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Research Triangle Institute

MISSION

To improve the human condition by turning knowledge into practice.

VISION

To be the world’s leading independent research organization, recognized for solving
critical social and scientific problems.

VALUES

Integrity - We perform with the highest ethical standards of individual and group
honesty. We communicate openly and realistically with each other and with our clients.

Excellence - We strive to deliver results with exceptional quality and value.

Innovation - We encourage multidisciplinary collaboration, creativity and independent
thinking in everything we do.

Respect for the Individual - We treat one another fairly, with dignity and equity. We
support each other to develop to our full potential.

Respect for RTI - We recognize that the strength of RTI International lies in our
commitment, collectively and individually, to RTI’s vision, mission, values, strategies
and practices. Our commitment to the Institute is the foundation for all other
organizational commitments.

Fiscal Responsibility - We operate with financial integrity and transparency. We are
accountable for cost competitiveness and continuing financial responsibility.

Objectivity - Our work is independent of undue influences by political, economic, or
other factors. We maintain the highest level of scientific objectivity in our work.
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1. INTRODUCTION TO THE STUDY

You have been selected as a field interviewer (FI) for the National Survey on Drug Use and Health
(NSDUH). The project staff welcomes you to the team for this important study and hopes you will find
your responsibilities challenging, interesting, and enjoyable. We at Research Triangle Institute (RTI) look
forward to working with you and appreciate the commitment and skill you bring to the project.

1.1 Research Triangle Institute (RTI)

Research Triangle Institute is an independent, nonprofit organization dedicated to conducting
research that improves the human condition. With a worldwide staff of more than 3,700 people, RTI offers
innovative research in surveys and statistics, health and pharmaceuticals, advanced technology, education
and training, economic and social policy, international development, energy and the environment.
Universities in North Carolina founded RTI in 1958 as the first scientific organization in and centerpiece of
the Research Triangle Park, a science park located between the cities of Raleigh, Durham, and Chapel Hill,
North Carolina. In addition to its NC location, RTI has eight regional offices within the United States and
ten offices around the world.

RTI research is performed both in the United States and abroad under contract with federal, state,
and local governments; public service agencies; and private-sector clients. In keeping with RTI’s vision of
becoming the world’s leading independent research organization, the legal name has been changed to RTI
International." For survey work here in the United States, we continue to use both Research Triangle
Institute and RTI because of positive respondent associations and name recognition.

1.2  Project Organization
You are one of approximately 600 field interviewers conducting interviews for the NSDUH. The
field staff include the following positions:

. Field Interviewers (FIs) — who are supervised by:

. Field Supervisors (FSs) — who are managed by:

. Regional Supervisors (RSs) — who are directed by:

. Regional Directors (RDs) — who work with:

. National Field Director, and Project Director,

Other field staff include Traveling Field Interviewers (TFIs) and a variety of assistant positions at
all supervisory levels. All Fls and FSs are employees of Headway Workforce Solutions, a subcontractor of
RTL

The chart in Exhibit 1.1 illustrates the data collection management structure for the project. There
are two ways to interpret this chart: as presented, the flow from director to interviewer illustrates the
necessary communication and support for the overall direction of the project. When viewed from
interviewer to director, we see the flow of actual information from the respondents, which is the all-
important data to be gathered. You, as an interviewer, are the direct and vital link in the flow of
information. Please know that your efforts are critical and very much appreciated!

! RTI International is a trade name of Research Triangle Institute.
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Exhibit 1.1  Data Collection Management Structure
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1.3  Study Background

1.3.1 Brief History of NSDUH

The National Survey on Drug Use and Health is currently an annual nationwide survey
funded by the Substance Abuse and Mental Health Services Administration (SAMHSA), an agency of the
U. S. Public Health Service in the U.S. Department of Health and Human Services. These goals have been
established for the NSDUH:

. to provide accurate data on the level and patterns of alcohol, tobacco, and illegal substance
use and abuse;

. to track trends in the use of alcohol, tobacco, and various types of drugs;
. to assess the consequences of substance use and abuse; and
. to identify those groups at high risk for substance use and abuse.

First conducted in 1971, this study has become the nation's leading source of information on
substance use patterns and behaviors. Early on, the study was conducted at various intervals, settling into a
pattern of about every two years. The demand for current, accurate information rose sharply by the early
1990s, prompting SAMHSA to conduct the survey annually starting in 1990. In 1992, the design shifted to
a quarterly design where one fourth of the cases for the year are contacted and interviewed in each calendar
quarter. Beginning in 1999, the sample design was expanded to allow for the reporting of drug use
estimates for each of the 50 states and the District of Columbia. Beginning in 2002, the survey name was
changed from the National Household Survey on Drug Abuse (NHSDA) to the National Survey on Drug
Use and Health (NSDUH). The name was changed to more accurately reflect the survey’s interest in the
effects of drug use on users’ mental health and overall health. Eliminating the term “abuse” from the title
also projects a more positive, inclusive tone since researchers need to know the experiences of users and
non-users, not just those who might abuse drugs.

Research Triangle Institute has conducted the study since 1988. Over the years, RTI has revised or
implemented new procedures designed to simplify and enhance the data collection process while
maintaining the highest level of data quality. Through 1998, data were collected entirely with paper
documents, referred to as paper and pencil interviewing (PAPI). With the development of powerful, yet
lightweight, laptop and handheld computers, the entire study was converted to an electronic data collection
process.

This conversion occurred over several years, with RTI conducting several field studies to fully test
the procedures and equipment. By analyzing data from these tests and listening to suggestions from the
field staff involved, the computer programmers and management staff were able to further enhance and
refine the computer programs and procedures prior to the full-scale implementation for the 1999 survey. In
the years since the full-scale implementation, we have continued to make adjustments to improve the

electronic data collection process.
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1.3.2 Current Design for NSDUH

The entire NSDUH data collection process is conducted electronically. All screenings—
which determine whom, if anyone, to interview in the household—are completed using a small handheld
computer called a Hewlett-Packard iPAQ. Selected respondents are interviewed using computer-assisted
interviewing (CAI) on a laptop computer. Portions of the interview are conducted via computer-assisted
personal interviewing (CAPI) where the interviewer asks the questions and records the answers in the
computer. The sensitive questions are completed using audio computer-assisted self-interviewing
(ACASI), where the respondents listen to the questions and enter their own responses. With ACASI, even
you, the interviewer, will not know the responses to these personal questions. Studies repeatedly show that
maximizing privacy helps encourage honest, accurate answers and produces high quality data.

For this year’s NSDUH, the national sample is designed to yield about 16,875 completed interviews
per quarter, for a total of about 67,500 interviews. Data collection continues to take place in all 50 states
and Washington, D.C.
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1.4 Data Collection Schedule

With the project’s quarterly design, separate groups of households are selected and assigned to a
specific quarter of the calendar year. This design requires that all screening and interviewing (S/I) activities
associated with the selected households be completed by the end of each quarter. IT IS CRITICAL
THAT THESE QUARTERLY DEADLINES BE MET. There is no room for extension of the deadlines
at the end of quarterly data collection periods. The following are key dates in the quarterly data collection

project schedule:

Conduct Screening and Interviewing Start Date Completion Goal
Quarter 1 January 3 February 28
Quarter 2 April 1 May 31
Quarter 3 July 1 August 31
Quarter 4 October 1 November 30

Clean-Up and Reporting Start Date Final Date

Quarter 1 March 1 March 31
Quarter 2 June 1 June 30
Quarter 3 September 1 September 30
Quarter 4 December 1 December 20

You will complete most cases within the first eight to nine weeks of each quarter, then use the last
few weeks of the quarter for reviewing, verifying, and completing miscellaneous cases. The majority of S/1
work should be completed prior to these clean-up dates, leaving only a minimum number of cases to be
resolved. In some areas, it is possible that only a few Fls will be involved in these clean-up phases. This
may result in a cycle where some FIs will work for two months and then have a month with little or no
work. It is also possible, however, that completing your assignments early will allow you to assist during
the clean-up period in your area or even in other areas if you are interested and available to travel. Exhibit
1.2, the Quarterly Data Collection Schedule, provides a more detailed timetable of the quarterly data
collection periods for this study. Please review this schedule CAREFULLY.

At the conclusion of each data collection quarter, data summaries can be produced for the
government based on that quarter’s processed data. Therefore, it is essential that segment work be
completed within the assigned quarter; completed screenings and interviews received after the end of the
quarter cannot be used. The late data are discarded, and you do not receive "credit" for these cases.
These quarterly deadlines can be achieved with careful planning, diligent work, and follow through with
your commitment to the project. Your FS is available to assist you with your work plan, modifying it as

necessary as the quarter evolves.
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Exhibit 1.2

Quarterly Data Collection Schedule

Week S M T W T F s
Jan 01 1 2 3 4 ™ Mail Lead Letters for QTR 1: 12/30-12/31, 2013
02 5 6 7 3 9 10 11 S/ Training: 1/3, 2014
03 12 13 14 15 16 17 18
04 19 20 21 22 23 24 25
QTR 1 Data Collection: 1/3-2/28§, 2014
Feb 05 26 27 28 29 30 3 1 >
06 2 3 4 5 B 7 8
07 9 10 11 12 13 14 15
o8 16 17 18 19 20 21 22
Mar 09 23 24 25 26 27 28 1 -'-:i
10 2 3 4 5 B 7 8
11 9 10 11 12 13 14 15 QIR 1 Clean-up Period: /1-331, 2014
12 16 17 18 19 20 21 27 >_ Mail Lead Letters for QTE. 2
13 23 24 25 26 27 28 29
14 30 3 —
Week 5 M T W T F S
Apr 01 1 2 3 4 5
02 6 7 8 9 10 1 12
03 13 14 15 16 17 18 19
04 20 21 22 23 24 25 26
May 05 27 28 29 30 1 2 3 >- QTR 2 Data Collection: 4/1-5/31, 2014
06 4 5 6 7 3 9 10
o7 11 12 13 14 15 16 17
08 18 19 20 21 22 23 24
Jun 09 25 26 27 28 29 30 A J
10 1 2 3 4 5 6 7 ™
1 8 9 10 " 12 13 14 QTR 2 Clean-up Period: 6/1-6/30, 2014
12 15 16 17 18 19 20 21 =~ Week of June 15%;
Mail Lead Letters for QTR 3
13 22 23 24 25 26 27 28
14 29 30 —
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Exhibit 1.2  Quarterly Data Collection Schedule (continued)

Week S M T W T F S
Jul 01 1 2 3 4 5 ™
02 6] 7 8 g 10 11 12
03 13 14 15 16 17 18 19
04 20 21 22 23 24 25 26
Aug 05 27 26 29 30 31 1 2 > QTR 3 Data Collection: 7/1-8/31, 2014
06 3 4 3 6 7 8 9
o7 10 11 12 13 14 15 16
08 17 18 19 20 21 22 23
Sep 09 24 25 26 27 28 29 30 Y,
10 31 1 2 3 4 5 B
11 7 8 9 10 11 12 13 QTR 3 Clean-up Period: 9/1-%/30, 2014
12 14 15 16 17 18 19 20 Week of September 14%:
Mail Lead Letters for QTR 4
13 21 22 23 24 25 26 27
14 28 29 30
Week S M T W T F S
Oct 01 1 2 3 4 N
02 5 B 7 8 9 10 11
03 12 13 14 15 16 17 18
04 19 20 21 22 23 24 25
Nov 05 26 27 28 29 30 31 1 >_ QTR 4 Data Collection: 10/1-11/30, 2014
06 2 3 4 ) 6 7 8
07 9 M0 11 12 13 14 15
08 16 17 18 19 20 21 22
Dec 09 23 24 25 26 27 28 29 .
10 30 1 2 3 4 5 B M
11 7 B 9 10 11 12 13
12 14 15 16 17 18 19 20 >_ QTR 4 Clean-up Period: 12/1-12/20, 2014
13 21 22 23 24 25 26 27
14 28 29 30 3 —
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1.5 Project Abbreviations and Terminology

Throughout this manual, and in other project materials, abbreviations are used. As a general aid for
you, a list of these abbreviations is provided in Exhibit 1.3. Some of the abbreviations and terms used in
this manual have exact meanings or refer to specific project materials. These terms are briefly explained in
Exhibit 1.4, in alphabetical order. Details regarding the use of the terms are located throughout the manual.
Be familiar with these terms and use them consistently in your communications with other FIs and your FS.

