there may be information already
entered for this case from a previous interview.

Now let’s begin the interview. Remember to follow the scripted
interview and make the entries as indicated using the keyboard. Be
sure to read the instructions in bold since they describe specific
screens and concepts as you go through the script.
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PRACTICE INTERVIEW

START_CP

SHOW_CP_ROSTER

SHOW_INFO_CP

The interview date and time are displayed on the screen.
(Enter 1, Telephone Interview)

Review the household roster. The screen shows the names of
all persons living or staying at the household, their relationship,
whether they are members of the household, their sex, age, and
interview status. An interview NEED SELF tells you that you
need to complete an interview with the respondent by
self-response. After reviewing the household roster, enter 1 to
continue.

(Enter 1 to continue)

This screen prompts you to review or edit any case level notes,
if any were entered in previous interviews, as well as any
interview time preferences (best and worst times) to contact the
household if such times were previously recorded. You can also
enter new case level notes at this screen and interview time
preferences. Access the Case Level Notes now.

(Press Ctrl+F7 keys to view the Case Level Notes.)
(Enter a note into the Case Level Notes to practice this)

[ ]

To exit the Case Level Notes Editor, press F10. Do that now.

[ ]

Any time you change or enter any notes, a pop-up screen would
appear asking you if you want to save the notes. Click on “Yes”
now.

Now look to see if any preferred times to contact or not contact
the household were recorded previously.

(Press the Ctri+T keys to view the “Interview Time
Preferences.”)

[ ]
If the best times to contact the household were previously
recorded, the time blocks appear in green. The worst time
blocks appear in red. This grid can be accessed anywhere in the
instrument by pressing Ctrl+T.
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Practice Interview

HHNUM_VR_CP

DIAL_CP

HELLO_1_CP

GETLETTER_CP

At this screen you can also enter the best and worst times to
contact the household. To enter best or preferred times, left
click on the appropriate hour slot. Left click 7:00 p.m. under
Monday now.

Notice that this time slot is now green.

To enter the worst times to contact a household, right click on
the hour slot. Right click on 9:00 a.m. and 10:00 a.m. under
Sunday now.

[ ]

Notice that these slots are now red. To exit this screen, press
F10. Do that now. [ ]

Since you made changes to the grid, an Interview Time
Preferences pop-up screen will appear asking if you want to
save the changes. For this exercise, click on the “No” button.

(Enter 1 to continue)

(Enter 2, since you do not yet know whether this is a
replacement household.)

This screen instructs you to dial the household’s telephone
number, which is displayed in the screen along with the name of
the prior household respondent and the sample unit’s address.

(Enter 1, Someone answers)

FR: Hello. This is (your name) from the U.S. Census Bureau.
May | please speak with Megan Moe?

R: Yes, this is Megan Moe speaking.
(Enter 1, This is the correct person)

FR: 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?
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VERADD_CP

CHNGPH_CP

MAILINGSAME_CP

TENURE

R: | don’t think so.

For personal visit interviews, hand the respondent the
introductory letter and give him/her time to read the letter before
continuing with the interview. For telephone interviews, press
the F1 function key and read through the lesson now. The key
points contained within the letter are highlighted in this Help
Screen and can be read to the respondent. Then press the Esc
key to exit the Help screen.

(Enter 3)

FR: | have your address listed as 104 OCEAN VIEW LANE, Any
Town, AR 99997. Is that your exact address?

R: Yes it is.
(Enter 1, Same address)

Sometimes at the beginning of an interview you may know that
the household’s telephone number has changed. At this screen
you are given the opportunity to change the telephone number.
DO NOT read the question to the respondent. For this interview,
you do not need to change the phone number so select “No.”

(Enter 2)
FR: Is your mailing address the same as your physical address?
R: Yes it is.
(Enter 1)
FR: Ask or verify - Are your living quarters
- Owned or being bought by you or someone in your
household?
R: Yes, we own our home.
Even though some items may already be pre-filled with a value
based upon responses from a previous interview, it is important
to ask or verify the question during the current enumeration in

case there are changes since the previous interview. If in the
current interview the response is the same, you can press the
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Practice Interview

STUDENTHOUSING

NAMECHECK

HHLDCOVERAGE

AGECHECK

MARITAL

Enter key rather than re-entering the response value. In this
case, the response is different.

(Enter 1, Owned or being bought)

FR: Are your living quarters presently used as student housing by a
college or university?

R: No
(Enter 2)

FR: | have Ted Moe and Megan Moe listed as living or staying at
that address.

Are ALL of these people still living or staying at that address?

R: Yes

(Enter 1)

FR: Have | missed anyone else living or staying there such as any
babies, any lodgers, or anyone who is away at present
traveling or in the hospital?

R: No

(Enter 2)

FR: | have Ted Moe listed as 70 years old. Is that correct?

R: Yes it is.

(For purposes of this exercise, enter 1 “Yes” even if the age is

different. This scenario will be discussed further in the classroom

training.)

(Enter 1)

FR: If in doubt ask - Is Ted Moe now married, widowed, divorced,
separated or has he never been married?

R: He’s married.
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Remember, some items may already be pre-filled with a value based upon
responses from a previous interview. If in the current interview the response
is the same, you can press the Enter key rather than re-entering the
response.

(Press Enter)

EDUCATIONATTAIN FR: What is the highest level of school Ted Moe completed or the
highest degree he received?

R: He has a bachelor’s degree in accounting.
(Enter 16)

ATTENDINGSCHOOL FR: Is Ted Moe currently attending or enrolled either full-time or
part-time in a college or university, trade, or vocational school?

R: No
(Enter 5)
AGECHECK FR: | have you listed as 71 years old. Is that correct?
R: Yes it is.
(Enter 1)
MARITAL FR: If in doubt ask - Are you now married, widowed, divorced,

separated or have you never been married?
R: I’'m married.

(Press the Enter key since there is already a 1 pre-filled)

EDUCATIONATTAIN FR: Whatis the highest level of school you completed or the
highest degree you received?
R: | have a bachelor’s degree in education.
(Enter 16)

ATTENDINGSCHOOL FR: Are you currently attending or enrolled either full-time or
part-time in a college or university, trade, or vocational school?

R: No.
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Practice Interview

ROSTERREVIEW

WHOTOCHANGE

WHATFIX

CHNG_BRTHDATE
MO

CHNG_BRTHDATE
DY

CHNG_BRTHDATE
YR

CHNG_ANYOTHER

ROSTERREVIEW

TIMEATADDRESS

(Enter 5)

At this screen review the name, relationship, age, sex, and
marital status information for correctness. If the information is
not correct, you have the opportunity to make corrections to
these items if you enter 2 in this screen. Let’s assume that
Megan Moe’s age is incorrect because her birthday was not
correct.

(Enter 2)

At this screen enter Megan Moe’s line number, which is 2, since
she is the respondent whose information you need to change.

(Enter 2)

Now select the category that needs to be changed. Since Megan
Moe’s age is incorrect, you must fix her birth date.

(Enter 3)

(Press Enter)

(Press Enter)

(Enter 1944)

At this screen you can review your changes and back up if you
need to make any further corrections. No additional changes are
needed, so you can proceed with the interview.

(Enter 1)

The information displayed is now correct so you don’t need to
make any other changes.

(Enter 1)

FR: Before we get to the crime questions, | have some questions
that are helpful in studying where and why crimes occur.
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BUSINESS

SQTHEFT

SQTHEFTTIMES

R:

How long have you lived at this address?

15 years.

(Enter 15)

FR:

R:

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

No.

(Enter 2)

FR:

I'm going to read some examples that will give you an idea of
the kinds of crimes this study covers. As | go through them, tell
me if any of these happened to you in the last 6 months, that is,
since (date).

Was something belonging to YOU stolen, such as -

Things that you carry, like luggage, a wallet, purse, briefcase,
book -

Clothing, jewelry, or cell phone -

Bicycle or sports equipment -

Things in your home - like a TV, stereo, or tools -

Things outside your home such as a garden hose or lawn
furniture -

Things belonging to children in the household -

Things from a vehicle, such as a package, groceries, camera,
or CDs -

OR
Did anyone ATTEMPT to steal anything belonging to you?

Ask only if necessary
Did any incidents of this type happen to you?

Yes.

This household was previously interviewed on (date).

Reminder! The date of the last interview is the basis for a
respondent’s reference period.

(Enter 1)

FR:How many times?
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Practice Interview

SQTHEFTSPEC

SQBREAKIN

R: Once.
(Enter 1)
FR:What happened?

R: A co-worker and | were walking to my car when two young men
grabbed my leather tote bag and ran.

Briefly describe the incident in SQTHEFTSPEC. Remember, you
are limited to 100 characters.

Also remember, when writing a description of what happened
refer to the respondent and any other household member by his
or her line number (for example L1, L2) and NOT by their name.
If you click on the HH ROSTER tab, you will see the names of
those persons living or staying in the household and their
corresponding line number. Click on the HH ROSTER tab now.

You will see that Megan Moe’s line number is 2. Now either click
on the “Main” tab or enter 1 to continue on the toolbar to go
back to SQTHEFTSPEC.

Enter the following summary.

L2 and co-worker were walking to L2's car when 2 young men
grabbed L2's leather tote bag and ran.

(Press Enter to continue)
FR: Other than any incident already mentioned, has anyone -
-- Broken in or ATTEMPTED to break into your home by
forcing a door or a window, pushing past someone,
jimmying a lock, cutting a screen, or entering through an

open door or window?

-- Has anyone illegally gotten in or tried to get into a garage,
shed, or storage room?

OR

-- lllegally gotten in or tried to get into a hotel or motel room or
vacation home where you were staying?
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SQTOTALVEHICLES

SQMVTHEFT

SQATTACKWHERE

Ask only if necessary:
Did any incidents of this type happen to you?

R: No.

(Enter 2)

FR: What was the TOTAL number of cars, vans, trucks,
motorcycles, or other motor vehicles owned by you or any
other member of that household during the last 6 months?
Include those you no longer own.

R: We have two cars.

(Enter 2)

FR: During the last 6 months, other than any incident(s) already
mentioned, were any of the vehicles -

-- Stolen or used without permission?

-- Did anyone steal any parts such as a tire, car stereo,
hubcap, or battery?

-- Did anyone steal any gas from them?
OR

-- Did anyone ATTEMPT to steal any vehicle or parts
attached to them?

Ask only if necessary

Did any incidents of this type happen to you?

R: No.

(Enter 2)

FR: Otherthan any incidents already mentioned, since (date), were

you attacked or threatened OR did you have something stolen
from you -

-- At home including the porch or yard -
-- At or near a friend's, relative's, or neighbor's home-
-- At work or school -
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-- In places such as a storage shed or laundry room, a
shopping mall, restaurant, bank, or airport-

-- While riding in any vehicle -

-- On the street or in a parking lot -

-- At such places as a party, theater, gym, picnic area,
bowling lanes, or while fishing or hunting-

OR

-- Did anyone ATTEMPT to attack or ATTEMPT to steal
anything belonging to you from any of these places?

Ask only if necessary
Did any incidents of this type happen to you?

R: Just the incident | told you about earlier.
(Enter 2)

SQATTACKHOW FR: Other than any incidents already mentioned, has anyone
attacked or threatened you in any of these ways -

--  With any weapon, for instance, a gun or knife -
--  With anything like a baseball bat, frying pan,
scissors, or stick -
-- By something thrown, such as a rock or bottle -
-- Include any grabbing, punching, or choking,
-- Any rape, attempted rape, or other type of sexual attack -
-- Any face to face threats -

OR

-- Any attack or threat or use of force by anyone at all?
Please mention it even if you are not certain it was a crime.

Ask only if necessary
Did any incidents of this type happen to you?

R: No.
(Enter 2)
SQTHEFTATTACKKNOWNOFF

FR: People often don't think of incidents committed by someone
they know. Other than any incidents already mentioned, did
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you have something stolen from you or were you attacked or
threatened by-

-- Someone at work or school -

-- Aneighbor or friend -

A relative or family member -

-- Any other person you have met or known?

Ask only if necessary:
Did any incidents of this type happen to you?

R: No.
(Enter 2)
SQSEXUAL FR: Incidents involving forced or unwanted sexual acts are often

difficult to talk about. Other than any incidents already
mentioned, have you been forced or coerced to engage in
unwanted sexual activity by -

-- Someone you didn't know -
-- A casual acquaintance -

OR
-- Someone you know well?

Ask only if necessary:
Did any incidents of this type happen to you?

R: No
(Enter 2)
SQCALLPOLICECRIME
FR: During the last 6 months, other than any incident(s) already
mentioned, did you call the police to report something that
happened to YOU which you thought was a crime?

R: No

(Enter 2)
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SQNOCALLPOLICECRIME
FR: During the last 6 months, other than any incident(s) already
mentioned, did anything which you thought was a crime
happen to YOU, but you did NOT report to the police?

R: No
(Enter 2)
PRESENTFORSQS (Enter 11, since this is a telephone interview)
INC_REPORTS This screen tells you that you have completed the screening

questions and indicates the number of incidents reported in the
screen questions and the number of refusals in the screen
questions.

(Enter 1)

INCIDENTINTRO FR: You said before that during the last 6 months you and your
co-worker were walking to your car when 2 young men
grabbed your leather tote bag and ran. This happened just one
time?

R: Yes, just once.

(Enter 1)
INCIDENTDATE FR: In what month did this incident happen?
R: It happened in (pick date within 6-month reference period).

(Enter precode for appropriate month)
INCIDENTNUMBEROFTIMES
FR: Altogether, how many times did this type of incident happen
during the last 6 months?
R: Just once.
(Enter 1)
INCIDENTTIME FR: About what time did this incident happen?

R: Around 5:00 in the evening.
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(Enter 13)
INCIDENTPLACE FR: In what city, town, or village did this incident occur?
R: Right here in Any Town.

(Although you may think that Precode (1) is the natural choice
here, Precode (3) is actually the correct choice.)

It is important to be aware of what the precodes are for each
question. In this screen, the appropriate precode to enter is (3)
“SAME city/townl/village as present residence,” based on the
respondent’s answer.

(Enter 3)

INCIDENTAIR FR: Did this incident occur on an American Indian Reservation or
on American Indian Lands?

R: No.
(Enter 2)
LOCATION_GENERAL FR: Did this incident happen...
-- In your home or lodging?
-- Near your home or lodging?
-- A, in, or near a friend’s/relative’s/neighbor’s home?
-- At a commercial place?
-- In a parking lot or garage?
-- At school?
-- In open areas, on the street, or on public transportation?
-- Somewhere else?
R: At school where | teach.
(Enter 16)
LOCATION_SCHOOL FR: Ask or verify - Where at school did this incident happen?

R: In the school’s parking lot.

(Enter 32)
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RESTRICTEDAREA

INSIDEOROUT

FARFROMHOME

HHMEMBERPRESENT

WHICHMEMBER

SEEOFFENDER

WEAPONPRESENT

FR: Ask or verify - Did the incident happen in an area restricted to
certain people or was it open to the public at the time?

R: Well, it was the school parking lot, but that’s open to the public.
(Enter 1)

FR: Ask or verify - Did it happen outdoors, indoors, or both?

R: Outdoors.

(Enter 2)

FR: Ask or verify - How far away from home did this happen?

R: The school is about 5 miles from my home.

(Enter 3)

FR: Ask or verify - Were you or any other member of this household
present when this incident occurred?

R: Yes.

(Enter 1)

FR: Ask or verify - Which household members were present?
R: Just me.

(Enter 1)

FR: Ask or verify - Did you personally see an offender?

R:  You bet | did.

(Enter 1)

FR: Did the offender have a weapon such as a gun or knife, or
something to use as a weapon, such as a bottle or wrench?

R: No, | don't remember anything like that. They just used their
hands to grab my tote bag.

(Enter 2)
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ATTACK

TRYATTACK

THREATEN

WHATHAPPEN

PROTECTSELF

ACTIONSDURINGINC

FR: Did the offender hit you, knock you down, or actually attack you

in any way?
R: No.
(Enter 2)

FR: Did the offender TRY to attack you?

R: No.

(Enter 2)

FR: Did the offender THREATEN you with harm in any way?
R: No. In fact, | don't think they said anything.

(Enter 2)

FR: What actually happened?

R: Like | said, these two guys came running at us as we were
getting into my car, grabbed my tote bag, and ran off.

(Enter 11,)

FR: Anything else?
R: No

(Press Enter)

FR: Did you do anything with the idea of protecting YOURSELF or
your PROPERTY while the incident was going on?

R: Yes

(Enter 1)

FR:  What did you do?

R: | yelled at the guys.
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(Enter 19)
FR: Anything else?
R: No.

(Press Enter)

INJACTIONHELP FR: Did your action help the situation in any way?
R: No.
(Enter 2)
ACTIONWORSE FR: Did your action make the situation worse in anyway?
R: No.
(Enter 2)
ANYONEPRESENT FR: Was anyone present during the incident besides you and the
offender? (Other than children under age 12.)
R: Yes, my co-worker.
(Enter 1)
OTHERSACTIONS FR: Did the actions of this person help the situation in any way?
R: No.
(Enter 2)
OTHERSACTIONSWORSE
FR: Did the actions of this person make the situation worse in any
way?
R: No.
(Enter 2)
PERSONSHARMED FR: Not counting yourself, were any of these persons present

during the incident harmed (Pause), threatened with harm
(Pause), or robbed by force or threat of harm?
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(Do not include yourself, the offender, or children under 12
years of age.)

R: No.
(Enter 2)
ONEORMOREOFFENDERS

FR: Ask or verify - Was the crime committed by only one or by more
than one offender?

R: There were two offenders.

(Enter 2)
HOWMANYOFFENDERS
FR: How many offenders?
R: As | just told you, there were two offenders.
Remember, even though you know the answer to this
question, you must ask it because it does not show the
“Ask or verify” instruction.
(Enter 2)
MULTOFFENDERKNEW
FR: Were any of the offenders known to you, or were they all
strangers you had never seen before?
R: No, neither of us had seen them before.
(Enter 3)
MULTOFFENDERRECOG
FR: Would you be able to recognize any of them if you saw them?
R: Possibly.
(Enter 2)

MULTOFFENDERSIGHT
FR: Would you have been able to tell the police how they might find
any of them, for instance, where they lived, worked, went to
school, or spent time?
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R: No.
(Enter 2)
MULTOFFENDERGENDER

FR: Were they male or female?
R: They were both male.
(Enter 1)

MULTOFFENDERYOUNG
FR: How old would you say the youngest was?

R: He was about 18.
(Enter 4)
MULTOFFENDEROLD FR: How old would you say the oldest was?
R: Probably about 22.
(Enter 5)

MULTOFFETHNICITY
FR: Were any of the offenders Hispanic or Latino?

R: No
(Enter 2)
MULTOFFENDERRACE
FR: Were the offenders White, Black or African American,
American Indian or Alaska Native, Asian, Native Hawaiian or
Other Pacific Islander?
R: They were both White.
(Enter 1)
MULTOFFENDERGANG
FR: Were any of the offenders a member of a street gang, or don't
you know?
R: | don't know.
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(Enter 3)

MULTOFFENDERDRINKDRUG
FR: Were any of the offenders drinking or on drugs, or don't you
know?

R: | really don't know.
(Enter 3)
MULTOFFENDERONLYTIME
FR: 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?

R: Yes.
(Enter 1)
THEFT FR: Ask or verify - Was something stolen or taken without
permission that belonged to you or others in the household?
R: Yes.
(Enter 1)
WHATWASTAKEN FR: What was taken that belonged to you or others in the
household?

R: My leather tote bag.

(Enter 29,)

FR: Anything else?

R: | had three credit cards in my tote bag.
(Enter 14,)

FR: Anything else?

R: My car keys.

(Enter 26,)
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FR: Anything else?

R: Yes, my watch. | had taken it off in the classroom and it was in
my tote bag when the tote bag was stolen.

Category 26, which you already entered, includes watches.
FR: Anything else?
R: No.

(Press Enter)

WHOOWNEDSTOLENPROPERTY

ARTICLEINCAR

OTHERONPERSON

ITEMSTAKEN

FR: Did the stolen property belong to you personally, to someone
else in the household, or to both you and other household

members?
R: It was all mine.
(Enter 1)

FR: Ask or verify - Were the articles IN or ATTACHED to a motor
vehicle when they were taken?

R: No.

(Enter 2)

FR: Ask or verify - Was there anything the offenders took directly
from you, for instance, from your pocket or hands, or
something that you were wearing?

R: Yes.

(Enter 1)

FR: Which items did the offenders take directly from you?

R: My tote bag and the items in it.

For this item, the categories selected in item WHATWASTAKEN
are displayed.
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PROPERTYVALUE

DECIDEDVALUE

(Enter 40, since all the items stolen were taken directly from the
respondent or click on all the categories displayed.)

FR: What was the value of the PROPERTY that was taken?
Include recovered property. (Exclude any stolen cash, checks,
or credit cards.)

R: | don't suppose the keys had any real monetary value. The tote
bag was worth about $150 and the watch about $85.

To help you add the different values reported, you can press the
F11 key to access the calculator function. You can also get to
the calculator function by clicking on the Options tab and
selecting Calculator.

Take a moment now to use the calculator. Then verify the total
amount with the respondent before proceeding. [ 1]

FR: (Probe) So, altogether, the stolen property was worth about
$235. Is that correct?

R: Yes.

(Enter 235, then press Enter)

FR: How did you decide the value of the property that was taken?
R: That was the cost for me to purchase the items.

(Enter 11,)

FR: Any other way?

R: Well, | paid about the same amount to replace some of the
stolen items.

(Enter 12,)
FR: Any other way?
R: No.

(Press Enter)
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ALLPARTRECOVERED
FR: Was all or part of the stolen property recovered, not counting
anything received from insurance?

R: No, nothing.
(Enter 3)

RECOVEREDINSURANCE
FR: Was the theft reported to an insurance company?

R: No.
(Enter 2)
DAMAGED FR: Other than stolen property was anything that belonged to you
or other members of the household damaged in this incident?
R: No.
(Enter 2)
POLICEINFORMED FR: Were the police informed or did they find out about this incident
in any way?
R: Oh yes!
(Enter 1)
POLICEFINDOUT FR: How did the police find out about it?
R: | called them.
(Enter 11)
REASONREPORT FR: Besides the fact that it was a crime, did YOU have any other

reason for reporting this incident to the police?

R: Well, | wanted to recover everything the two men stole from
me.

(Enter 13,)

FR: Any other reason?

17-25



Practice Interview

NCVS-521 CAPI (10/2014)

REPORTIMPORTANT

POLICEARRIVE

TIMEPOLICEARRIVE

POLICEACTION

POLICECONTACT

R: No
(Press Enter)

FR:  Which of these would you say was the most important reason
why the incident was reported to the police?

R: | wanted to recover my property.

(Enter 13)

FR: Did the police come when they found out about the incident?
R: Yes.

(Enter 1)

FR: How soon after the police found out did they respond? Was it
within 5 minutes, within 10 minutes, an hour, a day, or longer?

R: They came about 25 minutes after | called.

(Enter 3)

FR: What did they do while they were there?

R: They took a report from both me and my friend, questioned
some of the people that had seen the incident, and told us they
would investigate.

(Enter 11, 14, 16,)

FR: Anything else?

R: No.

(Press Enter)

FR: Did you or anyone in your household have any later contact
with the police about the incident?

R: Yes.

(Enter 1)
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POLICEINTOUCH

HOWPOLICECONTACT

POLICEFOLLOWUP

SIGNCOMPLAINT

ARRESTMADE

FR: Did the police get in touch with you or did you get in touch with
them?

R: The police called me.

(Enter 1)

FR: Was that in person, by phone, or some other way?
R: By phone.

(Enter 2)

FR: What did the police do in following up this incident?

R: They told me they had uncovered no leads in the case and that
they thought the possibility of recovering the tote bag and its
contents was unlikely. They were just staying in touch.

(Enter 16,)

FR: Anything else?

R: No.

(Press Enter)

FR: Did you or someone in your household sign a complaint
against the offenders to the police department or the

authorities?
R: No.
(Enter 2)

FR: Ask or verify - As far as you know, was anyone arrested or
were charges brought against anyone in connection with this
incident?

R: Not that | know of.

(Enter 2)
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AGENCYHELP

CONTACTAUTHORITIES

ANYTHINGFURTHER

DOINGATINCIDENTTIME

LOSTOTHERWORKTIME

FR: Did you or someone in your household receive any help or
advice from any office or agency -- other than the police -- that
deals with victims of crime?

R: No.

(Enter 2)

FR: Have you or someone in your household had contact with any
other authorities about this incident (such as a prosecutor,
court, or juvenile officer)?

R: No.

(Enter 2)

FR: Do you expect the police, courts, or other authorities will be
doing anything further in connection with this incident?

R: No.