1.6 Use of Manual

This procedural manual provides a detailed description of the tasks you will be required to
complete for all aspects of the NSDUH. A copy of the FI manual can also be accessed directly from the
laptop computer (see Appendix A). Additionally, a separate FI Computer Manual describes the actual
computers, their use, and proper care.

This manual is your primary reference. When searching for information, think about where the
topic fits in the flow of work. Consult the detailed Table of Contents and the List of Exhibits. Using the
key words shown there will help you narrow down your search. Also included for your use is an index
which lists broad topics that are discussed in several chapters.

Adherence to prescribed procedures and duties is extremely important to the success of the study.
The manual, including all supplements, should be carefully studied before you attend your classroom
training (either a New-to-Project session or the annual Veteran session), as you prepare for fieldwork, and
throughout data collection each quarter.

You may have questions or encounter field situations for which you do not find an answer in this
manual. When in doubt about any field situation, contact your FS. If he/she is unavailable and you need an
answer immediately, contact the appropriate RS. Names and contact information will be provided at
training. Telephone numbers for RSs and other project management staff are listed in Exhibit 1.5.
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Exhibit 1.3 List of Abbreviations

ACASI.................. Audio Computer-Assisted Self-Interviewing

ADDEDDU.............cceevi Added Dwelling Unit

CAl......oo Computer-Assisted Interviewing

CAPI ..., Computer-Assisted Personal Interviewing

- T-7-10 | 0 SRR Case Identification Number

CBHSQ..........oeeee Center for Behavioral Health Statistics and Quality (the SAMHSA
office in charge of NSDUH)

CIL i, Counting/Listing

DHHS..........coo, U.S. Department of Health and Human Services

DU....o Dwelling Unit

ePTE ... Electronic Production, Time, and Expense Report

Flooo e Field Interviewer

FS e, Field Supervisor

GQU......ooee, Group Quarters Unit

HU....... Housing Unit

ID oo Identification

INS ... Immigration and Naturalization Services

NHSDA ... National Household Survey on Drug Abuse (past name)

NSDUH ............ccooiiii National Survey on Drug Use and Health (current name)

PT&E ... Production, Time, and Expense Report

Q&A ..., Question and Answer Brochure

QuestID .........ccooeeiviiieee Questionnaire ID

QC Do Quality Control Form ID Number

R o Respondent

RD....ooo Regional Director

ROC........ee e Record of Calls

RS ..., Regional Supervisor

RTI .o, Research Triangle Institute

SAMHSA ..., Substance Abuse and Mental Health Services Administration

SCA ..o Service Contract Act

Sl Screening/Interviewing

SDU ..., Sample Dwelling Unit

SR Screening Respondent

TFL o, Traveling Field Interviewer

USPHS.........ooo United States Public Health Service
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Exhibit 1.4  Definitions of Project Terminology

Added DU — a DU discovered in connection with an SDU which was not included on the original List of
Dwelling Units in a segment, but should have been.

Audio Computer-Assisted Self-Interviewing (ACASI) — a type of computer-assisted interviewing used to
collect information from selected respondents for questions of a sensitive or personal nature.
Respondents listen through headphones as the questions are read from computer audio files and
enter the answers themselves directly into the computer.

CAIl Manager — computer software program on the laptop computer developed by RTI programmers for
management of questionnaire data and several interviewer administrative tasks.

Case Identification (Case ID) — a ten-character code that starts with the state abbreviation and uniquely
identifies a dwelling unit selected for the study.

Case Management — a broad term used to describe the process of organizing, keeping track of and
completing your work in a timely fashion.

Computer-Assisted Interviewing (CAl) — a generic term used to indicate that a computer is used during
the interview. It includes CAPI and ACASI (see definitions).

Computer-Assisted Personal Interviewing (CAPI) — using a computer, the Fl reads the questions
displayed on the computer screen to the respondent, then enters the response directly into the
computer.

Consent — in general terms, agreement to participate in a research study. Giving consent indicates the
person understands the meaning of, and has agreed to participate in, the study. The consent
process used in any research project must be approved by a Human Subject’'s Committee or
Institutional Review Board.

Before speaking with a selected youth age 12-17 about the study to obtain consent from the youth,
you must first obtain parental permission using the provided script. The one exception is when a
youth is 17 years old and living independently without a parent or guardian residing in the home.

Counting and Listing (C/L) — the process of creating a list of all the dwelling units contained within a
segment (a specified land area). This phase has already been completed.

Dwelling Unit (DU) — a place where a person or persons could reside. This general term refers to both
housing units and group quarters units (see definitions).

Email — through the one-way electronic messaging program on the laptop, Fls can receive email messages
from supervisors and project management.

Electronic Production, Time, and Expense Report (ePTE) — Fls maintain an accurate record of daily
production, time and expenses while working on this study and enter their information into
Headway’s ePTE system. Payments for hours worked and reimbursement of expenses are based
on the information submitted through the ePTE system. (In case of computer problems, paper
PT&E forms are available as a backup).

Gateway — a laptop computer used for administering NSDUH interviews and collecting data.
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Exhibit 1.4  Definitions of Project Terminology (continued)

Group Quarters Structure — generally, any single structure in which ten or more unrelated persons reside;
also these persons must live and eat together, not separately. Examples include a college
dormitory, a homeless shelter, and a convent.

Group Quarters Unit (GQU) — a single living unit within a group quarters structure. Examples include a
room in a sorority house, a bed in a halfway house, and an individual person in a migratory workers
camp.

Householder — the person or one of the persons in whose name the home is owned or rented. This
individual must reside in the SDU for most of the 3-month data collection period.

Housing Unit (HU) — a group of rooms or a single room occupied, or intended for occupancy, as separate
living quarters. Examples include a single family home, an apartment, a mobile home, and a
‘house mother’ apartment in a fraternity house.

iPAQ (HP iPAQ 210 Pocket PC) — a handheld computer used to conduct screenings and for case
management (see definitions).

Lead Letter — an introductory letter you send to each sample dwelling unit with a mailing address
explaining that a field interviewer will contact the residents. A very brief overview of the study is
included in the letter.

Missed DU — a unit identified during the screening that was potentially ‘missed’ during Counting and
Listing. The address of a Missed DU is entered in the iPAQ, then later reviewed to see if the unit
should be included as an Added DU (see definitions).

Nonrespondent — a person who is eligible and selected for the study but who chooses not to participate.

Partition — within each quarter, the selected DUs are assigned in batches or partitions.

Production, Time and Expense (PT&E) — Backup paper forms sometimes used to allow Fls to maintain
and submit an accurate report of daily production, time and expenses while working on this study.

Quality Control ID (QC ID) — the code displayed in the upper-right corner of the Quality Control Form. This
number is entered into the laptop at the end of the interview.

Questionnaire ID (QuestID) — the code that allows you to transition from the screening to the interview.
The code is displayed on the iPAQ and entered into the laptop in order to begin an interview.

Record of Calls (ROC) — a term referring to the iPAQ program that allows Fls to record details about each
and every visit to an SDU. Details include the date and time, the result code, and any important
comments.

Respondent (R) — a person who is eligible and selected for the study, and who agrees to participate.

Result Codes — two-digit codes used to indicate the current status of each case. These codes are
recorded in the Record of Calls in the iPAQ, sent automatically to RTI with each transmission, and
are reviewed with your FS. When compiled into regular reports, these codes provide important
information to project managers and the client on the progress of data collection.

Sample Dwelling Unit (SDU) — a dwelling unit that has been randomly chosen for inclusion in the NSDUH.
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Exhibit 1.4  Definitions of Project Terminology (continued)

Sampling Frame — the source of all listed units from which SDUs are selected. For NSDUH, we use an
area frame where all dwelling units within a specified land area (segment) are listed and then
certain units from that list are randomly chosen (sampled) to be contacted about the study.

SCA Zone - Fl pay rates are determined by the Service Contract Act (SCA) which divides states into SCA
Zones, often by county. Each week Fls prepare and submit an accurate ePTE record of daily
production, time and expenses for each SCA Zone in which they work.

Screening — the process of determining whether an SDU contains any eligible persons and if any of those
eligible are selected to be interviewed.

Screening Respondent (SR) — the person who answers the screening questions. The SR must be an
adult (age 18 or over) resident of the household.

Segment — a relatively small, well-defined area of land.

Transient — Shelters and missions provide lodging for transient persons who have no other permanent
place of residence. Transient residents of a selected shelter are eligible for the NSDUH. Overnight
hotels, motels, or even hospitals provide temporary shelter for guests who have other homes.
These transient structures are not included in NSDUH.

Transmit — the act of sending information from the iPAQ and laptop to RTI.
Verification — a process in which the quality and accuracy of all NSDUH field work is monitored by the

project managers and staff. This quality control process ensures that the data being collected are
of the highest possible quality.

2014 NSDUH Field Interviewer Manual
September 2013 1-12 Chapter 1 — Introduction to the Study



Exhibit 1.5 Project Staff Information

Name Phone No. Fax E-Mail Location
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REVIEW OF CHAPTER 1

Introduction to the Study

To assist your learning process, read the following summary of key points in this chapter. Following the

summary are several questions to ask yourself, along with space to record your answers and other notes if

you would like. These questions will help you identify those areas you understand, and pinpoint the areas

where you would benefit from re-reading a particular section.

SUMMARY

You are a field interviewer for the NSDUH (National Survey on Drug Use and Health),
hired by Headway, and working for Research Triangle Institute (RTI), a nonprofit research
organization in North Carolina.

The NSDUH is sponsored by the Substance Abuse and Mental Health Services
Administration (SAMHSA), an agency of the U.S. Public Health Service in the U.S.
Department of Health and Human Services.

The NSDUH is the nation’s leading source of information on substance use patterns and
behaviors and produces national and state data. Data are collected in all 50 states and the
District of Columbia.

All data collection on NSDUH is done electronically. Screenings are completed using a
handheld computer called the iPAQ, while interviews are completed using a laptop
computer.

Data collection on the NSDUH follows a strict quarterly schedule, with the majority of the
work being accomplished in the first two months of each quarter.

FIs must understand many project abbreviations and terminology and use them consistently
and correctly with other FIs and supervisors.

Details on the FI job and this project are presented in this manual, and it will be a useful
tool as you work on this project. If you cannot find an answer in this manual, you can
contact your FS for clarification.
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QUESTIONS TO ASK YOURSELF

1. What are the goals of this study?

2. What is RTI?

3. What is the last day that Quarter 2 interviews can be completed?

4. When should the bulk of your field work be finished in Quarter 1?

5. Define the following terms:

NSDUH

CAI

ACASI

SAMHSA

SDU

FS

ePTE

USPHS

6. When is the iPAQ used?
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2. YOUR JOB AS A FIELD INTERVIEWER

2.1  Introduction
Many factors make a NSDUH field interviewer (FI) successful. The best Fls are quick, efficient,
and cost-effective without sacrificing response rates or high data quality. The key is to combine your

knowledge of NSDUH protocols and procedures with your natural talents, creativity, and social skills.

Some general guidelines are:

follow all procedures and instructions carefully at all times
know the study

represent RTI and SAMHSA in a professional manner
listen and reply to respondents' needs and concerns

be convinced of the importance of the survey

maintain open communication with your field supervisor (FS).