(Enter 2)

FR: Ask or verify - What were you doing when this incident

happened?
R: | had just left work and was about to drive home.
(Enter 12)

FR: Did YOU lose any time from work because of this incident for
such things as cooperating with a police investigation,
testifying in court, or repairing or replacing damaged or stolen

property?
R: No.
(Enter 6)
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HHMEMLOSTWORKTIME

TYPETRANSPORTATION

INCIDENTHATECRIME

DISABILITY_INTRO

HEARING

FR: Were there any household members 16 years or older who lost
time from work because of this incident?

R: No.

(Enter 2)

FR: Ask or verify - You told me earlier you were on the way from
work when the incident happened.

What means of transportation were you using?

R: | was walking.

(Enter 14)

FR: Hate crimes or crimes of prejudice or bigotry occur when
offenders target people because of one or more of their
characteristics or religious beliefs.

Do you have any reason to suspect the incident just discussed
was a hate crime or crime of prejudice or bigotry?

R: | really don’t know.

(Press Ctrl+D, then press Enter)

FR: Research has shown that people with disabilities may be more
vulnerable to crime victimization. The next questions ask about
any health conditions, impairments, or disabilities you may
have.

(Enter 1)

FR: Are you deaf or do you have serious difficulty hearing?

R: No.

(Enter 2)
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VISION

LEARN_CONCENTRATE

PHYSICAL_LIMIT

DRESS_BATH

LEAVING_HOME

SUMMARY

FR: Are you blind or do you have serious difficulty seeing even
when wearing glasses?

R: No.

(Enter 2)

FR: Because of a physical, mental, or emotional condition do you
have serious difficulty:

Concentrating, remembering, or making decisions?

R: No.

(Enter 2)

FR: Walking or climbing stairs?

R: No.

(Enter 2)

FR: Dressing or bathing?

R: No.

(Enter 2)

FR: Because of a physical, mental or emotional condition, do you
have difficulty doing errands alone such as visiting a doctor’s
office or shopping?

R: No.

(Enter 2)

Now write a summary about this incident. Remember, your

summary must include all of the pertinent facts surrounding the

reported incident and be written so that anyone reading it can
get a clear, well-defined picture of how the respondent was
victimized. Because you are limited to 300 characters, you may

use abbreviations when writing your summary. Go to page
B5-16 of your interviewing manual and review the acceptable
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SUMMARYPROBE

abbreviations you can use for the NCVS. The list of
abbreviations ends on page B5-20.

[ ]
In addition to using these abbreviations when preparing your
summary for an incident, you can also use them when entering
any other written entries or notes in the NCVS instrument. Also
remember when writing the summary to use the respondent’s
line number, not the respondent’s name, when referring to the
respondent. If you need additional space, you can press F7 to
include additional notes.

Here is an example of what to enter, "In 1/2013 at 5:15 pm 2 men
took L2's leather tote bag as L2 & co-worker were walking to
L2's car in school parking lot where L2 teaches. L2 not attacked,
injured, or threatened. L2's tote bag contained credit cards,
keys, & L2's watch. Total value of property stolen was $235. L2
called police.”

After completing the summary, read it back to the respondent to
make sure you have the facts entered correctly and have not
omitted any pertinent information. When you read back the
summary to the respondent insert the appropriate pronoun in
place of the respondent’s line number. As a result you may have
to reword the summary slightly. For example, you would say:

In 1/2013 at 5:15 pm 2 men took your leather tote bag as you and
a co-worker were walking to your car in your school parking lot
where you teach. You were not attacked, injured, or threatened.
Your tote bag contained credit cards, keys, and your watch. The
total value of the property stolen was $235. You called the
police.

(Press Enter)

This screen asks if you have completed the summary. If you
need to edit or need to continue entering summary text, press
the “up” arrow key, otherwise enter 1 to continue. If you use the
“Up” arrow key to return to the Summary, the next box is
highlighted in blue. If you need to edit the Summary, move your
mouse key to access the next box. Do this before making any
revisions. Please Note: If you begin clicking inside the text box,
you will lose the Summary you just typed.

(Enter 1)
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INCIDENTTOADD

CRIME_END

ENDINCIDENT

ENDSCREENER

JOBLASTWEEK

JOBDESCRIPTION

TEACHINGJOB

If, during the course of the interview, the respondent recalls any
incidents that were not reported in the screen questions, at
INCIDENTTOADD you indicate that other incidents need to be
added for the respondent.

(Enter 2)

This screen tells you that you have completed all incidents for
Megan Moe.

(Enter 1)
The current incident is completed so enter 1 to continue.

Since there are no more incident reports to complete enter 1 to
continue.

FR: Did you have a job or work at a business LAST WEEK?
R: Yes.
(Enter 1)
FR: Ask or verify -- Which of the following best describes your job?
Were you employed in the --
-- Medical Profession?
-- Mental Health Services Field?
-- Teaching Profession?
R: Yes, teaching profession. | teach the third grade.
If you were conducting a personal visit interview you would
show the respondent the Employment Flash Card in the
Information Card Booklet. Remember that screens with an
associated flashcard will have an open book icon in the upper
left hand corner of the Info pane.
(Enter 13)
FR: Were you employed in a

-- Preschool?
-- Elementary school?

17-32



NCVS-521 CAPI (10/2014)

Practice Interview

R: Yes, elementary school.
(Enter 19)
EMPLOYERTYPECURRENT
FR: Ask or verify - Is your job with a private company, business, or
individual for wages?
R: No.
FR: The Federal government?
R: No.
FR: A State, county, or local government?
R: Yes, it’s a county public school.
(Enter 3)
COLLEGEEMPLOYER FR: Are you employed by a college or university?
R: No.
(Enter 2)
CURRENTJOBMSATYPE
FR: While working at your job, do you work mostly in
-- Acity?
- - Suburban area?
- - Rural area?
Or
- - Combination of any of these?
R: In a suburban area.
(Enter 2)
HOUSEHOLDINCOME FR: Which category represents the TOTAL combined income of

all members of this HOUSEHOLD during the past 12
months? This includes money from jobs, net income from
business, farm or rent, pensions, dividends, interest, Social
Security payments, and any other money income received by
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BESTTIME_NO SUNDAY

RESPONDENTPHONE
NUMBER

RESPONDENTPHONE
TYPE

RESPINTERVIEWLANG

ENDPERSON

ENDSCREENER

members of this HOUSEHOLD who are 14 years of age or
older.

R: | really don’t want to answer that question.

For personal interviews, remember to always show the
household respondent the Household Income flashcard

located in the Information Card Booklet BEFORE asking this
question. Allow the respondent time to read the categories,
make an estimate, and respond. If necessary, explain that we do
not need the respondent to identify the actual amount of the
total household income, just the income range that it falls
within.

FR: If you are more comfortable, you can provide a range that your
household income falls within.

R: I’d rather not.

(Press Ctrl + R keys to record a refusal, then press Enter)

Use this screen to update the interview time preference chart. After
updating the chart (or if you do not need to update now), press “1” to
continue.

FR: What is the telephone number where you would like to be called?

R: It's (555)555-5555.

FR: What type of phone is this (for example, a home, office, or
cell phone?

R: It's my cell phone.
(Enter 3)

Was this respondent’s interview conducted in a language other than
English?

(Enter 2)
(Enter 1)

(Enter 1)
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NEXTPERSON

REFCBBREAK_CP

PERSAPPT

THANKYOU_INDIV FR:

VERIFY

FR: [ also need to talk with Ted Moe. Is Ted Moe at home now?
R: No, he is not at home.

Ted Moe is not available at the time of your interview with
Megan Moe.

(Enter 33)

This question asks you if the interview with the household
ended because of a refusal, a callback was needed, or a
breakoff occurred. Since Ted Moe is not available at the time of
your interview with Megan Moe and there are no other persons
in the household to be interviewed, you will need to call back
the household to complete Ted Moe’s interview.

(Enter 2)

This screen tells you that you can enter appointment
information for Ted Moe in the Case Level Notes by pressing
Ctri+F7.

Megan Moe tells you to call her husband back later in the day
after 6:00 p.m. Press the Ctrl+F7 keys and enter a note to call the
household back at 6:00 p.m. to complete Ted Moe's interview.

Remember, the only time it is acceptable to include information
such as names, phone numbers, address location directions,
etc., is when you are entering such information in the Case
Level Notes.

After entering this note, press F10 to exit the Case Level Notes.
After pressing the F10 key, a Note Editor pop-up screen will
appear asking if you want to save the notes entered. Click
“Yes.”

Since Ted Moe is the only remaining household member to be
interviewed, enter 1 to continue at PERSAPPT.

Thank you. I'll call back at the time suggested.
(Enter 1)

This screen asks if you need to change the household’s
telephone number or review or edit the interview time
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CASE LEVEL NOTES

CTATEMPT

TIMEOFCT

pCASECONTACT

PCONTACTPER

PNOCONTACT

PSTRATEGS

PCONTACTPER

PCTTYPE

preferences for this household. For this interview, you don’t
need to do either, so enter 2.

(Enter 2)

Enter any additional notes about the case that you feel will be
helpful for completing interviews with remaining eligible
household members or for future interviews with the
household.

Here is an example of what to enter in the Case Level Notes: “L2
completed interview, set up callback with L1.”

(Press F10)

After pressing the F10 key, save the notes entered by pressing
the “yes” button. You will then automatically return to Case
Management. Click on the “OK” button at the Case Management
pop-up screen.

(Enter 2 for telephone - outgoing)

(Enter 1 since you are entering pCHI at the time of the contact
attempt)

(Enter 1 [made contact with one or more eligible persons]
because you were able to complete Megan Moe’s interview
during this contact attempt)

(Enter 3 [noncontact] for L1 because Ted Moe was not at home
during this contact.)

(Enter 1 [person not home]) because Megan Moe said he was
not at home [Page 17-34])

(Enter 2 [scheduled appointment] because Megan Moe was able
to provide a time for a callback)

Now enter the contact information for Megan Moe (L2):
(Enter 1 [made contact with Megan Moe])

(Enter 1 [completed interview]) because you were able to
complete L2’s interview)
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PRSPNDENT

PSTRATEGS

(Enter 98 [no concerns]; we’ll assume Megan had no concerns
about completing her interview)

(Enter 98 [no strategies] because no additional strategies were
needed to complete L2’s interview)

After answering pSTRATEGS, you exit the pCHI and return to
Case Management.

This concludes the practice interview. During classroom
training you will complete the interview with Ted Moe and then
practice transmitting the completed case. Also, you will practice
using the NCVS CAPI instrument in more detail during
classroom training using the other training cases; therefore, DO
NOT get into these cases before classroom training. DO NOT
restart or re-install your training cases; otherwise, all the
information you entered during this practice interview will be
lost.

When you return to the Case Management case list, notice that a
“P” appears in the “Status” column for this household. This
indicates that the case is a sufficient partial which means that
you completed the household respondent’s interview but there
remain other eligible household members whose interview still
needs to be completed.

You can now exit Case Management by pressing the F10 key or
clicking on the F10-Exit button on the Case Management
toolbar.

Complete the final review exercise in Lesson 18
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Lesson 18. Final Review Exercise

Complete each item in the final review exercise. Bring all of your self-study materials to the
classroom training, including your completed self-study.

1. The BJS needs the NCVS data primarily to obtain an accurate, up-to-date measure of the
kinds and amount of crimes committed against persons 12 years of age and older.

TRUE FALSE
2. The reference period is important because we only ask about crime incidents that occurred
during this period. Listed below are interview dates for first month interviews. For these

interviews, what is the 6-month reference period for crimes committed?

Date Of Interview Reference Period

August 5

April 1

December 3

3. Listed below are the Moe family members and their ages. Answer the questions
(3a - c) which follow:

Name Age Household Relationship
John Moe 46 Reference person
Megan Moe 42 Wife

Mary Moe 20 Daughter

Michael Moe 8 Son

When you make your initial visit to the Moe household, Megan Moe is the only person home.
She answers the household characteristic questions, along with other questions relating to
her family.
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a. Who is the household respondent?

b.  Which members of the Moe household are eligible respondents for the NCVS?

c. Are there any members of the Moe household who are not required to be interviewed
for the NCVS?

YES NO

If yes, who?

4.  If the occupants at a sample address change between enumeration periods, you: (Mark the
correct answer.)

____ Trytolocate the occupants’ new address at the local post office.
____ Select another address randomly on the same block.
___Interview the people who currently live at the sample address and who consider the

address to be their usual place of residence.

5. is an interviewing technique you can use to get the respondent to
provide more information when the respondent’s initial answer is unclear or incomplete.
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6. Arespondent is considered present during an incident if he/she is at the immediate scene of
the crime during the incident and there is an opportunity for the offender to harm the
respondent. In the following scenarios, indicate whether or not the respondent was present
during the incident:

a. A woman was putting her groceries in her car when a man approached her and stole her
purse.