Other skills crucial to success are timeliness, organization, attention to detail, and persuasiveness.

This chapter outlines your responsibilities as an FI and shows in general how the above factors come

together for a successful and enjoyable NSDUH experience.

2.2 Screening and Interviewing Process
During the screening and interviewing process, you are responsible for the following activities:

1. review your assigned segment materials (maps, Selected DU List, etc.)

2 prepare and mail a lead letter to each sample dwelling unit (SDU) with a mailable address

3 locate (using the segment materials) and contact each SDU

4. determine that the SDU is a true HU or true GQU

5 identify and locate an eligible screening respondent (SR), obtain cooperation, and
complete screening informed consent procedures using the Study Description

6. conduct the screening by reading the questions exactly as shown on the iPAQ

7. if no one is selected for an interview, obtain verification information for Quality Control
(QC) procedures and thank the screening respondent

8. if one or two persons are selected, attempt to begin the interview right away; if not
possible, obtain appointment information, trying to schedule the interview(s) in the near
future

9. obtain informed consent from a respondent (and gain permission from a parent/guardian
before speaking to a youth respondent aged 12-17 about the study) by reading the
Introduction and Informed Consent script verbatim

10. conduct the interview(s) following all project protocols, including:
- reading all FI administered questions exactly as shown on the screen
—  using neutral probes as necessary
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—  completing the calendar as instructed with the respondent

—  explaining the computer to the respondent, then allowing him or her to complete the
practice session

—  using Showcards and Pillcards as instructed

—  obtaining verification information for QC procedures

—  giving the respondent the cash incentive and completed receipt

—  giving adult respondents and parents/guardians of youth respondents a Q&A Brochure
- thanking the respondent

—  transmitting data to RTI at the end of each work day.

In order to be successful, it is important to allocate adequate time for your field visits. Plan to
stay in the field for at least four hours when you have a sufficient number of cases to work, especially
early in the quarter. This means traveling to the area, then spending at least four hours in the sample areas
for screening and interviewing before traveling home. Be sure to discuss your assignment with your FS
so you can determine the most efficient work plan together.

Exhibit 2.1 illustrates the basic steps in the screening and interviewing process. Review this
exhibit carefully before you continue reading the manual.

2.3 Field Interviewer Responsibilities
Exhibit 2.2 provides a job description for a NSDUH FI. A summary of your job responsibilities

are:

. read this manual carefully and successfully complete the home study exercises prior to
training

. successfully complete the FI training program

. maintain the confidentiality of all survey data and materials at all times

. prepare and mail lead letters to SDUs

. locate your assignment areas and plan the best travel routes to/from areas

. locate and contact the SDUs, obtaining participation of residents

. conduct screenings at SDUs with eligible screening respondents, reading all questions
exactly as shown on the iPAQ screen

. conduct interviews with selected respondent(s) precisely following all project procedures;
as needed, schedule appointments for interviews at units with selected respondent(s)

. maintain daily records of your data collection activities

. transmit information to RTI at the end of each day of work

. carefully handle and track money used for cash incentives given to interview respondents

. review the status of cases during telephone conferences with your FS, providing detailed
information about any problems with pending cases and cases put on hold

. complete and submit Production, Time, and Expense reports (ePTE reports) and other
administrative forms in a timely manner and according to prescribed schedules

. meet or exceed project efficiency targets

. meet or exceed project quality standards.
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Exhibit 2.1  Screening and Interviewing Process

Review segment materials to locate area and plot the best
and most direct travel route to and from the area.

v

‘ Prepare and mail lead letters. ‘

|

‘ Locate (using the segment materials) and contact selected DU. ‘

l

Determine that the SDU is a true HU or GQU.

Complete Record of Calls (ROC) in
iPAQ. Try DU later. If unitis vacant,
not a DU, or only a temporary

No —» residence, verify with neighbor or
Yes other knowledgeable person.
Complete verification information
and ROC.

s an eligible SR

(resident of DU, 18+)
available?

Try to determine a good time to

No return. Complete ROC.

Yes

Complete the household roster and selection process with the SR.

Any
respondents
selected?

Obtain verification information and

No thank SR. Complete ROC.

Can the
selected R complete
interview now?

Establish an appointment. Complete
No —>»| ROC, including an entry about the
interview appointment.

Yes

Introduce self, study, and obtain informed consent from respondent.
(Obtain parent/guardian permission before speaking to a selected youth about the
study.)

‘ Conduct interview. ‘

v

‘ Complete end of the interview tasks, including Quality Control (QC) Form. ‘

v

Give respondent cash and completed receipt. Give adult respondents & parent/
guardian of youth respondents a Q&A Brochure if not done already.

v

‘ Thank respondent, complete ROC. ‘

v

‘ Transmit data to RTI. ‘

v

\ Mail Quality Control Form to RTI within 24 hours. \
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Exhibit 2.2

Job Description for a NSDUH Field Interviewer

FIELD INTERVIEWER JOB DESCRIPTION
General

POSITION DESCRIPTION:

The Field Interviewer (FI) conducts field work for survey research projects conducted by Research
Triangle Institute (RTI). Fls prepare for and conduct data collection operations according to project
protocols. Fls ensure that field data collection activities are carried out in an efficient and cost effective
manner, that the data collected are of the highest possible quality, and that all activities are conducted in
a professional manner following established procedures.

QUALIFICATIONS

Available for entire training and data collection period.

Able to successfully complete training.

Have reliable personal automobile available for business use.

Must be willing to work evenings and weekends on a weekly and regular basis.
Able to keep project information confidential.

MAJOR REQUIREMENTS:

Successful experience with field interviewing activities.
Demonstrate the ability to work with supervisor and complete assignments on schedule.
Use maps to locate sample units.

Obtain cooperation of survey respondents by effectively answering questions and
addressing concerns.

Conduct personal interviews following prescribed protocols.

Accurately complete all project documents including electronic survey instruments, and
all reporting forms.

Adhere strictly to project deadlines for completing interviews, reporting progress, and
returning materials and equipment.

Maintain accurate, up-to-date records of progress in the field.
Submit timely and accurate reports.

Maintain a professional, cooperative relationship with your supervisor and other project
staff, objectively sharing your thoughts while displaying an understanding of project
management's concerns.

Be receptive—not defensive—when given feedback from project personnel about your
performance, striving to learn and improve.

Keep supervisor informed of problem areas that might affect progress.

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

Travel frequently to respondent locations.

Be outside and exposed to all types of weather.

Be able to drive and work outside after dark.

Be exposed to fumes and odors as might be expected in any outdoor environment.
Stand, walk, and climb stairs.

Communicate through speech and listening.

May be required to transport equipment and materials such as laptop computers and
notebooks weighing 15 pounds or more. 9/12
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Exhibit 2.2 Job Description for a NSDUH Field Interviewer (continued)

FIELD INTERVIEWER JOB DESCRIPTION

PROJECT 0213757: National Survey on Drug Use and Health (NSDUH)

THE FIELD INTERVIEWER (FI) FOR NSDUH WILL BE RESPONSIBLE FOR:

In-person screening/interviewing of selected households with the sample distributed over the
four calendar quarters of the data collection period.

Proper administration of a computer-assisted interview, approximately one hour in length, to
selected individuals throughout the four quarters of the data collection period.

TRAINING REQUIREMENTS:

For Fls who are new to NSDUH: Attend and successfully complete a 7-day FI training
session followed by participation in on-the-job training with a mentor or Field Supervisor (FS),
as needed.

For Fls who are NSDUH veterans: Successfully complete all components of the veteran Fl
training program.

For bilingual, Spanish-speaking Fls (both new and veteran): Successfully complete all
components of the bilingual training program.

REQUIREMENTS FOR SCREENING/INTERVIEWING ACTIVITY:

Available to work a schedule of approximately 20-25 non-travel hours per week to conduct
screening/interviewing during field data collection periods.

0 Available and willing to work primarily evenings and weekends (Friday, Saturday and
Sunday).

0 Available to spend at least 4 hours (not counting travel time) contacting selected
households each visit to the field as determined by time in the quarterly field period.

o0 Available for a variable work schedule, as dictated by the quarterly schedule, front
loading of sample each quarter, and depending on the size and location of assignments.

Adhere to a schedule set by FS that ensures respondents are contacted at times they are
most likely to be at home.

Possess effective communication skills through speech and listening, and fluency in English
through reading, writing, and speaking.

Ability to read text verbatim from a computer screen (i.e. a laptop and handheld computer)
and paper documents.

Conduct valid, high quality in-person screenings/interviews in compliance with all project
protocols covered at training and documented in the project manual.

Perform field work according to expectations defined in the general FI Job Description (Major
Requirements and Physical Demands).

Available for field observations by a member of NSDUH management staff.

Prompt, reliable, and accurate reporting to FS.

Have regular access to an internet connection for data transmissions.

Assume responsibility for and carefully track all money used for cash incentives.

Available for possible overnight travel if remote segments are involved in the assignment area.

Assume full and legal responsibility for use and care of computers, taking reasonable and
appropriate steps to safeguard them against damage, loss, or theft, and returning all
equipment at the conclusion of the NSDUH assignment or at a supervisor’s request.

FOR MORE INFORMATION ABOUT RTI AND NSDUH, VISIT OUR WEBSITE AT:

http://nsduhweb.rti.org 9/13
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2.4 Professional Ethics and Respondents' Rights

Ethics can be broadly defined as a set of moral values or principles of conduct governing an
individual or a group. Organizations must show their clients, employees, and the public, a prevailing
sense of integrity, honesty, and responsibility in all aspects of work.

All survey research conducted by RTI is based on the highest ethical standards. FIs are expected
to maintain the same professional ethics as all RTI researchers. These standards are taken very seriously!
RTI's professional reputation depends upon all employees and all field staff making the commitment to
ethical standards a high priority.

As part of professional ethics, the rights of survey respondents must be protected by all RTI and
Headway personnel. These rights include:

. The right of informed consent refers to the legal requirement that respondents be given
complete and accurate information so they can make an informed decision about their
participation in the survey.

. To ensure all RTI studies meet the legal and ethical requirements of informed consent, all
projects involving human subjects must be approved by our Office of Research
Protection, which serves as RTI’s Institutional Review Board (IRB) under federal
regulations. This committee looks very closely at the written introduction to the study to
be sure the respondents are being properly informed.

. The right to refuse refers to an individual's right to decline to participate in the study or to
refuse to answer individual questions once an interview has begun.

. The right of privacy is guaranteed by the federal Privacy Act of 1974. This Act prohibits
the release of data gathered by or for a federal agency without the written consent of the
respondent. Fines and penalties apply to individuals or organizations that violate this
law. You can explain this to a respondent when trying to gain his or her trust.

. The right to accurate representation requires honesty in dealing with respondents and
answering their questions about the survey. For example, you cannot tell the respondent
that an interview will take only a few minutes if you know it will last about an hour, or
say that you work for a government agency such as the Census Bureau or the Public
Health Service.

All staff involved in the collection, processing, and analysis of the survey data must be
continually aware of the important responsibility to safeguard the rights of the survey participants. Since
Fls are in direct contact with these respondents, you must demonstrate high ethical standards in all project
contacts. Following all NSDUH protocols and procedures exactly as directed ensures you display high
ethical standards in your work.

In carrying out your responsibilities, FIs are expected at all times to comply with all applicable
federal, state and local laws, including adhering to all traffic laws, trespassing laws, and the like. Any
questions about a particular situation should be directed to your FS.

In order to provide accurate information to our client, the data you collect must be of the highest
quality, collected according to standardized NSDUH protocols and procedures. Falsification of any data
is unacceptable under any circumstances. The discovery of falsified work will result in immediate
termination from the project and from any future work with RTI, as well as possible civil and criminal
prosecution.