PRESENT NOT PRESENT
b. A man fell asleep on the beach and when he woke up his CD player and keys were gone.
PRESENT NOT PRESENT

c. A woman’s leather coat was stolen from the coat room in the restaurant lobby while she
was eating dinner at the restaurant.

PRESENT NOT PRESENT

d. The respondent was in the kitchen cooking dinner while the offender (who was a guest)
was stealing jewelry and money from her bedroom dresser.

PRESENT NOT PRESENT

e. The respondent looked out his living room window and saw someone steal his
10-speed bicycle from his front yard. By the time he got outside, the person and his bicycle
were gone.

PRESENT NOT PRESENT

f. A woman was asleep in her house and someone stole a motorcycle from the attached
garage.

PRESENT NOT PRESENT

g. A man was asleep in his house and someone stole a lawn mower from the detached
garage.

PRESENT NOT PRESENT

h. A woman was walking at the shopping mall and a man walked up behind her and shoved
her.

PRESENT NOT PRESENT
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i. A man arrived home from work and saw someone stealing several lawn ornaments out of
his yard. He got out of his car and started yelling at the offender, but the offender got away.

PRESENT NOT PRESENT

j- A woman on the subway was part of a group robbery when the offender showed a gun,
passed around a bag, and told everyone in the subway car to put all their valuables in it.

PRESENT NOT PRESENT

7. Enter the letter next to each item that corresponds to the letter that points to a specific part of
the NCVS Case Management window illustrated below.

Case List Pane
Toolbar

Tabs

Details Pane
Menu Bar

LB Case Management SURVEY: NCVS  ASSIGNMENT PERIOD: 200606
File Edit View Actions Help

i@ o B % B 2 W 5 B E ®» 83 O ® A
: F1Help F2 Inter.. F3 Next.. F4Details F5Repo.. Fc Listing F7 Notes F8 View F9 Sort F10 Bt 1l Go.. FI2CHI  ShftF6.. CtrlTITP Corioer N B
Case Management - Case List DISCLOSURE PROHIBITED - TITLE 13 U.S.C. =
Confrol Number L Address Place Name/City | Zip Appointment M Status| Telephone# | Int# &
609006269 J24 02 100 [101 RAILROADDRVE  JanvTown  [ooogr| [P —ml_
60927 6101 A J24 04B 100 [102MAPLEAVENUE ~ ANYTOWN 99997 P 991-555-1234 999
60927 6197 J24 04 100 [103 RIVERSIDE BLVD ANY TOWN 99997 T 991-555-1205 03 999
60954 6169 J24 01 100 [104 OCEAN VIEW LANE ANY TOWN 99997 T 991-555-3095| 03 [999 o c
609816159 J24 04 100 |105 BEACH ROAD ANY TOWN 99997 T 991-555-8098| 03 (999
65900 6101 J24 01 100 [108 ROBIN STREET ANY TOWN 99997 T 991-555-8888| 03 |999
-
History | Contact History | Returning Contact History | Interview Time Preferences | Bldg Mt
Assignment |HH Roster |Add|t\ona| Information | Notes |Contaois | Letter History
-
Control Number: |60900 6269 J24 02 100 Assignment Period: [2006/06 Case ID: |00000001 Int #:/01
Conf Refusal: [No Outcome: m Seg Type: |Area GQ Flag IN_
Status Respondent
Language: | R Other Language: |
Phone #(1): 4 | Type: _¥| Phone #(2) ] | j | Type: | R4
Phone #(3): n [ Type: k4| ™ E
Appointment: |00/00I0000 00:00 A Callback: | PIT: |P_ Il
ADDRESS: House # 101 Sfx‘l Street: |RAILROAD DRIVE
Unit: GQ Unit: |
Building Name:
Non City Address: | o
Readv

7 R S — . e
w L B Training Cose Man... | [@] Case Management .. ocument - Word.. %y 0 0152m
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8.

9.

10.

11.

12.

Which button in the Case Management toolbar opens the ALMI TOIl map?

Which key(s) when pressed in Case Management —
a. Opens the selected case so you can interview the household?

b. Opens the Interview Time Preferences application so you can review the best and worst
times to call a case?

c. Shows reports such as response rates?

d. Allows you to look at cases in a variety of ways, such as those not yet opened and those
already interviewed.

e. Allows you to toggle between the Case List Pane and the Details Pane?

Which tab within Case Management displays the names of all household members from the
last interview?

Which tab within Case Management shows detailed information about a case, such as the
address, telephone number, case ID, current outcome code, and so on?

List two possible reasons why an asterisk might appear in the second column of the Case
List Pane for a case.

(1)
(2)
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13. Enter the letter next to each item that corresponds to the letter that points to a specific
part of the NCVS CAPI instrument illustrated below.

Info Pane
Title bar
Section Tabs
Form Pane
Menu Bar
Status Bar

ﬂNatiunal Crime Yictimization Survey - NC¥S Questions ver 08.11 Blaise ver 482b1606 ﬂ
Eaorms  Answer  Mavigabe Options Help

Main |HH Roster | New HHR | Fags | Flo K B

CENSUS CATICAPI SYSTEM C
Mational Crime Victimization Survey
Case status is: New Case
Date iz 8/6/2012
Time is: 8:41 AM
IncomingfCaontinuing: Incoming Case
Interviews Mumber: 01

Confirmed Refusal: ho

1. Telephone interview

2. Personal inteniew (See notes)

3. Personal interview (Skip all notes and go to GEN_INTRO_CF)
4. Moninterview (TYPE A/B/C)

5. Ready to transmit case - no more followup (TYPE Z's)

B, Quit: Do not atternpt now

Start CAPI Inkeriew |

F

00000001 | STARTCP  [@:41:284M [8-6-2012 |  TakingTo: | Abouk: [18y2282
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14.

15.

16.

17.

18.

19.

Describe in the answer space below how you identify or differentiate each item from
other information on the screen.

a. FR Instructions:

b. Questions to ask respondents:

c. Questions that require you to use the information booklet to show respondents:

d. Questions that allow multiple answers:

e. Questions that allow only a single response:

Which key, when pressed in the NCVS CAPI instrument, ensures that the entry is
“accepted” within the instrument and moves to the next question?

Which Function key in the NCVS CAPI instrument allows you to enter Item Level
Notes?

Which keys, when pressed while in the NCVS CAPI instrument, allow you to enter Case
Level Notes?

Which Function key in the NCVS CAPI instrument allows you to end the interview?

Which section of the NCVS CAPI instrument collects basic household data as well as
characteristics of the sample unit?

Front section
Middle section
Back section
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20.

21.

22.

23.

24.

The information entered in this section of the NCVS CAPI instrument is fed back into
Case Management.

Front section
Middle section

Back section

At the START_CP screen, select category 4, Noninterview, to classify a person as a
Type Z noninterview. (See illustration of this item on Page 18-6.)

TRUE FALSE

In Case Management, fields that appear in are

fields to which you may make changes.

In the NCVS CAPI instrument, accepts data item inconsistencies in a
edit check.

Six months ago when you interviewed a sample household there were three household
members. During the current month, you discover that two of the three household members
moved out. You must create a replacement household and interview the remaining household

member.
TRUE FALSE
Bring your laptop and this completed self-study

to the classroom training. Write down any
questions you want to ask during the training.
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Suggested Training Schedule

Before your classroom training session begins, read “Instructions to the
Trainer,” which follows this suggested training schedule. Make sure trainees
log into their laptops before the start of each day.

DAY 1
Chapter Title Time Time
(Mins.) Elapsed
1 Welcome and Introduction 15 15
2 Administrative Topics 1:30 1:45
BREAK 15 2:00
2 Administrative Topics (Continued) 1:45 3:45
LUNCH 1:00 4:45
3 Probing for Accuracy 1:00 5:45
BREAK 15 6:00
4 Power of Persuasion 1:00 7:00

SS-1
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Suggested Training Schedule

DAY 2
Chapter Title Time Time
(Mins.) Elapsed

4 Power of Persuasion (Continued) 1:00 1:00

BREAK 15 1:15
5 Case Management 1:00 2:15

LUNCH 1:00 3:15
5 Case Management (Continued) 1:00 4:15

BREAK 15 4:30
6 ALMI TOI 1:30 6:00
7 Review of Self-Study :30 6:30

SS-2
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Suggested Training Schedule

DAY 3
Chapter Title Time Time
(Mins.) Elapsed
NCVS Concepts and Definitions 1:00 1:00
NCVS CAPI Instrument
Practice Exercise 1- Building a Household Roster 45 1:45
BREAK 15 2:00
Practice Exercise 2 - Picking a New Household
Respondent 45 2:45
Practice Exercise 3 - Replacement Household
by Telephone :30 3:15
LUNCH 1:00 4:15
Practice Exercise 4 - Type A Noninterview :20 4:35
Practice Exercise 5 - Type B Noninterview :20 4:55
Practice Exercise 6 - Changing the Household
Respondent 115 5:10
BREAK 15 5:25
Practice Exercise 7 - Selecting a New Reference
Person 45 6:10
Practice Exercise 8 - Re-entering a Case to
Complete Interview with Remaining Eligible
Household Members 15 6:25
Practice Exercise 9 - Classifying an NCVS 15 6:40
Respondent as Type Z Noninterview
Practice Exercise 10 - Unduplication of Incidents :30 7:10

SS-3
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Suggested Training Schedule

DAY 4
Chapter Title Time Time
(Mins.) Elapsed
9 NCVS CAPI Instrument (Continued)
Practice Exercise 11 - Proxy Interview :30 :30
Practice Exercise 12 - Quitting a Case at :05 :35
Onset of Interview
BREAK 115 :50
Practice Exercise 13 - Incident of Rape :30 1:20
LUNCH 1:00 2:20
Practice Exercise 14 — Series of Incidents :30 2:50
Practice Exercise 15 — Adding an Incident 10 3:00
Practice Exercise 16 - Accessing the NCVS
CAPI Spanish Instrument 110 3:10
BREAK 15 3:25
10 Transmission of Work 2:10 5:35
11 Performance and Supervisory Topics :30 6:05
12 2010 Redesign Listing and Coverage 1:00 7:05

SS-4
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Instructions to the Trainer

Training Field Representatives is one of your most important roles as a
supervisor. Your success depends in part on your ability to train a staff to do an
effective job. There is no substitute for a motivated and competent staff in
meeting your responsibility toward the accurate and timely completion of the
National Crime Victimization Survey (NCVS).

No supervisor can expect an effective training session to occur if he or she is not
prepared. To guarantee a positive session, you must prepare ahead of time:

Advance Preparation About a week before this training session, send the
pre-classroom generic training and the survey specific
self-study materials to the trainees.

NOTE: If any trainees have already received the generic
training while being trained for another demographic
survey, such as the Current Population Survey, you
need not send the trainee the generic training materials.

The pre-classroom generic training materials consist of:

v Welcome Letter (provides Census Bureau field
representatives (FRs) with a brief statement
regarding the importance of their job for
communities and the country. It also provides a
concise list of instructional products and includes a
personal password for the Census Bureau issued
laptop computer)

v 11-900, Curriculum Plan (provides the sequence in
which the users access the instructional products of
the generic pre-classroom training package)

v 11-6 (WIN), Quick Reference Guide (provides quick
tips for using all Windows applications)
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11-7 (WIN), Windows Laptop Users Guide
(provides complete documentation of laptop
applications) (electronic, on laptop)

11-8, Listing and Coverage: A Survival Guide for
the Field Representative, Volume 2, Demographic
Area Address Listing, and 11-922, Current Surveys
Listing and Coverage. (electronic, on laptop)

11-12 (WIN), WINFRED Windows Field
Representative Earnings Data Self-Study (provides
basic knowledge of the time and attendance
software, WINFRED) (electronic, on laptop)

11-55 (RO), Administrative Handbook for Regional
Office Schedule A Employees (electronic, on

laptop)

11-109, Personal Security Self-Study (familiarizes
FRs with various personal security and safety
options as they go to various communities
performing their job) (electronic, on laptop)

11-901, InterAct Field Representative Pre-
Classroom Learning Magazine (provides an
introduction and overview of the FR’s role an
responsibilities)

11-902, Getting it Done: The Job of a Field
Representative Viewing Guide, and “GETTING IT
DONE: The Job of a Field Representative” (Video
provides FRs with an initial orientation to a typical
day for Census Bureau Field Representatives)

“Getting to Know Your Laptop Computer” (shows
the hardware components of the laptop, startup,

log on, shutdown procedures, and the steps to
i
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change the laptop battery; also discusses the new
hires’ legal responsibility regarding the use and
care of the laptop)

v “Field Representative Safety Video” (provides the
FRs with various personal security and safety
options as they go to various communities
performing their job)

The pre-classroom survey specific training materials
consist of the following:

v NCVS-521, CAPI Blaise Self-Study for New Field
Representatives

v NCVS-550, CAPI Interviewing Manual for Field
Representatives (electronic document on laptop)

v NCVS-554, Field Representative’s CAPI
Information Card Booklet

v" NCVS-572(L), Introductory Letter

v" NCVS-573(L), Introductory Letter

v"Instruct trainees to complete the pre-classroom
self-study material before attending the classroom
training. Trainees must also complete the Windows
Initial CBT and WINFRED CBT before the training
session as noted in the 11-900 Curriculum Plan.

v pCHI CBT (on FR laptop)
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v Study this training guide and become familiar with all
the training concepts. This allows you to answer
guestions more easily and guide the trainees through
a successful training session. The more familiar you
are with this guide, the more at ease you will be in
the classroom training.

v Try to identify any questions the trainees might ask
or any areas that could need additional explanation.

v" Conduct a “dry run” of the training, preferably in the
presence of a colleague. A dry run is your practice
session. You can practice your delivery, set your
timing, make sure you have the correct materials,
and know when and how to use these materials. A
dry run also takes the nervousness out of that first
training session.

v Assemble training materials for both you and the
trainees well before the session. Make sure video
equipment is present and in good working order.

v’ Several days before the training session, make sure
you have all the needed materials for the classroom
training. A list of trainer and trainee materials is
provided in this section of your Training Guide.

v" Notify all trainees ahead of time about all materials
they must bring with them to the classroom training
session.