2014 NSDUH Field Interviewer Manual
September 2013 2-6 Chapter 2 — Your Job as a Field Interviewer



2.5 Importance of Confidentiality

Much of the data collected during the NSDUH interview are sensitive. You must ask all
questions and record all responses in a completely objective and nonjudgmental manner. Be aware of the
sensitivity issue and the need to treat as confidential any and all information you learn about respondents,
whether directly from a response you receive or simply through casual observations before, during, or
after your visit.

Because of the sensitive nature of the subject matter, project staff have taken special precautions
to protect the confidentiality of respondents.

. The confidentiality of all responses to the questions is protected under federal law by the
Confidential Information Protection and Statistical Efficiency Act of 2002 (CIPSEA), a
government-wide law that provides strong confidentiality protections to many federal
agencies conducting statistical surveys. Under CIPSEA, all answers are used for
statistical purposes only and cannot be used for any other purpose.

. The NSDUH is one of the few surveys where the last name of the respondent completing
the interview is never recorded. While the respondents’ addresses are known, this
information is kept separate from the respondents’ answers through the use of two
different computers. The iPAQ contains the addresses of selected DUs, but the interview
data are collected and stored in the laptop until transmission to RTI. Once at RTI, it
would be possible to link the address information in the iPAQ and the more sensitive data
collected in the laptop—but project staff NEVER link the data.

. Respondents should be reassured that any potentially identifying data, such as their
address, are never made available to anyone outside of project staff. This means you
should never write down information about a respondent anywhere other than the iPAQ’s
Record of Calls which is password protected. This includes not writing identifying
information, such as DU addresses, respondent names or phone numbers, on any
materials or even in emails to your FS.

. Individual responses are only analyzed in combination with other responses collected

nationwide.

All NSDUH staff including project planners at SAMHSA, RTI managers and technical staff, and
all field staff must share the commitment to protect the confidentiality of the respondents. Under
CIPSEA, knowingly and willfully disclosing confidential information is a Class E Felony, for which the
penalties may include imprisonment for up to five years and fines up to $250,000. Several NSDUH
respondent materials outline the consequences of divulging respondent information to make it clear that
their confidentiality will be protected.

2.6 Adherence to Procedures

At training, you will be asked to sign a Data Collection Agreement (shown in Exhibit 2.3). By
signing, you are entering into a contractual agreement that you will keep confidential all data you collect.
It also certifies that you will carry out all project procedures precisely as they are presented in this manual

and at training. It is very important that you understand and agree to this policy and understand that
failure to comply could result in the termination of your employment with Headway as an FI on the
NSDUH. If you have any questions regarding this policy, discuss them with your FS prior to making
arrangements to attend training.
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Exhibit 2.3 Data Collection Agreement

DATA COLLECTION AGREEMENT

Project Name: National Survey on Drug
Use and Health
Project No.: 0213757

I

, an employee of Headway, agree to provide field data collection

services for the benefit of RTI in connection with the RTI Project shown above (“the Project”). Further, I

1)

2)

3)

4)

5)

6)

7)

8)

9)

am aware that the research being conducted by RTI is being performed under contractual arrangement
with the Substance Abuse and Mental Health Services Administration (SAMHSA);

hereby accept all duties and responsibilities of performing specified data collection tasks and will do
so personally, in accordance with the training and guidelines provided to me. At no time will I
engage the services of another person to perform any data collection tasks for me without the prior
written approval of both my employer (Headway) and RTI;

agree to treat as confidential all information secured during interviews or obtained in any Project-
related way during the period I am working on the Project, as required by the Confidential
Information Protection and Statistical Efficiency Act of 2002 (CIPSEA), and understand, under
Section 513 of this Act, I am subject to criminal felony penalties of imprisonment for not more than
five years, or fines of not more than $250,000, or both, for voluntary disclosure of confidential
information. Any breach of confidentiality must be reported immediately to the National Field
Director. This information will be shared with the SAMHSA Project Officer and Headway. I have
also completed and fully understand the CIPSEA training provided to me;

agree to treat as confidential and proprietary to RTI/SAMHSA any and all information provided by
the public, whether collected or accessed in electronic or printed form during the course of my service
on this Project, including but not limited to all data collection computer software and respondent data,
and will protect such items from unauthorized use or disclosure;

am aware that the survey instruments completed form the basis from which all analyses will be drawn,
and therefore, agree that all work for which I submit invoices will be legitimate, of high quality and
performed in compliance with all Project specifications to ensure the scientific integrity of the data;

understand that I am fully and legally responsible for taking all reasonable and appropriate steps to
ensure that any computer equipment issued to me for use on this Project is safeguarded against
damage, loss, or theft. I also understand that I have a legal obligation to immediately return all
equipment at the conclusion of my assignment or at the request of my supervisor;

fully agree to conduct myself at all times in a manner that will obtain the respect and confidence of all
individuals that I encounter as a representative of the Project and I will not betray this confidence by
divulging information obtained to anyone other than authorized Project representatives of RTI;

understand that evidence of falsification, fabrication or distortion of any data collected for this
Project will be reported to RTT's Scientific Integrity Committee, and such acts are grounds for
immediately removing me from the Project and can result in my suspension from any government-
funded research. Also, if falsification of data is substantiated, I understand a formal fraud complaint
will be submitted to the U.S. Department of Health and Human Services’ Office of Inspector
General (OIG) and I could be subject to criminal and/or civil prosecution and thereby face
imprisonment, financial penalties or both;

understand my obligations under this agreement supersede any prior or existing agreements on the
same subject matter and will survive the termination of any assignment with RTI and/or my
employment by Headway.

Employee Signature Date

Disposition: Original to Headway, Yellow retained by employee. 4/13
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2.7 Performance Expectations

The data collection effort is vitally important to the success of any research study. Data
collection procedures are standardized to maximize the quality of the data. We are depending on you to
follow the procedures described in this manual and act in a professional manner when representing
NSDUH. It is equally important to conduct data collection activities efficiently to ensure the study is
completed within budget and schedule constraints. The time and mileage spent while traveling to and
from sample dwelling units is one of the major costs in any field survey. Keep travel to a minimum by
carefully planning your route.

Another strategy is to conduct activities efficiently while at the selected dwelling unit. If you are
thoroughly familiar with the study procedures, you can complete your activities quickly without
sacrificing accuracy. Be prepared, have the necessary equipment and materials, and be organized. You
must also be very comfortable with explaining the purpose of the study and how the information gathered
will be used. The established criteria used to rate an FI’s performance are presented in Exhibit 2.4.

Use your FS as a resource to discuss unusual situations, review standardized procedures, or to
answer questions about any aspect of the study. This will help to ensure the study is being conducted in
the same way by all FIs.

2.8 Materials, Supplies, and Equipment

There are a variety of materials, supplies, and equipment used to conduct the NSDUH. Adequate
quantities of materials and supplies are sent to you prior to your data collection activities. You must use
the correct and official NSDUH materials for each interview. Be sure to monitor your level of supplies
on a weekly basis, making sure you do not have too little or too many of any specific item. Complete this

weekly inventory before your scheduled conference call with your FS so you can inform him or her of

any needed supplies at that time. Storing all materials in one location helps to manage this inventory.

As you complete your assignment, use your materials wisely and only request enough materials
for the work you expect to have. Effective and efficient use of these materials is an important part of your
job as an FI. Pay close attention to how you store the materials to ensure they are not damaged
unnecessarily. Some materials, such as the Showcard Booklet, are expected to last the full year. Treated
properly, this should not be a problem.

Descriptions of the purpose and use of each item can be found throughout the manual. Chapter

12 of this manual contains an inclusive list of project materials, supplies, and equipment.
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Exhibit 2.4 Fl Performance Criteria

Knowledge of Data Collection Techniques - Acquires information and skills concerning work
duties which an individual should know for satisfactory job performance. Demonstrates the
ability to perform professional work in a versatile and creative manner while following all project
protocols and procedures.

Adherence to Deadlines - Consistently meets deadlines set for production, iLearning courses,
and submission of administrative forms.

Response Rate - Maintains a satisfactory response rate as defined by project expectations with
consideration given to unusual site-specific circumstances beyond the control of the data
collector.

Communication - Keeps supervisor adequately informed of progress and problems by
communicating effectively orally and in writing. Is available and well prepared for weekly report
call.

Productivity - Completes expected quantities of work in a timely manner. Efficiently plans,
monitors, and organizes workload.

Quality of work - Completes quality work with a minimum number of data quality errors.
Follows project protocols and procedures.

Dependability - Ability to do required jobs well with a minimum of supervision. Consistently
works the expected number of productive hours. Keeps appointments for interviews. Accurately
completes all weekly time and expense entries.

Conversion Skills - Demonstrates willingness to improve satisfactory skills in converting
hesitant and uncooperative respondents.

Judgment - Soundness of decisions in terms of weighting facts, past practice, and theory,
where applicable, especially in the absence of detailed instructions or in emergency situations.

Cost Efficiency - Is cognizant of productivity relative to costs incurred for wages and expenses.
(Evaluate in light of project expectations and considering unusual site-specific circumstances
beyond the data collector's control.)
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REVIEW OF CHAPTER 2

Your Job as a Field Interviewer

To assist your learning process, read the following summary of key points in this chapter. Following the
summary are several questions to ask yourself, along with space to record your answers and other notes if
you would like. These questions will help you identify those areas you understand, and pinpoint the areas

where you would benefit from re-reading a particular section.

SUMMARY

. Successful FIs on the NSDUH work efficiently and cost-effectively without sacrificing
response rates or high data quality.

. Screening and interviewing on the NSDUH is a multi-step process which demands you
follow all procedures and protocols.

. Your responsibilities as a professional FI on this study are substantial. They cover such
diverse tasks as locating your assignment area, contacting the correct sample dwelling
units, obtaining resident participation, and transmitting information to RTI. The first
component of your responsibilities is to read this manual carefully and successfully
complete your home study exercises prior to training. It is a requirement of this job that
you be available to work at least 20-25 productive hours (non-travel or administrative)
each week during field data collection periods. You must be available and willing to
work on week nights and weekends.

. The planning and implementation of the NSDUH survey is based on the highest ethical
standards. It is your job to protect the rights and confidentiality of our survey
respondents.

. Properly caring for your equipment and materials is an important FI task and is part of
being cost-effective. Handling your materials with care helps you to avoid unnecessary
waste and increasing costs.
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QUESTIONS TO ASK YOURSELF

1. What is the first step of the screening and interview process?

2. List five of your job responsibilities.

3. How many hours are you expected to commit to this project each week?
4. What are the four basic rights of survey respondents?

5. Answer these true/false questions:

T F  During the screening, you will ask the last name of the respondent.

T F Ifarespondent has already started the interview, he/she is not allowed to refuse
to answer an individual question.

T F Iamnotallowed to interview or even speak to a youth respondent (aged 12-17)
about the study before I have obtained permission from a parent or guardian.
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3. LOCATING SAMPLE DWELLING UNITS

3.1 Introduction
RTI statisticians are responsible for selecting the sample dwelling units (SDUs) to be contacted.
For the NSDUH, approximately 165,000 SDUs are selected throughout the entire United States each year.

3.1.1 Definitions
What is a dwelling unit, or DU? If you think of all types of places a person could reside,

those places are called dwelling units. Examples of dwelling units include the most common type,
housing units (apartments, houses, trailers, condos), as well as individual units within group quarters
structures (college dormitories, homeless shelters, convents). Other types of homes which are not
included in the NSDUH sample are military housing (barracks, ships), various residential institutions
(nursing homes, prisons), and some transient living quarters (hospitals, overnight hotels).

For the purposes of the NSDUH, we define dwelling units as housing units and group quarters
units. When we refer to a DU, the procedure being discussed applies to both housing units and group
quarters units. Any procedures applying only to one type of unit will be clearly specified. Brief

definitions of the three terms follow:

. dwelling units (DUs) - a generic term referring to both housing units and group quarters
units
. housing units (HUs) - a group of rooms or a single room occupied or intended for

occupancy as separate living quarters

. group quarters units (GQUs) - generally, any single living unit within a group quarters
structure in which ten or more unrelated persons reside.

More detailed definitions of HUs and GQUs are provided in Sections 3.4.1 and 3.4.2.

3.1.2 Overview of the Sampling Process

An area probability sample design has been used to select the sample dwelling units
needed for the NSDUH. Land areas and dwelling units were scientifically selected using Census Bureau
estimates of population and housing unit counts to ensure the sample represents the entire United States’
population.

For NSDUH, all 50 states and the District of Columbia have been divided into State Sampling
Regions, or SSRs. The number of SSRs varies depending on the population of the state as shown in the
table on the next page.

Each SSR within a particular state is expected to yield the same number of interviews. This
means the more populated the area, the smaller the region.

In each SSR, eight segments (with boundaries usually defined by surface features such as streets,
railroad tracks, and rivers) were selected, two segments for each of the four quarterly data collection

periods.
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SSRs Total Approx. Int.
State per State Segments | per Segment
California 36 288 16
Texas, New York, and Florida 30 240 14
lllinois, Pennsylvania, Ohio, and Michigan 24 192 13
Georgia, North Carolina, New Jersey, and Virginia 15 120 13
Remaining 38 States and the District of Columbia 12 96 10
Total United States 750 SSRs Segﬂ:}?‘lts In?:;\?izgvs

Once the segments were defined, listers were assigned to Count and List the dwelling units in
each of the 6,000 segments. The units were recorded on the List of Dwelling Units and, if applicable, the
Group Quarters Listing Form. Information on these forms identifies an address or description for each
housing unit and group quarters unit located within the boundaries of the segment. From these listings,
specific HUs and GQUs have been selected for each segment. These selected HUs and GQUs are called

sample dwelling units (SDUs) and make up your assignment in the segments you will be working.

As an FI, you are responsible for the final steps of the sampling process:
1. inspecting your segment materials

2. locating the segment and the designated SDUs using your segment materials
3. determining each SDU is either a true HU or GQU
4.  checking for missed HUs and GQUSs using your segment materials.

These steps are explained in detail in this chapter.

3.2 Inspecting the Segment Materials

For each segment in your assignment, you will receive a packet of materials. This packet
contains the materials listed in Exhibit 3.1.

Each quarter, each SSR will have two segments. The segment number found on all the segment
materials identifies the segment. The quarter in which the segment is to be worked is indicated on the
computer generated list. Since NSDUH is implemented on a quarterly basis, each SDU must be contacted
in the quarter for which it was selected.

Before any field work is begun, you will need to review all items in the segment materials to
familiarize yourself with the location of the segment and the characteristics of the area. During field
work, continually check the maps and materials to be sure you have located the correct selected dwelling
units. When field work is completed, check with your FS for detailed directions on what to do with the
segment materials. Your FS may request you send the materials to him/her, or may instruct you to
properly destroy any remaining segment materials. Any items containing SDU addresses must be
shredded (then either recycle or trash the shredded documents), burned or otherwise destroyed to prevent
the possible transfer of this confidential information. Other segment materials not containing addresses or

other confidential information may be thrown away or recycled.
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Exhibit 3.1 Contents of Segment Materials Packet
MAP SET

» County Locator Map
(Exhibit 3.2)

» Census Tract Locator Map
(Exhibit 3.3)

» Segment Locator Map
(Exhibit 3.4)

+ Page Index Map
(Exhibit 3.5)

» Block Listing Map(s)
(Exhibit 3.6)

 Zoom Map
(Exhibit 3.7)

...is used to determine the general location of the segment
within the county; the census tract(s) containing the
segment will be shaded. (A census tract is a land area with
a population of about 4,000 that has identifiable boundaries
on all sides.)

...shows the location of that tract(s) within the county, as
well as the segment’s location. Specific roads (boundaries
of the tract(s)) are labeled to assist in locating the general
"neighborhood."

...shows the actual segment boundaries within the tract(s);
again, the segment is shaded. (The meaning of the
symbols used for designating the different types of segment
boundaries will be found in the legend of the Segment
Locator Map only.)

...shows, for segments with multiple map pages, how the
various Block Listing Maps fit together.

...used to locate the actual dwelling units in the segment
which have been selected for screening and possibly
interviewing.

... shows an enlarged area of part of the segment. If certain
streets are too close together on the map to allow the lister
to accurately record the location of each SDU, a Zoom map
enlarges the area so the precise location can be noted.
There may be one or more pages of Zoom maps, labeled
Zoom 1 of 3, Zoom 2 of 3, etc. The lister may have hand-
drawn an enlargement sketch of a specific area as well.

COMPUTER GENERATED FORM LISTING ALL SDUs FOR THE SEGMENT

e Selected DU List
(Exhibit 3.8)

...lists all selected HUs and GQUs

COPIES OF ORIGINAL COUNTING AND LISTING MATERIALS

+ List of Dwelling Units
(Exhibit 3.9)

» Segment Information Sheet
(Exhibit 3.10)

» Screening/Interviewing Pre-Check
Form (Exhibit 3.11)

* Group Quarters Listing Form
(Exhibit 3.12)

* Group Quarters Continuation Listing
Form (Exhibit 3.13)

« Within-Structure Floor Sketch Sheet
(Exhibit 3.14)

...photocopy of original handwritten list of DU addresses
and/or descriptions.

...contains helpful comments about the segment made at
the time of listing.

...information, included if necessary, about possible
segment issues discovered during the editing process.
...photocopy of original list of up to 30 group quarters units.

...continuation for a structure with more than 30 GQUs (if
necessary).

...sketch, included if necessary, showing layout that
corresponds to the way the GQUs were listed.
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Exhibit 3.2 County Locator Map

Shows the general location of the segment within the county; the census tract(s) containing the segment
is shaded.
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Exhibit 3.3 Census Tract Locator Map
Shows the location of the census tract(s) within the county, as well as the segment’s location.
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Segment Locator Map

Exhibit 3.4

Shows the actual segment boundaries within the tract(s); again, the segment is shaded.
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Exhibit 3.5 Page Index Map

For segments with multiple map pages, this index shows how the various Block Listing Maps fit together,
like a puzzle, to cover the entire segment. The segment is the unshaded area. This manual example
segment only has one Block Listing Map, so this Page Index Map only shows that one map.
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Exhibit 3.6 Block Listing Map

This critically important map shows the relative locations of the actual dwelling units in the segment which
have been selected for screening and possibly interviewing. Each structure’s line number is written
beside each X (or circle or square). Since a Zoom map was used to list DUs 9-17, there is a dotted line
on the map representing the area included on the Zoom map.
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Exhibit 3.7 Zoom Map

Shows an enlarged area of part of the segment. If certain streets are too close together on the map to
allow the lister to accurately record the location of each SDU, a Zoom map enlarges the area so the
precise location can be noted. This Zoom Index Map shows the location of the specific Zoom map for the
Block Listing Map.
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Exhibit 3.7 Zoom Map (continued)

Shows an enlarged area of part of the segment, providing space to allow the lister to accurately record
the location of each SDU.

90

MECKLENBURG, Page: 1, Zoom: 1 of 1

NSDUH Segment: NC12B4,County
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Exhibit 3.8

Selected DU List
Lists all selected HUs and GQUs.

2014 National Survey on Drug Use and Health
Selected Dwelling Unit List

Quarter 1
Segment ID NC12B4 Date 06/17/2013
Number of Selected HUs: Page 1 of 1
Number of Selected GQUs:
City:  Charlotte State: NC Zip: 28262
DU GQ i
DU Type Indicator Street Street Name/Description of DU A: : Structure Part;ttnon

and Line # #
HU 0002 900 UNIVERSITY CIRCLE BLVD A 1
HU 0008 DEERGREEN LN WH CPCD GAR 2
HU 0012 1031 SAFFLOWER CRES 1
HU 0014 506 KILLARNEY PL 1
HU 0017 1426 MORNING GLORY DR 1
HU 0020 CLONMEL PL 2 STY BRK 1
HU 0026 917 WEXFORD MEADOWS LN 2
SHELTER B003 2104 OAK LEIGH DR 3 025 1
SHELTER B019 2104 OAK LEIGH DR 19 025 3

Total Pages: 1
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Exhibit 3.9

List of Dwelling Units

This photocopy of the original handwritten list of DU addresses and/or descriptions shows all units listed
for the segment and complete descriptions for instances where the entire description would not fit on the

Selected DU List.

Special Codes: MB=Military Base Civilian Housing

Project 0213757

GQ=Group Quarlers NSDUH
LIST OF DWELLING UNITS PAGE L of 42;
seamentp: NC [2BH usTepBY: Connie Lister
DATELISTED: _ D / 0Z 1 20(D aoNo: 5D TH9
1 | 1A 2 3 4 5 6 7
Line | Spec Apt. Apt.
# | Code Street Name No. Dwelling Unit Description | Loc.
1GQ Univevsity Civele Blvd, Skote, Unversity-Dom |
2 A
3 B
4 C
5 ~ D
6 Covowoy St
7 Deevareen Ln.
s — N WH ¢PCD GAR
9 — | Blue Mist Cvy. GRAWUM TR LR
10 1200 [MovningGlovy Ty.
(1 1028 [Satflowev Cres.
It 12 {103 v
I3 1 507 | Killavney PL
| 4
(5
16 502 b4
17 1426 [Movawg Glory Dy
Kilewvney P).
4
Clonmel Pl. 25T BRK
st NC  zir 28262 pu |l - 20
City/Town 8T ZIP DU -
City/Town ST ZIP DU -
Checked by:
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Exhibit 3.9 List of Dwelling Units (continued)

Special Codes: MB=Military Base Civilian Housing Project 0213757
GQ=Group Quarters NSDUH
LIST OF DWELLING UNITS PAGE 2 of 2
seament: NC [ 2BY usteppy: Connie Listey
DATELISTED: _ 9 /02 /2015 roNo: _5 3749
1 1A | 2 3 4 5 6 7
Line Apt. Apt.
# Street Name No. Dwelling Unit Description Loc.
21 Clonmel Pl. A
F?z z B
23 Demborioh Ln.
14 v
L5 - Ook Leiah Dy. Salvation Avmy
16 Wexfovd Meadows Ln.
17 i / I
8
9 =
0 5
: :
2
R 5
; e
5
6 i
7 P
; .
9 e
0 i
CityTown _ v lotte. st NC  zp 2%20LZ pu 2! . 27
City/Town ST zZIp DU___ -
City/Town ST zZIP DU___ -
Checked by:
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Exhibit 3.10 Segment Information Sheet

Contains helpful comments about the segment made at the time of listing. As needed, you may add
notes about the accuracy of the listing on the back of the form. If you do, please mark the box in

Section C on the back of the form.

Project 0213757
SEGMENT INFORMATION SHEET NSDUH
Segment ID NC’ 125"' Completed By Connmt LI‘ET'TQY
Date __ 5|02 2013 FIID_ Lb53749
Instructions

In Section A, describe characteristics of the segment that could be helpful to others who may visit or work in
the area. In Section B, indicate potentially impassible roads, segment boundary problems, more notes on
controlled access building information, group quarters information, and other pertinent information. In
Section C, the FI should enter any notes regarding the accuracy of the listing.
Completion of this form is mandatory.