At the Training Site Prepare the training room before training begins:

v Arrange the seats and tables so each trainee has
enough work space to spread out workbooks,
manuals, and other NCVS materials and still be in
sight of the instructor.

iv
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Make sure electrical outlets are located along the
walls so trainees can plug in laptop computers or
extension cords.

Make sure that a television, VCR, and projection
system are available through the site provider and
that they are in working order.

Make sure that the training room can be secured
(locked) during breaks and lunch periods.

Plan the seating and prepare name cards for
trainees.

Place name cards and training materials at each
trainee’s place.

Use a projection system, if possible. This method of
delivery allows trainees to keep track of the screens
for the walkthrough practice exercises and helps
everyone stay together.

Make sure the lighting is adequate and the room is
well ventilated.

Make sure a lectern and table are provided for the
trainer.

Remove ash trays (if any) and provide water.
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v Locate the video required for this session:

Classroom Training Video/DVD

“Generic Refusal Avoidance”

Classroom Training Videos (on the laptop) used for trainee pre-classroom
work are:

PRE-CLASSROOM VIDEOS ON LAPTOP:

v “GETTING IT DONE: The Job of a Field
Representative”

v “Getting to Know Your Laptop Computer”

v “Field Representative Safety Video”

The trainees are also required to complete the
computer-based training (CBTs) as part of their pre-
classroom work. You will review these CBTs with the

trainees during classroom training.

Vi
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Staying on Schedule

Training Materials for
Classroom Training

The schedule for this training session is a full four (4)
days. To help you to stay on schedule:

1.

Do not allow discussions to get out of control.
While the training schedule allows for some open
discussion periods, try not to spend too much time
on any one topic.

Try to keep the walkthrough practice interview
moving. Do not spend too much time on any one
question.

Keep the trainees on the correct question. Make
sure all the trainees are on the right question before
you begin explaining the question.

As the TRAINER you need:

1.

NCVS-522(1) Guide for Training New NCVS CAPI
Field Representatives

A copy of ALL trainee materials for your reference,
including the pre-classroom training materials.

Laptop and projection device. Use a high quality
overhead projector — one that can be used for long
period without overheating. Be sure you have all
the necessary accessory equipment well in
advance, and test the equipment before training.
Video player and monitor

VIDEO: “Generic Refusal Avoidance”

11-903, Getting Started - Administrative (Training
Guide)

vii
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7.

10.

11.

12.

13.

14

15.

16.

11-903a, Getting Started - Administrative
(Classroom Workbook)

11-904, Probing for Accuracy (Training Guide)

11-904a, Probing for Accuracy (Classroom
Workbook)

11-905, Power of Persuasion (Training Guide)

11-905a, Power of Persuasion (Classroom
Workbook)

11-908, Payroll Trainer’s Guide [Field
Representative]

11-924, 2010 Redesign New Hire Listing and
Coverage Training (Training Guide)

11-38 and 11-38A, Request for Appointment
Trainee name cards

If possible, a flip chart easel, paper, and markers

Each TRAINEE needs one copy of each of the following
materials in addition to the materials they received for
the pre-classroom training:

1.

2.

NCVS-550.1, NCVS At a Glance
NCVS-522.1, Classroom Workbook

Data Quality Indicators handout (available in pdf
on the FLD portal; ROs must supply copies)

NCVS-572(L), Introductory Letter

viii
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Materials Trainees
Need to Bring to
Classroom Training

© ©®o N o O

11.

12.
13.
14.
15.

NCVS-573(L), Introductory Followup Letter

Form 11-38 and 11-38A, Request of Appointment
NCVS Function Key Template

Black lead pencil

11-903a, Getting Started - Administrative
(Classroom Workbook)

11-904a, Probing for Accuracy (Classroom
Workbook)

11-905a, Power of Persuasion (Classroom
Workbook)

NCVS-110 Fact Sheet

11-830a ALMI TOI Workbook

11-837 ALMI TOI Quick Reference Guide
11-925, 2010 Redesign New Hire Listing and

Coverage Training (Classroom Workbook).

Each trainee must bring with them to the classroom
training session:

1.

Laptop computer (with electronic NCVS-550 CAPI
Interviewing Manual for Field Representatives)

Self-Study for New Field Representatives (NCVS-
521) (Final review exercise completed)

NCVS-554 Information Card Booklet
Field Representative Safety Viewing Guide

11-6(WIN), Quick Reference Guide

ix
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Post-Classroom
Training Materials

10.

11.

12.

13.

11-7(WIN), Windows Laptop Users Guide

11-8, Listing and Coverage: A Survival Guide for
the Field Representative, Volume 2,
Demographic Area Address Listing, and 11-922,
Current Surveys Listing and Coverage.
(electronic, on laptop)

11-12(WIN), WINFRED Windows Field
Representative Earnings Data Self-Study
(completed)

11-55 (RO), Administrative Handbook for
Regional Office Schedule A Employees

11-109, Personal Security Self-Study
(completed)

11-901, InterAct Field Representative Pre-
Classroom Learning Magazine

11-902, Getting it Done: The Job of a Field
Representative Viewing Guide

DVD (to be returned to trainer) with contents:

= “GETTING IT DONE: The Job of a Field
Representative”

= “Getting to Know Your Laptop Computer”

*» “Field Representative Safety Video”

At the conclusion of the training session, provide
trainees with the following items, to complete at home
as part of their post-classroom training:
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Training
Techniques

Questions and
Answers

v 11-906, InterAct Il Post Classroom Learning
Magazine

v 11-907, Safety Video Viewing Guide

v “‘Safety” video

How you use this training guide is extremely important.
Make sure you:

v Read this guide word-for-word when training.
This is important so that uniform training is given
throughout the country.

v Complete all practice interviews, because each
interview covers a different situation.

v Follow instructions carefully. Throughout this
training guide, you will see instructions which
appear in parentheses ( ), centered, and bolded
such as (Allow time). These instructions are for
you, the trainer, to follow. Do not read them
aloud.

Questions and answers appear throughout this guide
and are designated by “Q” and “A.” Call on a different
trainee each time you ask a question. This will help you
determine which trainees are having difficulty
understanding the information. Ask a question, pause,
and then call on someone by name to answer it. This
way everyone will have a chance to think of an answer.

A trainee’s answer to a question may not always be
worded exactly as it appears in this training guide, but
may still be correct. However, if the answer is incorrect,
make sure that all trainees hear and understand the
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correct answer. Make sure that you do this in a manner
that will not embarrass the trainee.

If a trainee asks a question for which you do not know
the answer, don’t fumble for an answer or give an
incorrect one. Admit that you don’t know. You are not
expected to have an immediate answer for every
qguestion. If you are not sure of an answer, have the
entire group look for the answer in one of their manuals.
This will ensure a comprehensive and correct
explanation and reinforce the trainees’ use of the
manuals. However, if time is short, look up the answer
during a break and answer the question when training
resumes. If a trainee asks a question about a topic that
you know is covered later in this guide, ask them to hold
the question until you reach that topic in the training
session.

Aline “ " preceding or following a question
or statement means you should call on a trainee by
name to answer the question or carry out some action.

For example:

, please continue the interview.

OR

Can you give me an example of how you would probe
for this question, ?

Use positive reinforcement to encourage trainees. If a
trainee answers one of your questions correctly, reply
with: “Very good,” “Good job,” or “That’s correct.”
Throughout the training guide there are suggested
places for you to call on a trainee, but you may find that

you need to call on trainees more often in order to
xii
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Know the
Training Guide

Stand During Training

Speak Clearly

Control of Training
Session

ensure that all trainees have the opportunity to answer a
question or serve as the field representative during the
practice interview exercises.

Numbers (1, 2, 3, etc.) or letters (a, b, c, etc.)
introducing certain categories need not be read aloud,
unless you feel that it helps to show the sequence of a
procedure. Likewise, when bullets are used, numbers or
letters can be substituted. If you choose numbers or
letters, it is wise to write them in ahead of time, so you
won’t make any mistakes during the training.

Study this training guide carefully. The more familiar
you are with it, the more at ease you will be in the
classroom. You will also be better prepared to answer
questions and lead the trainees through a successful
training session.

Stand up during the training session. Your voice will
project better and it will be easier to hold your trainees’
attention.

Speak clearly and be convincing. Make certain
everyone can hear you. Read at a normal rate of speed,
not too slow and not too fast. Avoid speaking in a
monotonous tone of voice.

Before the classroom training, read through parts of the
training guide in the presence of another person. Ask
that person to listen to your speech and provide you
with suggestions and/or helpful advice.

Keep classroom discussions under control. If a
discussion gets out of hand, interrupt and continue with
the training. If a trainee insists on pursuing a point, ask
the trainee to see you at break time. Keep the training
moving so that you cover all of the material.
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Take Notes

Post Classroom
Training

Do not neglect anyone — bring everyone into class
discussions. Remember, always call on different
trainees to answer questions.

Keep an upbeat, positive attitude during the training.
Knowing the text and the content helps. Praise the
trainees when they answer correctly or give helpful and
positive comments.

Take the time to write down any comments or questions
not covered in the training or in the reference manuals.
You may want to write the comments or questions on a
flip chart. Please send these questions to FLD Team at
Headquarters so that we may respond to them.

At the end of the training session, provide trainees
with the following items, which they must complete at
home as part of post-classroom training:

v 11-906, InterAct Il Post Classroom Learning
Magazine

v 11-907, Safety Video Viewing Guide
v “Safety” video
v 11-831, ALMI TOI Post-classroom Self-study

Some trainees may want to stay and talk with you after
the training session. Make yourself available whenever
possible. Talking with the FRs one-on-one is an
excellent opportunity to learn about individual problems
and concerns, get feedback on your effectiveness, and
enhance the trainee’s learning.

Maintain confidentiality regarding any issues trainees
bring up during the training or outside of class time.
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Training Updates

Practice Interviews

Your credibility and the credibility of the program can
quickly be undermined if discretion and confidentiality
are not observed.

In the past few years, our survey sponsor, the Bureau of
Justice Statistics, has incorporated new questions or
modified existing ones about every 6 months to address
current crime issues. We will issue updated training
materials as quickly as possible following NCVS
interview changes.

We appreciate feedback from you on the current
training. Your comments and suggestions are valuable;
we want to make sure that the training properly
prepares staff to do an effective job.

During this training, trainees go through several practice
exercises to familiarize themselves with the NCVS
instrument. Since most of the training cases are used in
more than one practice exercise and build on a previous
exercise, the flowchart on the next page shows the
interrelationship of the practice exercises.

XV
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PRACTICE EXERCISES

/

v

Self-study Practice
Exercise
Case ID: 00000004

PRACTICE EXERCISE 1

(Replacement Household identified

during PV interview. Build the
household roster for the
replacement household.)
Case ID: 00000003

PRACTICE EXERCISE 3
(Replacement Household
identified during telephone
interview.)

Case ID: 00000006

A

A

PRACTICE
EXERCISE 4

(Type A — Refusal)
Case ID: 00000002

PRACTICE
EXERCISE 6
(Changing the HHR)
Case ID: 00000005

A 4

PRACTICE
EXERCISE 12
(Quitting a case
before starting the
interview)

v

A

PRACTICE EXERCISE 2
(Selecting a HR)
Case ID: 00000003

A

PRACTICE EXERCISE 5
(Replacement Household
Vacant — Type B)

Case ID: 00000006

A 4

PRACTICE EXERCISE 16

CAPI Instrument)
Case ID: 00000003

(Accessing the Spanish NCVS

PRACTICE EXERCISE 7
(Changing the Reference
Person)

Case ID: 00000005

A 4

PRACTICE
EXERCISE 8
(Re-entering a case
complete interviews
with other HHLD
members)

Case ID: 00000004

Case ID: 00000001

to

PRACTICE EXERCISE 10
(Unduplication of Incidents)
Case ID: 00000005

A 4

A 4

PRACTICE EXERCISE 11
(Proxy Interview)
Case ID: 00000005

PRACTICE EXERCISE 9
(Type Z - Noninterview)

Case ID: 00000004

A 4

PRACTICE EXERCISE 13
(Incident of Rape)
Case ID: 00000005

A 4

PRACTICE EXERCISE 14
(Series Incidents)
Case ID: 00000001

A 4

PRACTICE EXERCISE 15
(Adding an Incident)
Case ID: 00000001
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Chapter 1 — Welcome and Introduction
(Approximate time: 15 minutes)

Instructor Preparation:

e Have all trainees log into their laptop before you begin classroom training.

Objectives:

e Provide trainees with an introduction to the training session.

Good morning. My name is and | will be your trainer for the

National Crime Victimization Survey or the NCVS. As your supervisor, my job is
to train you, answer any questions you have, and solve any problems that arise

during the training.

(Tell trainees a little about yourself. Also, ask each trainee to
introduce themselves and to give a short background about
themselves. If they are not familiar with the area, you can tell
them where the restrooms, water fountains, and eating places

are located.)

Our training is scheduled to last through (Enter day). Each day we will have a
short break in the morning and in the afternoon, as well as an hour for lunch. I'll

ask you to return to your seats before the end of every break, so we don't fall
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behind schedule. Charge time and travel for this training session to (Enter

project and task code).

(Trainer: Refer to the chart below to determine the correct project
number and task code to which trainees are to charge their time and

travel for this training session.)

Training Occurs Between Charge to Project Task Code

January — December 2014 7523014 520

January — December 2015 7523015 520

January — December 2016 7523016 520

January — December 2017 7523017 520
(Pause)

Throughout this training session, don’t hesitate to ask questions or let me know if
you get lost along the way. | want each of you to feel comfortable and to learn as

much as you can about the NCVS.
As you begin working on the NCVS, remember that you have a support system
here to answer your questions and guide you along in becoming a proficient field

representative.
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The main purpose of the NCVS is to obtain an accurate and up-to-date measure
of the amount and kinds of crime committed during a specific 6-month reference
period. We collect this information from all sample household members who are
12 years of age and older. The NCVS also collects detailed information about

specific incidents of criminal victimization that each respondent reports for the 6-

month reference period.

The NCVS is sponsored by the Bureau of Justice Statistics (BJS), which is part of
the U.S. Department of Justice. Currently, the NCVS is the largest ongoing
statistical survey sponsored by the BJS. To succeed in providing timely and
reliable statistics on crime and its impact on society, they contract with the U.S.
Census Bureau to conduct the NCVS. The NCVS is the main source of

information for measuring crime and assessing its impact.

All the data 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. One of the reasons the
U.S. Census Bureau is so successful in collecting information is that people know
we are sworn to secrecy. You must not reveal any information you receive about

individuals to any unauthorized persons. An unauthorized person is any person

who is not a sworn Census Bureau employee. To ensure confidentiality of census

data, only sworn Census Bureau employees can accompany you while on
Census Bureau duty or have access to the schedules, lists, or statements you

obtain for the Census Bureau. If it becomes necessary for a spouse, family
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member, or close friend to accompany you while you are conducting field
activities, see me about swearing in that person BEFORE they accompany you
on your job. However, we strongly discourage others from accompanying you on

your job unless it's for official business. (Pause)

You must understand and take very seriously your pledge to keep Census
Bureau information confidential. The penalties for violating this provision of the
law can be severe. You could be fined up to $250,000 and/or imprisoned for up to
5 years if you are found guilty of an unauthorized disclosure of individual
information provided to the Census Bureau. Title 13 of the United States Code is
the current law that controls Census Bureau operations and it is very specific

regarding the protection of personal information.

Two of the most important interviewing skills you must possess as an NCVS field
representative are being able to use the NCVS instrument correctly and smoothly
and to use your reference manuals effectively. You were introduced to the
organization of the NCVS interviewing and listing manuals in the NCVS self-study
you completed before coming to class. You will have the opportunity to use both

reference manuals again in this classroom training.

Also, during the self-study you were introduced to the NCVS Case Management,
the Person Level Contact History instrument, and the survey instrument.
Throughout this training, you also will have a chance to use them some more as

you complete several practice exercises and interviews.
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Are there any questions so far?

(Answer questions)
Next, we’ll cover some administrative procedures, then review the
pre-classroom self-study material that you were required to complete before
coming to this classroom training session. Then we will talk about probing for
accuracy and the power of persuasion before discussing the NCVS Case

Management and survey instruments.

(Continue with the next chapter)
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Chapter 2 - Administrative Topics
(Approximate time: 3 hours, 15 minutes)

Instructor Preparation:

e Use this time to discuss administrative issues. (Discussion of performance
measures is covered in Chapter 11.)

o Make sure each trainee has a copy of the 11-903a, Getting Started — Administrative
(Classroom Workbook)

Objectives:

¢ Review your Regional Office administrative procedures.
e Complete administrative procedures.

Materials:

Trainee
11-12(WIN), WINFRED Windows Self-Study (completed)
11-109, Personal Security Self-Study (completed)
11-903a, Getting Started - Administrative (Classroom Workbook)
Trainer
11-12(WIN), WINFRED Windows Self-Study
11-109, Personal Security Self-Study
11-903, Getting Started - Administrative (Training Guide)
11-908, Payroll Trainer's Guide [Field Representative]

241



NCVS CAPI Initial Training Guide
Administrative Topics

NCVS-522(1) (10/2014)

Review of the 11-109
Personal Security
Self-Study

11-903, Administrative
(Training Guide)

11-908, Payroll Trainer’s
Guide

Review the 11-109, Personal Security Self-Study.
The self-study provides the FRs with various
personal security and safety options as they go to
various communities performing their job. Answer
any questions.

Follow along with the 11-903 Administrative
(Training Guide).

Follow along with the 11-908, Payroll Trainer’s
Guide. This Guide also covers the 11-12 (WIN),
WINFRED Self-Study as well as time and
attendance and reimbursables.

(Continue with the next chapter)
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Chapter 3 — Probing for Accuracy
(Approximate time: 1 hour)

Instructor Preparation:

¢ Make sure each trainee has a copy of the 11-904a, Probing for Accuracy (Classroom
Workbook).

Objectives:

¢ Introduce the trainees to the concept of probing.

Materials Needed:

e 11-904, Probing for Accuracy (Training Guide)
e 11-904a, Probing for Accuracy (Classroom Workbook) (1 for each trainee)

11-904, Probing for Follow along with the 11-904, Probing for
Accuracy (Training Accuracy (Training Guide), then continue
Guide) with the next chapter.
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(Continue with the next chapter)
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Chapter 4 — Power of Persuasion
(Approximate time: 2 hours)

Instructor Preparation:

o Make sure each trainee has a copy of the 11-905a, Power of Persuasion (Classroom
Workbook)

Objectives:

¢ Introduce the trainees to the concept of persuading respondents to participate.

Materials Needed:

o 11-905, Power of Persuasion (Training Guide)
e 11-905a, Power of Persuasion (Classroom Workbook) (1 for each trainee)

11-905, Power of Follow along with the 11-905, Power of
Persuasion Persuasion (Training Guide) then
proceed to the next appropriate chapter.
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Chapter 5 - Case Management
(Approximate time: 2 hours)

Instructor Preparation

¢ If available, make sure the projection device is set up.

o Make sure all trainees are logged into their laptops and using AC power. (Make sure all
trainees have access to electrical outlets to plug in their laptop computers. If necessary,
help trainees use extension cords or adaptors to connect to outlets in the training room.)

Objective:

e Provide trainees with practice using the NCVS Case Management instrument and the
Case Management function keys.

Materials Needed:

Trainee
e Laptop computer

Trainer
e Laptop computer
e Projection device

Now we will discuss the NCVS Case Management. During the pre-classroom
self-study, you were introduced to the menus, Toolbar, Case List and Details
panes as well as the functions and keys used in Case Management. In this part
of the training, we will review in more detail the parts of the Case Management
window and the functions of Case Management. You will also have the

opportunity to practice using the Case Management function keys.
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As you learned in the self-study, Case Management is an important part of how
you manage your cases and plan for interviewing. It provides you with various
tools and features that allow you to manage your NCVS assignment each month.

(Pause)

(Trainees should already be logged into their computers.)

Let’s get into the NCVS Training file. At your Desktop, double click on the icon
named “Training” to access Training Case Management. The window that pops
up should read “Training Case Management” in the upper left corner of the

screen. (Pause)

Now use the up or down arrow key on your keyboard to highlight “NCVS” on the
“Survey List” that is displayed in the “Survey Selection Dialog box.” (Pause) Now
click the OK button or press Enter. When the Training Case Management main
screen appears, make sure that “NCS Classroom” training is highlighted, using

the up or down arrow key. (Pause)

Your classroom training cases should already be installed. You can tell whether
your cases have been installed by looking at the “Need to Install” column on this
screen. If your cases need to be installed, a Y appears in the “Need to Install”

column otherwise an N appears in that column.

If your NCVS training cases are NOT installed, that is, if a Y appears in the “Need

to Install” column, please raise your hand.
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(If there are any trainees who need to install their cases, walk them
through the installation process now. To install the NCVS training
cases, have the trainee press the F5 function key and wait for the
message that indicates that the installation of the training cases was
successful. Once the message appears, the trainee can press Enter
to proceed.

IMPORTANT NOTE: The trainee must go through the Practice
Interview in Lesson 17 of the NCVS CAPI self-study since during
classroom training the trainees re-enter the self-study training case to
complete an interview with the remaining household member.)

Now press the F8 key to get to your Case List in Training Case Management.

(Pause)

In the top left corner of the screen, it should read “Case Management SURVEY
NCVS.”

Case Management contains all the sample units in your NCVS assignment. It
also provides additional information and functions that assist you in managing
your cases. In the pre-classroom self-study you reviewed each of the various
parts of the Case Management window, and learned how to navigate within the

Case Management window.

As covered in the self-study, the first part of the Case Management window is the
Menu Bar. The menu bar is the area of the window where the words File, Edit,
View, Actions, and Help appear. The words along the menu bar are called menu
items. Notice that most windows that pop up on your computer screen have a
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menu; however, different windows have different menu items depending on the

functions you are able to perform while working within the specific window.

Click on the word “File” on the menu bar. (Pause) When you click on a menu
item, you get a drop down menu with a list of functions you can perform. Using

your right arrow key, look at the functions under the other menu items.

(Allow time)

In addition to using your arrow keys, you can move from one menu item to the
next by pressing the Alt key, then pressing the letter that corresponds to the
underlined letter on the menu item you want to open. For example, if you want to
look at the functions under the “File” menu, press the Alt key, then press the “F”

key instead of clicking on the word “File” on the menu bar. Try this now.

(Allow time)

To close the “File” menu, press the Escape (Esc) key, which is located in the top

left corner of your keyboard. (Pause)

Now look at your toolbar. Remember, the toolbar is the second part of the Case
Management window and is the area with the symbols just below the menu bar.
On the toolbar notice the labels for each of the function keys included in the
NCVS Case Management. Those that are currently active in the NCVS Case

Management are in bold. Because you are in the Case Management window,
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each function key performs a Case Management operation that may differ from

the operation it performs when you get into the NCVS instrument.

Before we begin working with the function keys, be aware that there are three
ways to activate the operation or function that each function key performs. You
can access the function through the menu bar, (Pause) through the toolbar by
clicking on the function key button using your mouse pad, (Pause) and by
pressing the function key on your keyboard. As we review each key, you will have
the opportunity to practice the most common way of activating each function,
which is by pressing the function key on your keyboard. You may use whichever

method you choose.

Now we will take a more detailed look at the Case Management functions and

see how Case Management can help you manage your assignments.

Highlight the case 102 Maple Avenue. You may have to use your up or down

arrow key to highlight it. The entire row of the highlighted case will appear in blue.