SECTION A

1)  Directions to DU #1 in segment:

1-U35 40 Exit 33 for NC-4A. Tuyn left on NC-49 Njunwus\h; Ci’f\f Bivd.

o.d miles o infersectipn with Ook Leioh Dy.
2)  Parking/Road Conditions: PU'OHL lot next 4o State Univ. Dorm

3) Income (Check ANl That Apply) O High JE,’ Middle [ Low

4)  Race/Ethnicity (Check All That Apply)
(] Hispanic [J Black JXJ white  [] Other, specify:

5) Language Barrier [ ] Yes EINU ] Maybe Specify:

6) Type of Structures in segment: {(Check All That Apply)
Single Multi-Unit E Group Quarters [_] Other, specify:

7)  Any Difficulty Gaining Access to DUs: [] Yes X No

8) IFYES to question #7, indicate type of barrier (Check All That Apply)
] Doorman [ Locked Gate/Locked Door (] Buzzer/Intercom

[} Physical Barrier (e.g. washed out road), specify:

[0 Other, specify:

9)  Manager's/Helpful Person’s Name: \\ L 0

Address:
Telephone:
\ e
10) Convenient Public Building: MI‘.‘.T)D'I"‘.UI\d S N pﬁ\\“ l'l oY\ %‘.\’d -
11y Significant Intersection or Landmark in Segment (If Applicable): N !D\
OVER
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Exhibit 3.10 Segment Information Sheet (continued)

2014 NSDUH Field Interviewer Manual
September 2013 3-15 Chapter 3 — Locating Sample Dwelling Units



Exhibit 3.11

Screening and Interviewing Pre-Check

Information, included if necessary, about possible segment issues discovered during the editing process.

Segment ID_NC [2BY Date 5121 [20(® NSDUH

SCREENING & INTERVIEWING PRE-CHECK

The checked items apply to this segment and could affect
one or more DU(s) and/or SDU(s).

Please note that these items were observed during the edit process. If you need
additional information, check with your supervisor before you begin working.

A. Li1sT

a 1. DU(s) listed as multi-unit structure but spotted on map as single DU:

O 2. Some DUs under construction at time of listing:

O 3. Mobile Home Park (MHP) listed sequentially. No lot #s available:

O 4. Fire #s or 911 numbers may be non-mailable addresses:

O 5. P.O.Box number only available address and no description provided:

O 6. Locked complex. Lister could not determine actual addresses or Path of Travel (POT):

O 7. Confirmed housing for the elderly/physically/mentally impaired - ineligible units may be listed:

™ 8. GQU listed by beds or persons instead of rooms: SEIWD(’n ovt A YW\\! She l‘l‘ﬁv’

O 9. No contact person for GQU:

0O  10. Could not determine multi City/ZIP breakdown:

O 11. City/Town name not provided by lister. City/Town determined by editor:

O 12, ZIP not provided by lister, ZIP determined by editor:

O 13, DU #'s on Block Listing Map do not correspond with DU #°s on Listing Form:

B. MaP

O 1. Odd and even street numbers spotted on same side of street:

O 2. Pathoftravel corrected for some DUs:

O 3. Subsegment in place. Maps outside the selected subsegment area are not included:

O 4. Some DUs may be outside segment boundary:

C. OTHER

m]

m]

]

[

m]

Rev, 304
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Exhibit 3.12 Group Quarters Listing Form

Photocopy of original list of up to 30 group quarters units.

(FOR OFFICE USE ONLY ) Project0213757
NSDUH
GROUP QUARTERS LISTING FORM segmemm:_NC 1 2664 Page_1_ ot |

GQLINENO._ 25

(from List of Dwelling Units)

Completed by: Cormie Lister rm 53 |LIEI

Date:

5,0L,2013

INSTRUCTIONS: Complete this for each group quarter (GQ) Identified and located within the sample segment. If more than 30 units, use a Group
Quarters Continuation Listing Form. Submit completed forms with the original listing materials for the segmeni or as otherwise instructed.

A. IDENTIFICATION

B. LISTING INFORMATION

1. Name of Group Quarters:

Salvoton Army

1

Were any housing units listed that are associated with these group

qQuarters:
A

a Yes (Complete B.2) No (Goto B.3}

2. Address (Number mﬁ Strest):

2104 0ok Leigh Pr.

. Enter, from the List of Dwelling Units, the line number(s) of housing

units associated with these group quarters:

3. City, State, and ZIP:

Chayotie , NC 28262

3. Manager, landlord, or other knowledgeable person to contact:

Name:_JolN Ser'n
e Administyotor
Telephone: [_—[0'-{ ) 555- S 2.':’1 Lf

4. Type of Group Quarters:
O College Dorm O Boarding House

. Check the units listed or to be listed:

[[] Rooms

Bd’ Beds 7] Individuals

[ Shelter O Half-Way House
O Other 5. Enter the number of listing units in the GQ:
B Exact Number [ﬁ Approximate Number
e
C. LIST OF UNITS
ine No. Lir., | Line No., Ltr.,
No. Name of Unit or Loc. No. Name of Unit or Lac.
1 |Salvakion Avmy Bed. l 16 | Salvodhion Avmy Bed Lo
2 2 17 17
3 3 18 18
4 4 19 19
5 5 20 20
6 ) 21 21
7 1 22 22
8 3 23 2%
9 9 24 24
10 o 25 V 25
11 1 26
12 (A 27
13 13 28
14 |y 29
15 | 15 30
COMMENTS: [] (Enter on back of form.)
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Exhibit 3.13 Group Quarters Continuation Listing Form
Continuation sheet for a structure with more than 30 GQUSs (if necessary).
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Exhibit 3.14 Within-Structure Floor Sketch Sheet

Sketch, included if necessary, showing the layout that corresponds to the way the GQUs were listed.

Project 0213757
NSDUH

Page: | of _|

WITHIN-STRUCTURE FLOOR SKETCH SHEET

DU Line No. 25

(From lis[ini; of Dwelling Units)
Floor | (one Story )

Segment ID: N 1234

Lisedby: Connie Liste
FLID # _G‘—J‘q—LLp 37

Daelised ~— & / OZ / 9013

Y@m@mmm@m@
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3.2.1 Locator Maps

The Locator Maps provide you with a general idea of the location of the segment by
showing the surrounding geographic area. These maps, consisting of the County, Tract, and Segment
Locator Maps, are produced using Census data. Local maps, such as county highway maps or city maps,
are sometimes needed to help locate the segment. If necessary, the person listing the segment may have
obtained such a map locally. If so, it will be in the segment materials and should be handled as instructed

with all other segment materials when work has been completed.

3.2.2 Block Listing Map(s)

The Block Listing Map(s) show the precise location of each DU within the segment.
This detailed map of the segment area was used by the individual who completed the listing to mark the
exact location of each DU. Boundary and internal roads or streets and other significant features are
clearly identified. Each segment may have one or more Block Listing Maps, depending upon the size and
geographic make-up of the segment. The page numbers of the various maps are in the lower right hand
corner. For segments with multiple Block Listing Maps, a Page Index Map is included in the segment
materials and illustrates how the various maps fit together to form the segment.

While listing the area, the lister followed a prescribed order of travel; traveling around the
segment in a clockwise direction, making each possible right turn at internal streets or roads and listing
dwelling units as they appeared on the lister’s right. See Exhibit 3.15 for an example.

When looking at the single page Block Listing Map illustrated in Exhibit 3.6, note the different

symbols:
. an "X" for a single HU structure
. a box with a number inside indicating the number of HUs contained in a multi-unit
structure
. a circle O with "GQ" inside indicating group quarters.

Also note the symbols on the sketch are cross-referenced to the List of Dwelling Units with the
DU line number above the symbol. For example, an “X” with the number “3” above it on the Block
Listing Map represents the location of the HU listed as line 3 of the List of Dwelling Units (see Exhibit
3.9); a circled “GQ” with the number "21" above it represents the location of the group quarters structure
listed as line 21.

At times, it may have been difficult for the person who did the listing to fit several individual
“Xs” on the map, especially if they are close together. In these cases, you may find a row of single
family homes designated by two “Xs” connected by a bar with the corresponding line numbers printed

above as in this example:

37 12
X—X
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Exhibit 3.15 Diagrams lllustrating the Prescribed Order of Listing a Segment
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In some instances, the Block Listing Map(s) did not give the lister adequate room to accurately
record the DU locations. If so, Zoom maps are usually included. A Zoom map is an enlargement of a
crowded or illegible area of a Block Listing Map. By following the numbering sequence of DUs, you can
determine where the lister switched from the Block map to the Zoom map. Sometimes a Zoom map was
not used and the lister created a sketch on a Block Listing Map Enlargement Form. Throughout the rest
of this chapter, a reference to a Block Listing Map implies the inclusion of any enlargement sketches or
Zoom maps.

The Block Listing Map is an important aid in identifying SDUs. Become familiar with it before
beginning work in your assigned segment. Then, carry it at all times for reference to ensure you are
properly identifying SDUs. Remember, the units selected for the study are chosen by their line
number, NOT by their address. The address merely helps describe the location of the selected unit.
Since the locations of all units are marked on your Block Listing Map, think of it as a treasure map where
“X marks the spot.” Use your maps while working to be sure you have found the proper “X” and are
contacting the correct SDU. If you find a discrepancy between the location and the address, contact your
FS for further instructions.

3.2.3 Selected Dwelling Unit (DU) List
Although all DUs in a segment are listed on the original, handwritten List of Dwelling

Units, only certain ones have been selected for you to contact for NSDUH screening. These selected DUs
are printed on the Selected DU List (Exhibit 3.8).

The Selected DU List provides a complete list of housing units and group quarters units selected
in a segment. For each SDU, the Selected DU List displays an address or, if an address was not obvious,
a description allowing you to identify the structure. On the computer-generated list, only a portion of the
description may appear. At times, you will need to refer to the copy of the handwritten List of Dwelling
Units (Exhibit 3.9) for a complete description. A list of possible abbreviations used in this description is
shown in Exhibit 3.16.
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Exhibit 3.16 Counting and Listing Abbreviations
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Keep in mind the Selected DU List contains all selected DUs for the quarter. Sometimes
assigned cases are released in batches or partitions, so not all SDUs on the Selected DU List are available
to be worked. The partition to which each SDU is assigned is indicated in the last column on the Selected
DU List. When additional lines do become available, your FS will tell you and you will receive the lines
on your iPAQ via a transmission.

If any group quarters were listed in a segment, a copy of the Group Quarters Listing Form is
included in the segment materials. The Group Quarters Continuation Listing Form is included if the
group quarters structure contained more than 30 units. The Within-Structure Floor Sketch Sheet will be
included only if the description of the unit on the listing form is not sufficient to locate it.

Because screening for the NSDUH is electronic, you will have no need for a paper Record of
Calls or any type of contact worksheet. While visiting an SDU, if you need to make any notes that you

cannot enter into the iPAQ, you may do so on your segment materials.

3.3 Locating the Segment and the Designated SDUs

The general location of a segment and the most efficient route of travel to reach the area should
be determined during your careful, advance review of the segment materials. When you arrive at the
segment, first double check that you have identified and located the precise boundaries of the area, that
the proper area was listed, and that it was listed correctly. (For segments covering large geographic areas,
first talk to your FS about your initial trip.) Referring to the locator maps, Block Listing Map, and
Selected DU List, check to be sure you are in the exact area and that the lister correctly identified the area.

If you determine the wrong area has been listed, if there are serious omissions or inaccuracies in
the listing, or if there are significant changes to the area (such as a new subdivision or apartment
building), do not proceed any further. Call your FS immediately.

3.3.1 Housing Units

Once you are in the exact segment location, you will begin identifying and contacting
only designated SDUs. In most cases, you will be able to find them with little difficulty by using the
Block Listing Map and the Selected DU List. In some cases, however, you will have to check more
thoroughly and refer back to the handwritten List of Dwelling Units. For example, if you were using the
map and list shown in Exhibits 3.6 and 3.8:

. DU #8 -- DEERGREEN LN WH CPCD GAR (White cape cod house with a garage on
Deergreen Ln). When you arrive at the segment and locate Deergreen Ln, you do not see
a white cape cod house. There is, however, a yellow cape cod house on Deergreen Ln, as
indicated on the Block Listing Map. Upon talking to a neighbor, you learn the house
located on Deergreen Ln across from HU#7 was recently painted and had been white.
The yellow cape cod house is HU #8.