F1 -- Help
Now press the F1 key.

(Allow time)

As you learned, this function key is used to bring up the internal Help menu. You

should now see a help window called “About Case Management.” Take a quick
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look at some of the information you can get from this “Help” menu in the index on
the left of the help screen.

(Allow time)
If you want information on something more specific, you can use the index tab on
this window. Click on the Index tab or hold down the Alt key and press the letter
“N” to get to the index menu item.

(Allow time)

On this screen you can type in a key word to look for information on a specific

topic. In the white box, type in the keywords “Case Management.”

(Allow time)
As you type in the words, the search feature scrolls through the index to find it.
When you see Case Management highlighted on your index folder, press the
Enter key twice. (Pause)
As soon as you press the Enter key, the box on the right side of the screen

displays information about training Case Management. Now click on the “X” at the

top right of the HELP window to close it.
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You just accessed F1 Help using the F1 function key. This will probably be the
way you will most often access it; however, you can also access HELP using the

icon on the toolbar or by pressing Alt H.

@ (Make sure all trainees have returned to the main Case List before

A4 discussing the next function key.)

F2 -- Interview

The most commonly used function key is the F2 Interview function key. DO NOT
press this key until | tell you to. The F2 function key initiates an interview for the
selected case. After you decide which case to interview, you must highlight the
address on the Case List pane, which is the third part of the Case Management
window. To highlight the address on your Case List, you can use your mouse pad

and then click on the address. (Pause) Let’s try doing this now.

Highlight the third case on your case list by clicking on it. (Pause) Now click on
another case and see how the highlight moves to the next case you clicked on.

(Pause)

You can also use your up and down arrow keys to move from one case to
another in the Case List. Remember, as you move from one case to another, the
information displayed in the Details pane, the bottom part of the Case
Management window, changes as the specific case you highlight changes. Try
this now.

(Allow time)
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Now go to the case 102 Maple Avenue. Once you have highlighted the address
in the Case List, press F2. Notice the window that pops up. This is a confirmation
screen that allows you to view the address selected before you confirm that you
want to open the case. Always make sure that the control number and the
address shown are for the correct case. We don't want to get into this case right

now so click on the "Cancel" button to close the window. (Pause)

You can also access the Interview function by either clicking on the toolbar icon
for F2 or using the menu bar. The F2 function on the menu bar is under the drop
down menu for “Actions.” You can access this drop down menu by either clicking
on the word Actions or holding down the Alt key and pressing the letter “A” which

is the underlined letter in the word “Actions.”

V@R (Make sure all trainees have returned to the main Case List before

A4 jiscussing the next function key.)

F3 — Next Tab

The next Case Management function key is the F3 Next Tab key. This key
controls the display of the Details pane at the bottom half of the Case
Management screen by moving you from tab to tab. By pressing the F3 key, you
can move between the tabs of the Details pane without using the mouse. Click on
the Assignment tab located in the Details pane and then press the F3 function

key once.

(Allow time)
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Notice that you moved from the Assignment tab to the HH Roster tab. Notice that
the Control Number, Assignment Period, Case ID and selected demographic
information about each household member are displayed under the household
roster tab. Now press the F3 key to proceed to the other tabs in the Details pane.
As you move from tab to tab take a close look at some of the information under
each tab. We will go over some of the key information under each tab later in

training.

(Allow time)

You can also access the Next tab function by either clicking on the toolbar icon
for F3 or using the menu bar. The F3 function on the menu bar is under the drop

down menu for “View.” (Pause)

F4 -- GoTo

The F4 GoTo function key enables you to toggle between the Case List pane and
the Details pane. Make sure the case, 102 Maple Avenue, is highlighted on your
case list. Then press the F4 function key. Notice how the label on the Toolbar for
this function key changes. When you are in the Case List pane, the F4 function
key label will display the word “Details.” When you are in the Details pane, the F4

function key label will display the word “Case List.”

Press the F4 function key again until the label says “Details.” (Pause) Now use
the F3 function key to move to the different tabs within the Details pane. Notice

that the tab you’re on is highlighted in red. (Pause)
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You can also access the GoTo toggle function by either clicking on the toolbar
icon for F4 or using the menu bar. The F4 function on the menu bar is under the

drop down menu for “View.”

V@R (Make sure all trainees have returned to the main Case List before

A4 jiscussing the next function key.)

F5 -- Reports

The next function key is F5 Reports. Press the F5 function key. (Pause) You will
see the Case Management Report Selection dialog box displayed for you to
choose the reports you want to view. For the NCVS, there are three reports about
your cases that are available for you to view -- a “Counts” report, a “Response

Rate” report, and a “Type Z” rate report.

Highlight the “Counts” report and either click the OK button or press Enter to view
the report. (Pause) As you can see, this report gives you a summary count of
your NCVS cases based on category, such as the number of cases not started,
the number of cases interviewed, the number of Type A noninterview cases, and
so on. At the bottom of the report, you can see how many cases were marked as

observed, transmitted, and received by headquarters.
The number of transmitted cases is a cumulative number, not a count for one

day. All the numbers on this report are total counts. The total count of cases

includes all cases currently in your interviewing assignment. The count of total

5-10



NCVS-522(1) (10/2014) NCVS CAPI Initial Training Guide
Case Management

cases would increase if you were reassigned cases from another FR during the

interviewing period.

Close this report by clicking the “Close” button or by pressing Enter. (Pause) []
Now press F5 again and highlight the Response Rate report. View this report by
clicking the OK button or by pressing Enter. (Pause) [This report calculates your
response rate based on the current information on your laptop. The NCVS
response rate is calculated by dividing the number of interviews by the number of
interviews plus the number of Type A noninterviews.

(Call on Trainee)

, read the “Note” displayed in the middle of this report.

(TRAINEE: This response rate is based on information on your laptop. Your
official response rate from your regional office may be different.)

Thank you.

Because the office might adjust your response rate after the interview period is

over, the rate calculated in this report is only an approximation.

Close this report. (Pause)

Now press F5 one final time and select the Type Z Rate report. (Pause)
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This report displays the total number of eligible people in your NCVS assignment
and the number of those people who did not complete an NCVS interview. Based
on this information, a Type Z nonresponse rate of eligible NCVS respondents in
your assignment is calculated. This rate is based on information on your laptop
and may differ from your official Type Z nonresponse rate you receive from the
regional office. Like your overall response rate, the regional office might adjust
your Type Z noninterview rate after the interview period is over. Therefore, the

rate calculated in this report is only an approximation.
Close this report. (Pause)

Like the other functions already discussed, you can access the Reports function
by either clicking on the toolbar icon for F5 or using the menu bar. The F5

function on the menu bar is under the drop down menu for “View.”

@ (Make sure all trainees have returned to the main Case List before

S discussing the next function key.)

F7 -- Notes

The next active function in the NCVS Case Management is the F7 Notes
function. This function displays the Notes field for a selected case. You may also
edit the notes or enter new notes using this function. Press the F7 function key on
your keyboard. The "Case Level Notes Editor" will come up for you to view, edit,
or enter notes for a selected case. Enter a note of your choice in the space

provided.
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(Allow time)

To exit the "Notes Editor" press the F10 function key. (Pause) A "Notes Editor"
pop-up screen will appear asking if you want to save the notes entered. Click the
“Yes” button. (Pause) Now take a look at the Notes tab in the Details pane. When
notes for a case are saved, you will see a red check mark in front of the word
"Notes" on the Notes tab. The red check mark is a quick way to tell if there is any

information in the Notes folder.

As with the other functions we discussed, you can access the Notes function by
either clicking on the toolbar icon for F7 or using the menu bar. The F7 function

on the menu bar is under the drop down menu for “Actions.”

V@R (Make sure all trainees have returned to the main Case List before

A4 jiscussing the next function key.)

F8 -- View

The F8 View function activates the “Display Category Selected” dialog box, which
allows you to select different views of your NCVS cases in Case Management.
Press the F8 function key. In the main Case Management screen, only those
cases you haven’t completed are displayed on your case list. However, there
might be times when you want to see a larger list of cases, such as ALL of the
cases in your NCVS assignment, or you might want to see a shorter list, such as

cases not started, or cases you’ve transmitted.
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Arrow down to the category labeled “Not started” and then click the OK button or
press Enter. You will see that your case list contains only the cases that you have
not yet attempted to interview. Now press the F8 function key again to return to

the “Display Category Selection” menu.

Note that you cannot interview cases while in the F8 View function. You must
return to the main case list to start an interview.
To return to the main Case Management screen, click the Case List button that is

below the Cancel button. (Pause)

You can also access the F8 function on the menu bar under the drop down menu

for “View.”

V@R (Make sure all trainees have returned to the main Case List before

4 discussing the next function key.)

F9 -- Sort

The F9 Sort function allows you to sort cases by specific criteria, such as control
number, appointment, status, place, and so on. Specifying a new sort changes
the order in which cases are listed on the Case Management main screen so that
you can manage your assignment more easily. If you specify a new sort, your
new arrangement of records will still be there the next time you launch the
application. Selecting the “Restore the default sort” puts your records back into

their original order. For the NCVS the default sort is by control number.

5-14



NCVS-522(1) (10/2014) NCVS CAPI Initial Training Guide
Case Management

Let’s try the Sort function. Press the F9 function key. (Pause) Click on the first
sort action, which is “Specify new sort” and then click the OK button. (Pause) The
“Sort-Specify New Sort” dialog box appears. This dialog box has two panes,
“Columns Available for Sorting” on the left and “Sort Columns” on the right. The
Sort Columns pane shows you the current sort order for the records on your Case
Management screen. If the box under “Ascending” is checked, your records are
sorted from low to high. You can change the fields on which your records are

sorted, and you can change the sort from ascending to descending or high to low.
Let’s try sorting your cases in a couple of different ways. If you look at the Sort
Columns pane on the right, you see that your cases are currently sorted by
control number. Let’s sort your cases now by interview number. To remove
control number in the current Sort Columns, highlight “control_number” and then
press the Control (Ctrl) and S keys simultaneously.

(Allow time)

Now let’'s add a new column to the sort. Highlight “interview_number” in the

“Columns Available for Sorting” pane on the left.

(Allow time)

Now press Ctrl S to move that column to the Sort Columns pane. Then click OK,

which returns you to the main Case Management screen.
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(Allow time)

Notice that your cases are no longer in control number order but are now sorted
by interview number. The interview number column is the second to the last

column on the Case List pane.
Does everyone see that?

(Help any trainees who may be having trouble.)
Now let’s try changing the interview number sort from ascending to descending
order. Press F9 to get back into the sort function. To uncheck the Ascending box,
highlight interview number in the Sort Columns pane and press the spacebar. Try
this now.

(Allow time)

You can also check and uncheck the Ascending box by clicking on the box. Click

on the box so that a check mark appears in the box. (Pause)
Now let’'s add one more sort to the Sort Columns pane. However, let’s try a
different way to add the column to the Sorts Column. In the “Columns Available

for Sorting” pane locate and highlight “phone_number_1.”

(Allow time)
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Now drag it across to the "Sort Columns." To do this, click on the left button on

your mouse and drag the highlighted column to the Sort Columns pane.

(Allow time)

(Help any trainees who may be having trouble with the drag function.)

You can also drag columns from the right pane to the left pane using the same
drag procedure. When you do this, your cases will no longer be sorted by that
column item. Now click on the OK button to return to the main Case Management

screen. (Pause)

Let's restore the default sort. Activate the sort function by one of the three ways
we discussed.

(Allow time)

At the “Sort-Options” dialog box click on the “Restore default sort” button and
click OK.

(Allow time)

Your cases are now sorted by control number, which is the default sort for the
NCVS. A quick way to sort your records without using the F9 Sort function is to
click the heading of the column you want to control your sorting. Click on the
words “Control number” on the Control Number column, which is the first column

on your Case List pane. (Pause) The first time you click the heading, cases will
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sort in ascending order, low to high. Click again to sort them high to low. (Pause)

With this method of sorting, only one column can control the sorting.

You can also access the Sort function by either clicking on the toolbar icon for F9
or by using the menu bar. The F9 function on the menu bar is under the drop

down menu for “View.” (Pause)

F10 -- Exit

The next function key we will discuss is the F10 Exit key. You actually used the
F10 key to exit the Notes Editor when you were practicing with the F7 key. The
F10 key is used to exit Case Management. However, there are other ways to exit
Case Management. You can press the F10 icon on the Toolbar or go to the drop-
down menu under File on the Menu Bar and select Exit. Right now, we will not
practice using the F10 function since we want to continue reviewing Case

Management. (Pause)

F12 -- Contact History Instrument (CHI)

The last function key is F12, which for the NCVS opens the Person Level Contact
History Instrument or pCHI, where you enter the details about the contacts you
make with NCVS eligible household members. You completed a Computer Based
Training (CBT) on this topic during your self-study. We’'ll talk more about pCHI a

little later.

Now let’s take a look at the Case List pane. Remember, the Case List pane is

directly under the toolbar. It is the section of the window that shows a line-by-line
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summary of some of the information that relates to the cases in your assignment.

As you complete interviews, completed cases no longer appear on this main list.

We will not go over all the columns in the Case List pane since most are self-
explanatory. However, the one column that needs additional explanation is the
last column, which is the “Rte” or Route column. This column is for your use in
planning your travel route for your personal visit cases. For example, suppose
that your work is dispersed in three different areas. You might decide to interview
all cases on the east side of town on the first day, cases on the west side of town
on the second day, and cases located in a rural area north of town on the third
day. Therefore, you might want to put a number “1” in the Route column for all
cases on the east side of town, a number “2” for cases on the west side of town,
and a number “3” for cases north of town. These numbers can help you quickly

identify the cases you want to work on during a patrticular trip.

To edit the number in the Route column you must first make sure that the Case
List pane is the active window. If the Case List pane is active, the blue bar below
the toolbar will read “Case Management - Case List.” If the blue bar on your
computer reads “Case Management-Details” press F4 to activate the Case List

pane. (Pause)

Highlight the case 103 Riverside Blvd on the case list. (Pause) Click on the
route number for that case which is 999. Delete the entire entry by pressing the
delete key or the backspace key until the field is empty. These keys are located in

the top right side of your keyboard.
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(Allow time)

Then in the route field for this case, press the number “1” key on your keyboard.
The number in your Route column for this case should now be “1.” (Pause)
Once you have made your changes you need to press Ctrl S to save them. Do
this now.

(Allow time)
When the save is complete, you will get a window that reads “Save Successful.”

Press Enter to get past this window or click on the OK button. (Pause)

5-20



NCVS CAPI Initial Training Guide NCVS-522(1) (10/2014)
Case Management

Now let’s take a look at the last part of the Case Management window, the
Details pane. The Details pane is the section of the screen just below the Case
List pane. The Details pane has seven sections called tabs. The names of these
tabs are listed horizontally at the top of the Details pane. Let’s take a look at each

of these tabs.

First highlight the case, 105 Beach Road. (Pause) Make sure that you are in the
Details pane. If you are in the Details pane, the blue bar on your computer should
read “Case Management-Details” and one of the tabs in the Details pane should

be highlighted in red. If you are not in the Details pane, press the F4 function key.

Assignment Tab

In the self-study, you were given a quick look at the information contained within
the Assignment tab. Now we will take a closer look at the information in this tab.
In the Assignment tab some fields are editable, meaning that you can make
changes to that field, while others are not editable and can’t be changed. The
fields that you cannot edit or change are in gray and those that you can change
are displayed in white. As you can see, the first item on the Assignment tab is the
case’s Control Number, which is not an editable field. Moving horizontally, the
next item is the "Assignment Period" which is the year and month that you receive
the case to interview. For your actual production cases, the assignment period

will reflect the current year and month. (Pause)
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Next is the "Case ID." The Case ID is an eight-digit number used to uniquely
identify the case. Following the "Case ID" is the "Interview Number." This number
typically reflects where the sample case falls within the sample rotation cycle.
Usually, for incoming cases the interview number is "01." Cases in sample for the
second time have an interview number of "02", for the third time an interview
number of "03" and so on, up to interview "07" for cases in sample for their last
interview. However, it is possible that a case such as those in permit segments, is
introduced into sample "in the middle" of the interviewing cycle for the
sample/panel/rotation. So it's possible for incoming cases to have an Interview
Number of 02, 03, 04, and so on. (Pause)

Notice that the control number for the case “101 Railroad Drive” is different from
the others. This is because 101 Railroad Drive is a case in the 2010 sample
design. All the others are in the 2000 sample design. You saw examples of these
and details about what all the different numbers mean in Lesson 3 of the self-

study you completed before you came to class.

On the next line of the Assignment tab, you will see a confirmed "Refusal” field. If
the case is a confirmed refusal the word “Yes” appears in that field; otherwise
“No” is displayed. A confirmed refusal is a case in which the respondent
adamantly refuses to be interviewed and demands that he/she not be contacted
again. Cases that are confirmed refusals are not subject to follow-up in the
regional office by a supervisor or manager, while simple refusals are subject to

follow-up.
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"Outcome" is the next field. The outcome code reflects the status of the work that
has been done on the selected case. For the case we are looking at, the outcome
code is 200. If you want to know what this or any other outcome code means, a
list of possible outcome codes for the NCVS can be viewed in the Help screen.
Press the F1 key and then use the index or search function to find the topic

“Outcome Codes.”

(Allow time)

You will see a list of surveys. Select "NCVS" and look at the outcome code

descriptions.

(Allow time)

As you can see, an outcome code of 200 means that the case is a new case and
has not been started. As you progress through the interview, the outcome code
will change. A quick way to get a description of the outcome code is to right click

on the outcome code.

Now click on the “X” in the top right corner of the HELP window to close it. You

should be back at the Case Management Details pane. (Pause)

The next field in the Assignment tab is "Segment type." This field displays the

appropriate segment type designation depending on whether the case is in a unit
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or group quarters segment. For cases that are in group quarters, the letters “GQ”
will be displayed in the segment type field. The GQ flag, the next field in the
Assignment tab, will contain the letter “Y.” For area, unit, and permit segments,
the GQ flag displays the letter “N.”

The "Status" field in the Details pane contains the same information that is
displayed in the status column of the Case List pane. Remember, if there isn’t an
entry in the status column, it just means that the case has not been started yet

using the F2 key.

When you first receive your monthly NCVS cases, the "Respondent” field
contains the name of the household respondent from the previous interview.
However, for incoming cases, this field will be blank. Once you have completed
the household respondent’s current interview, this field is updated to reflect the
name of the current household respondent. This respondent may be different

than the household respondent in the previous interview.

The "Language" field is the first editable field in the Assignment tab. You can
change or add information in this field, as well as any other editable fields, simply
by deleting the old information and typing in the new information. If you know that
an eligible household member in the selected case requires that his or her
interview be conducted in a language other than English, you can specify what
that language is by clicking on the down arrow button at the end of the field and

selecting the appropriate language. Click on the arrow button to see a display of
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the different languages that you can select. Use the scroll bar on the right of the
display to view all the languages listed. If you make a mistake and incorrectly

select a language displayed, you can select the empty row to correct your error.

(Allow time)

Whenever you change or add information in the instrument that has a field in
Case Management, that information is copied from the instrument into Case

Management.

The next field in the Assignment tab is the “Other Language” field. This field
reflects the "Other" specify entry you may have entered for the non-English
language spoken by any eligible household member(s) that didn't fit into one of

the predefined language categories.

“Phone number” and “Type” are the next fields in the Assignment tab. As you
can see there is room for up to three phone numbers to be entered for a case.
The “Type” field allows you to enter the type of phone number, such as home or
work. Click on the arrow to the right of the “Type” field to see a drop down menu

of telephone number types.

(Allow time)
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At the end of the household respondent’s interview, you can also change or enter
additional phone numbers for the household. The information recorded is passed
back to Case Management and copied to the "Phone number" and "Type" fields

in Case Management.

The next editable field in the Assignment tab is "Appointment.” The information
entered in this field is for your personal use and is not collected or updated in the
CAPI instrument and passed back to Case Management. Instead, only callback
appointments captured in the instrument for the household respondent are

passed back to Case Management and displayed in the “Callback” field.

Let’s briefly go over how to enter a date and time in the “Appointment” field. Enter
tomorrow’s date by clicking on the "Appointment" field and then typing in the date.

Enter two digits for month, two digits for day, and four digits for year.

(Allow time)

The appointment time is 3:00 P.M. If you are unable to enter P.M. use military
time and enter 15 for the time. When you are finished entering the date and time
information, press the Ctrl and S keys to save the information entered.

When you get the message that the information was saved successfully, press
Enter or click the OK button. Notice that the "Appointment" field has been
updated.
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(Allow time)

Now look at the "Callback" field. If you need to contact the household respondent
at a later date for a callback, you can enter that information here. The callback
information will also be captured in the survey instrument and passed back or

copied to this field.

The "P/T" field contains the same information that is displayed in the P/T column
in the Case List pane. The letter “P” tells you that the case requires a personal
visit interview, while the letter “T” indicates that the case is designated for a

telephone interview.

The next field in the Assignment tab is “Address.” The first component of the
Address field is "House Number." Notice that the "House Number" field in Case
Management has two separate fields in which to make entries. The first field is for
a regular house number such as 222. The second field is for a house number
suffix such as “A.” So if the address were 222A GRANT STREET, the 222 goes

in the first field and the “A” goes in the second field.

The next field is "Street." This is where the individual street name is located which
is the only information entered in this field. The next fields are "Unit" and "GQ"
designations. If your assigned case is a unit in a building that has a name, such
as an apartment complex, then the building name may also be listed for you in

the Building Name field. The next field of the Assignment tab is the "Non City-
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Style" address. It is in this field that route and box descriptors, as well as route
and box numbers, are entered, such as Rural Route 3 and PO Box 24.

As with other editable fields, you can correct the sample address from Case
Management or within the NCVS instrument. Only correct addresses after you
have verified the change with a knowledgeable person and always make sure you

have located the correct sample unit.

The next field in the Assignment tab is “Mailing Address.” Use your down arrow
key to view this field, which contains the same items that are in the address field.
Now look at the fields below the mailing address field. You will see information
such as FIPS state code, FIPS county code, tract and block number, and so forth.
Now look at the Design field. This field tells you which sample design the case is
in. The NCVS sample is from the 2000 sample design, therefore all cases have a

value of “00” in this field.

Household Roster Tab

Now click on the "Household Roster tab." (Pause) The information on this tab is
useful for callbacks to households with missing data. This tab contains the name
and selected demographic data entered into the NCVS instrument about the
individuals living or staying at the housing unit at the time of interview, such as
their name, age, and date of birth. You can also see that the Control Number,
Assignment Period, and Case ID information are at the top. At the far right side
there is a column labeled OSP. This stands for Original Sample Person and is

used by another Census Bureau survey, so you won't see information entered in
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this column for the NCVS. You also won't see any information entered for middle

initial since this information is not collected in the NCVS instrument.

Additional Information Tab
Now click on the "Additional Information" tab. This tab contains additional
information about the group quarters in which the sample case is located, such as

the group quarters name, type, number of units, and the contact person's name.

Notes Tab

Now look at the "Notes" tab. The "Notes" tab contains the same Control Number,
Assignment Period, and Case ID information as the previous tab, however this
tab displays the Notes field for the selected case. Information can be entered in
the notes at the end of the interview or by using the F7 key in Case Management.
You may also edit your notes using this function. As mentioned earlier in training,
if notes are entered for a case, you will see a red check mark in front of the word

"Notes."

Contacts Tab

Now click on the "Contacts" tab. Here again you see the Control Number,
Assignment Period, and Case ID. Sometimes you obtain information about the
status of a unit from someone other than an occupant. This happens when a unit
is vacant and you talk to someone such as an apartment manager, or when a unit
does not exist and you are able to verify it with a reliable source, such as a post

office. When you enter the contact person information in the instrument, you will
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be able to see the information in the "Contacts" folder. However, for the NCVS,

contact information is only collected for one contact person.

Letter Mgmt Tab
The Letter Management tab displays information about any special letters that
have been sent to the household, and allows you to request that the RO send

various respondent letters to the household.

Click on the Letter Management tab. Notice the headings “Letters Requested”
and “Letters Sent.” “Letters Requested” shows pending requests already sent,
and lets you initiate new respondent letter requests. “Letters Sent” displays letters
your Regional Office has sent. This list may be updated at varying time intervals

depending on your Regional Office procedures.

(Tell trainees about your RO’s specific procedures and letter
management policies here. Details of Letter Management system are

contained in NCVS FR Memorandum 12-16, November 26, 2012)

History Tab

The next tab in the Details pane is the "History" tab. Click on this tab. (Pause)
The information on the History tab includes the FR information for all FRs
previously assigned to the case. This information appears just below the Control

Number. If the case was previously assigned to another FR, the CAPI outcome
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code from the previous interview appears in the CAPI outcome column. For
example, if in a previous interview another FR obtained a refusal for the case and
sent it in as a "Type A Respondent Refused," code 218 appears in this column.
The section of the History tab below the previous FR history area lists the
previous address history. If you correct the address under the editable fields in
the Assignment tab or in the 