. DU #20 — CLONMEL PL 2 STY BRK (2 story brick house on Clonmel P1). When you
arrive you find the street number is not clearly indicated on the mail box. You note the
number visible on the house immediately across the street is 68. You are sure the street is
Clonmel Pl. The HU has been clearly and easily located by referencing the Block Listing
Map, Selected DU List, and visible street numbers associated with existing structures.
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3.3.2 Group Quarters Units

In most instances, the dwelling unit you locate will be a housing unit, as in the examples
above. However, you may encounter selected group quarters units as in Exhibit 3.8 (GQU line numbers
B003 and BO19). In this example, using the Block Listing Map and the Selected DU List, first locate the
Salvation Army Shelter, which is the structure containing the selected GQUs, and shows the structure as
“025.” This line number is the number above the circled "GQ," which is the line number of the shelter on
the original List of Dwelling Units. This number connects the selected units with the shelter in which
they are located. After locating the structure, you then use the description of the unit (bed numbers 3 and
19) in conjunction with the Within-Structure Floor Sketch Sheet (Exhibit 3.14) to identify the correct
GQUs.

For some group quarters units, the description of the unit alone may be sufficient for locating it
(e.g., dormitory rooms with unique room numbers). In such a situation, a Within-Structure Floor Sketch

Sheet probably would not be included with your segment materials.

3.4 Determining the Status of Each SDU

Only structures qualifying as eligible HUs or GQUs should have been listed. Since the individual
completing the listing was not required to enter structures or talk to residents, it is possible some listed
structures may not qualify as an HU or a GQU or may be ineligible. You must determine the status of

each SDU at the time of your initial screening contact.

3.4.1 Housing Units
It is your responsibility to make sure the assigned address is (1) a housing unit (as defined
below), and (2) only one housing unit. If either of these conditions is not met, appropriate action must be
taken.
For purposes of this study, a housing unit is a group of rooms or a single room occupied or
intended for occupancy as separate living quarters. A more detailed definition is given in Exhibit 3.17.

Please refer to this definition before continuing to read.
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Exhibit 3.17 Definition of a Housing Unit

A housing unit is a group of rooms or a single room occupied or intended for occupancy as
separate living quarters; that is:

(1) The occupants do not live and eat with any other family group or persons
residing in the structure

AND
(2) There is either direct access from the outside or through a common hall.

Direct access means there is an entrance directly from the outside of the
structure to the living quarters, or an entrance to the living quarters from a hall,
lobby, or vestibule used by the occupants of more than one unit. Living quarters

do not have direct access if the only entrance is through a hall or room of another
unit.

Occupancy: A housing unit may be occupied by a family group or an individual living alone. It
may also be occupied by nine or fewer unrelated persons. (NOTE: If ten or more unrelated

persons occupy the unit, it is considered "group quarters" and is not to be treated as a selected
housing unit.)
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The following list of types of HUs, although not exhaustive, includes most types you may encounter:

A

11.

12.

13.

A single house or townhouse intended for occupancy by only one family.

A flat, apartment, or condo in a structure including other flats, apartments, or condos.

A basement or attic apartment in a structure including one or more other DUs.

Vacant houses or apartments that could be occupied.

Hotel or motel rooms (a) occupied by permanent guests, or (b) occupied by employees who
have no permanent residence elsewhere.

Residential units under construction. (NOTE: The Selected DU List may include such a
unit.)

Rooms within group quarters or an institutional structure (such as a fraternity house or
nursing home) serving as the permanent residence of a staff member or "house mother" and
satisfying the requirements of the HU definition.

An apartment in a nonresidential structure used as a permanent housing unit (e.g., an
apartment in a warehouse the caretaker uses for personal living quarters).

A mobile home or trailer used as the permanent residence of the occupants.

A mobile home or trailer location in a trailer lot or mobile home park in which numbered
or otherwise specified spaces are rented. In such a mobile home park, each separate space
allocated for one mobile home is listed as an HU, even if no mobile home currently occupies
the space; that is, an empty space in a regular mobile home park is treated like a vacant
apartment or house.

Work camps occupied by seasonal workers are considered permanent DUs if workers live
there for half or more of the calendar quarter. Check the number of residents to see if the
unit should be an HU or a GQU.

Seasonal dwellings, such as summer homes, resort cottages, or other part-time homes that
could serve as residences.

Rooming or boarding houses. Determine the number of residents in the structure. If there
are nine or fewer residents who are unrelated to each other, treat the structure as a housing
unit. If there are ten or more unrelated persons, the structure is a group quarters. Group
quarters are discussed later.

If you are ever in doubt as to how to classify a unit, contact your FS for clarification. Be sure to

have your segment materials in front of you when you call your FS.
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3.4.2 Group Quarters Units

In general, the definition of group quarters is any single structure in which ten or more
unrelated persons reside; also these persons must live and eat together, not separately. This
definition could apply to any type of structure including houses, apartments, barracks, and dormitories.
The actual group quarters units would be the rooms, beds, or individuals used to define the composition
of the structure.

For this study, there are several instances where a structure is classified as group quarters

regardless of the number or relationship of occupants:

. college dormitories, sorority, and fraternity houses

. quarters for live-in staff members of institutions (who do not live in actual housing units
within the structure)

. missions and shelters.
The following list of structures, although not exhaustive, includes many examples of group
quarters you may encounter:

1. A boarding house is a structure in which living space is rented to residents (boarders)
who are served regular meals on the premises. Meals are furnished as part of the rental
fee, which is usually paid on a weekly or monthly basis. Variations of boarding houses
include:

A rooming house is a structure in which living space is rented to residents
(roomers) who may receive maid or linen service in addition to a room. Meals
are not provided regularly.

A combination boarding and rooming house is an establishment which serves
meals to some resident persons (boarders) but only rents to others (roomers).
The same listing rules apply to this unit as to boarding houses and rooming
houses.

2. Communes, “Families,” “Communities,” etc. are a group of unrelated individuals who
live together and pool their resources but who have no regular arrangements for
contributing to expenses. Such groups may call themselves a family, a commune, an
establishment, a community, a farm, a colony, etc.

3. Convents, Monasteries, and Other Religious Residences are considered group quarters
if there are ten or more unrelated persons residing in them.

4, Facilities for Housing Students like fraternity houses, sorority houses, or student
dormitories may be in the sample. Eligible individuals in such student housing facilities
are always considered residents of group quarters, regardless of the number or
relationship of the occupants. Please note that campus housing for married students and
their families are considered housing units, not GQUs, since the occupants are related to
each other.

The above examples apply to college age students. Should you encounter a
boarding school with students under the age of 18 in your assignment, you must
contact your FS for the appropriate procedures.
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10.

Missions or Shelters and other structures of this type may contain living quarters for
individuals who, although somewhat transient, have no other "permanent” place of
residence. Missions or shelters are considered group quarters regardless of the number
or relationship of the occupants.

Halfway Houses are places occupied by persons such as former prisoners, mental
patients, or alcohol or drug addicts. The occupants may be there on either a voluntary or

involuntary basis.

Institutional Staff Quarters should be considered as part of the group quarters,
regardless of the number or relationship of the occupants. Residential quarters for
caretakers, administrators, or other personnel that are permanent dwellings according to
the housing unit definition, should be considered HUs.

Migratory Workers’ Camp or Logging Camp consists of living quarters, or sites for
living quarters, for ten or more seasonal or temporary workers engaged in agricultural
activities (including related food processing activities) or in a logging operation. Such
living quarters may be temporary in nature and may consist of structures, mobile homes
(or sites), tents (or tent sites), vehicles, or a combination of types of living quarters.

Nonmilitary Barracks and Bunkhouses are structures providing living space for a
number of people, either in large general areas or in small sleeping areas or rooms.

Retirement Residences and Independent Group Residences for the Elderly,
Handicapped, and Functionally Disabled are also included in the sample. These are
non-institutional residences, such as foster homes and board and care homes, that provide
a home environment for the elderly, handicapped, and functionally disabled as an
alternative to institutional care. The occupants must own or rent their living quarters.
Meals may or may not be provided. Some supportive services are offered, such as
supervision of self-administered medication and diet, assistance with housekeeping, and
arrangement of transportation and recreational activities. If there are ten or more
unrelated persons residing in these units, they should be considered a group quarters.
Services do not include nursing care, medical care, or psychiatric care by staff members;
if these services are included, it must be considered an institution, thus making it

ineligible.

If you are ever in doubt as to how to classify a unit, contact your FS for clarification. Be sure to

have your segment materials in front of you when you call your FS.
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3.4.3 Units That Do Not Qualify as Dwelling Units
Certain types of buildings should not have been listed. Those identified below, with the

exception of permanent HUs or GQUSs existing within them, do not qualify as DUs for the NSDUH. If

you encounter such units included as SDUs in your assignment, classify them with the appropriate code

during screening.

Specified Institutional Units:

correctional institutions

mental institutions

homes for mentally and physically handicapped children
nursing, convalescent, and rest homes

hospitals

other institutions that provide care for residents or inmates.

Military Barracks on a military base.

Unoccupied Structures that have been condemned or are being demolished.

Places of Business, such as stores, factories, etc. (Be sure, however, to look for hard-to-

find living quarters behind, above, or inside such places.)

Certain Transient Living Units, such as transient hotels and motels for overnight
lodging (such as Holiday Inns, Red Roof Inns, etc.)

Exhibit 3.18 provides a chart identifying categories of dwelling units and their respective

eligibility for NSDUH.
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Exhibit 3.18 Dwelling Unit Eligibility for NSDUH

Is This Unit
Eligible for
DWELLING UNITS TYPES NSDUH ?
Housing Units (HUs)
. Civilian YES
(e.g., house, apartment, condo, townhouse, etc.)
. Military YES
(e.g., family housing, civilian employee housing, etc.)
Group Quarters Units (GQUs)
. Non-Institutional Civilian YES
(e.g., rooming/boarding houses, dorms,
fraternity or sorority houses, transient
shelters, halfway houses, migratory
workers' camps, etc.)
Military NO
(e.g., barracks, ships, etc.)
. Institutional Civilian NO
(e.g., correctional institutions, nursing
homes, mental institutions, etc.)
Military NO
(e.g., VA Hospitals, military prisons, etc.)
Certain Transient Living Units
. Civilian NO
(e.g., General hospitals, transient [overnight] hotels and
motels, etc.)
. Military NO
(e.g., Military barracks, transient visitor housing, etc.)
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3.5 Checking for Missed Dwelling Units

Although those involved in completing the listing made all reasonable efforts to be sure every
dwelling unit in a segment was listed, the lists may not always be completely accurate. There may have
been some dwelling units the lister could not observe because of their location, mobile homes may have
been moved into the segment, or what appeared on observation to be one type of unit may be entirely
different when one is inside the structure. Every dwelling unit must have a chance of being selected for
interview. However, if it was not listed, it has no chance of being selected for an interview unless the
dwelling unit is discovered by the interviewer. The missed dwelling unit procedures, which you must
follow carefully, are designed to give that opportunity to those dwelling units that should have been listed
but were not.

The procedures for checking for missed dwelling units are fairly simple. The rules for checking

are slightly different depending on whether the listed unit is a:

. group quarters unit in a group quarters structure (dormitories, shelters, boarding houses),
. housing unit in an apartment building or condominium structure, or
. regular housing unit not included above (such as a single-family home, townhouse,

trailer, or duplex).
You are not required to check the entire segment for missed dwelling units. The procedure only
requires you check for missed DUs at every selected dwelling unit in the segment as part of the

screening process. Therefore, when you are conducting screening, you will implement this check for

NOTE: Although you are only required to check for Line 026 917 Wexford Meadows Lane
missed DUs at each SDU, you should not ignore any FOR REGULAR HUs SUCH AS INDIVIDUAL

significant listing problems. For example, if you HOUSES, TOWNHOUSES, DUPLEXES,
g gp pie, 1Ly TRAILERS, COTTAGES

discover an apartment building or a new subdivision
Are there any other living quarters

not listed, call your FS. within this structure or on this
property, such as a separate
3.5.1 Missed DUs in Regular Housing Units | apartment with a separate entrance?
(e.g., houses, townhouses, trailers)
One of the first questions displayed during the Yes No
screening process requires you ask at every regular HU thatis | gop ApARTMENT/CONDO HUs: DON'T ASK,
not a condo or in an apartment building if there are any :::ch)?ﬂTr-Il-lﬁlPJ EAPT/ CONDO" (BELOW) TO

additional living quarters in the unit. Examples of the types of | APT/CONDO |

missed DUs you may find within an individual SDU are:

Span Exit % 4

. a basement or upstairs apartment built in a
structure that was originally a single-family dwelling, with an outside entrance in the rear
of the structure the lister could not see,

. an apartment with an entrance in the rear of a large townhouse the lister missed, or
. an additional unit behind what looks from the front to be a standard duplex.
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Ask this question for regular housing unit structures such as single-family homes, trailers, cottages,
townhomes, and duplexes. Although this includes both individual structures and multi-unit structures
(townhouses/duplexes), there is a stronger likelihood of missed units in structures like townhomes so the
question must be asked. Housing units in apartment and condominium buildings are handled differently, as
are all structures with selected group quarters units (see Sections 3.5.2 and 3.5.3).

3.5.2 Missed DUs in Apartment and Condo Buildings

The missed DU procedures for apartment buildings and condominium structures vary
from the regular housing unit procedures.
. WITHIN the UNIT

Most apartment and condo buildings consist of a number of single units within the multi-
unit structure. In these buildings, the chances of finding a “unit within a unit” are very
small, so do not ask the missed DU question when the iPAQ displays it during screening,
simply tap Apt/Condo. However, to ensure our sampling is accurate, we have to allow for
unusual situations such as a servant’s unit within a large apartment or flat. This does not
mean a missed superintendent's apartment within the apartment complex, but an apartment
that has a second separate unit within the apartment. If you are working in a building
where this unusual situation is possible, be observant. If you discover an apartment within
an apartment at a selected DU, you can add that unit to your iPAQ (see Section 3.6).

. WITHIN THE STRUCTURE / ON THE PROPERTY

As you start working an apartment or condo building where an HU has been selected,
look for major discrepancies like a missed floor, a missed wing of a building, or other
groups of units missed. If you discover a major discrepancy, gather the necessary
information and check with your FS. Depending on the number of missed units, RTI’s
Sampling Department may choose a subset of units to be added.

In general, missed units found in an apartment or condo building must be added with input from
RTI’s Sampling Department. Gather the relevant information and then call your FS.
3.56.3 Missed DUs in Group Quarters Structures (e.g., dormitories, shelters)

For selected units within group quarters structures, checks for missed DUs occur at the

structure level, not the selected DU level. For all group quarters structures where a GQU has been

selected, you must check with the manager, landlord, or other knowledgeable person to determine if the
number of units originally listed is accurate. If the number is larger, those additional units become missed
units. This situation may occur if:

. the lister missed basement rooms in a dormitory
. the number of persons or beds in a shelter has increased for the winter season.

Reviewing the original listing with a knowledgeable person should uncover any missed units
within the structure or on the property.
Missed units found in a group quarters structure must be added through RTI’s Sampling

Department. Gather the relevant information and then call your FS.
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If there is an entire group quarters structure not listed, it is considered a missed dwelling unit and
the units within the structure, missed group quarters units. Unlike missed housing units, a missed group
quarters structure does not have to be linked to (that is, "found at") a selected dwelling unit. Such a

structure qualifies as a significant listing problem and must be discussed with your FS.

3.5.4 Dealing with Listed DUs That Should Not Have Been Listed

While we want you to add any missed or new DUs you find, do not make any deletions

from the list of DUs. On occasion you may discover a listed SDU does not qualify as a dwelling unit

(e.g., a structure used for nonresidential purposes). You also may encounter a situation where an SDU no
longer exists (e.g., a trailer has been moved). In such cases, do not delete the unit from the List of
Dwelling Units or attempt to remove the unit from the iPAQ. Rather, code it appropriately on the iPAQ

during screening. Chapter 4 defines the screening result codes.

3.6 Adding Missed Dwelling Units
The procedures for adding missed DUs differ slightly for missed HUs and for missed GQUs.
Note that Bold text in this section indicates what items you will tap on the iPAQ and is occasionally used

for emphasis.

3.6.1 Adding Missed Housing Units

If you discover a previously unlisted HU within or on the property of an SDU, record the
address or description in the iPAQ. Be certain the unit qualifies as a housing unit. Apparent housing
units used for nonresidential purposes (e.g., business or storage) do not qualify and should not be added.

Missed housing units intended for use as residences but vacant at the time of your visit are to be added.

Units under construction are to be added if construction has

reached a point where all exterior windows and doors are

installed (so it is not open to the elements) and useable
floors (such as sub-flooring) are in place.

When screening with an adult resident of the DU,
ask the question used to identify missed DUs if you are
visiting a regular HU that is not in an apartment or condo
building.

If the answer at a regular housing unit is "No" you
will continue with the screening process. If "Yes," you will
record the address of the possible missed unit.

If the SDU is in a multi-unit structure such as an
apartment or condo building, do not ask the question for
each unit, but continue with screening. (See Section 3.6.5

for how to add any found “units within units.”)

Line 026 917 Wexford Meadows Lane

FOR REGULAR HUs SUCH AS INDIVIDUAL
HOUSES, TOWNHOUSES, DUPLEXES,
TRAILERS, COTTAGES

Are there any other living quarters
within this structure or on this
property, such as a separate
apartment with a separate entrance?

Yes No

FOR APARTMENT/CONDO HUs: DON'T ASK,
JUST TAP "APT/CONDO" (BELOW) TO
CONTINUE.

| APT/CONDO |

Span Exit @ o

2014 NSDUH

September 2013 3-34

Field Interviewer Manual
Chapter 3 — Locating Sample Dwelling Units




Enter the street address or description of the
missed unit. Enter the house number in the Street Number
field, then tap the Street Name field and enter the street
name. Ifa specific address is not available, enter a brief
description of the unit in the Street Number field, then
record the street number and street name of the original
SDU where the unit was found in the Street Name field.
Remember the Street Number field only holds ten
characters so use a simplified description. For example, a
missed DU was found over the garage while screening at
304 Gordon St, but a specific separate address is not
available. In this case, type “gar apt” in the Street Number
field and then “304 Gordon St” in the Street Name field.

Only use letters, numbers, spaces, periods, commas, or

Missed DU Address

Link: 026 917 Wexford Meadows Lane

RECORD STREET ADDRESS OR
DESCRIPTION OF UNIT:

STREET

NUMBER: 219

STREET  |Wexford Meadows Lane
NAME:

12312 ]3]4]s5]6]7]8fofo]-[=]a
TaquIwIeIrItIyIu-IiIoIp L[]

calaal N0 DOEE

_ Update Cancel Exit % B -~
slashes; not other characters such as quotation marks. —
. Tap Cancel if you want to cancel this entry.
. Tap Update to continue the process of adding the unit. You will be asked if you want to

add another unit. Tap Yes if you want to add another unit and the above screen will
reappear so you can enter the information. Tap No if that is the only (or last) added unit

you want to link to this SDU.

There are limits on the number of missed units you may add on your own in the iPAQ. You can

link up to five added units to one particular SDU, however the limit of missed units for a particular

segment is ten. If you find more than five units for one SDU or more than ten units to add for a segment,
add the information about these missed units to the List of Added Dwelling Units (Exhibit 3.19). When

the information is complete, alert your FS, who will then call RTI’s Sampling Department.

Because adding missed DUs happens so infrequently, your iPAQ will only have room to add five

missed DUs per segment. However, if you need the additional five lines, contact your FS, who will ask

RTI to release the additional lines during your next transmission. Each time a missed DU is added, your

iPAQ reminds you of how many lines are still available.

2014 NSDUH

September 2013 3-35

Field Interviewer Manual

Chapter 3 — Locating Sample Dwelling Units



Exhibit 3.19 List of Added Dwelling Units

NSDUH QO“‘I’ Page 1 of 1

Survey Year

LI1ST OF ADDED DWELLING UNITS
FIID

scaoNC12BY  m Jane Doé No. 052379 pae || 2201

DIRECTIONS TO FI

The iPAQ allows you to add up to 5 added HUs at a specific DU or 10 HUs to the entire segment on your own. As you add
the units for this segment in your iPAQ, record in the below columns:

1. The Line Number assigned by the iPAQ
2. The Address and/or a description of the added DU
3. An Apartment Number or location
4. The Link Line # which is the number of the SDU (from the List of Dwelling Units) to which the Added DU is linked
5. Whether the Added DU is an HU or a GQ (group quarters structure).
Keep track of all Added DUs on this form.

In some cases you will need assistance from RTI=s Sampling Department to know exactly which DUs to add. Complete this
form (leaving the Line Number column blank) if you find:

X More than 5 missed HUs linked to a particular DU
X More than 10 missed HUs in the entire segment
X An entire missed group quarters structure

If you find individual group quarters units that have been missed, complete the separate Added Group Quarters Listing Form.
When the forms are complete, call your FS, who will contact RTI=s Sampling Department.

1 2 3 4 5
Line Link Line # HU
(DU) Street Address, RFD Number, and/or Apartment | (No.of SDU to or

Number Dwelling Unit Description No. Or Loc. which Added

DU is linked) GQ

0A€ | 219 Wexford Meadows LA 05w | Hw

8/26/2013
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3.6.2 Reconciling Missed DUs

The simple process of reconciling Missed DUs
involves answering a few questions when prompted by the iPAQ
to see if the missed unit you recorded should be added to the
sample. Be sure to read these screens carefully in order to
respond correctly.

The instructions on this screen remind you to double
check the original, handwritten List of Dwelling Units (Exhibit
3.9) to see if the unit has already been listed. When asking
respondents about additional units on their property, they may
report a unit that was indeed already listed. If the unit is already
on the List of Dwelling Units, it does not need to be added, so
you would tap Yes. If the unit is not on the List of Dwelling
Units, tap No.

Missed units not on the List of Dwelling Units must
satisfy location requirements before being added. This screen

prompts you to consider the location of the missed unit.

. Is it within the SDU?
. Is it on the property of the SDU?
. Is it within the segment boundaries?

If the unit is within the SDU or on the property of the
SDU and within the segment boundaries, tap Yes and the unit
will be added to the sample. If the answer is "No," the missed

unit address will not be added.

MDU-Segment Kit Check

Link: 0026 917 Wexford Meadows Lane

INTERVIEWER: CONSULT YOUR SEGMENT
KIT AND ANSWER THE FOLLOWING
QUESTION(S):

IS THE UNIT THAT YOU ARE ATTEMPTING
TO ADD

919 Wexford Meadows Lane

ALREADY ON THE HANDWRITTEN LIST OF
DWELLING UNITS?

(MAKE SURE YOU ARE LOOKING AT THE
FULL LIST OF DWELLING UNITS, NOT THE
SELECTED DU LIST.)

| Yes | | No
(UNIT NOT ADDED)

Exit

Link: 0026 917 Wexford Meadows Lane

IS THE MISSED UNIT LOCATED WITHIN
THE SDU OR ON THE SDU PROPERTY, AS
WELL AS LOCATED WITHIN THE SEGMENT
BOUNDARIES?

REFER TO YOUR FI MANUAL AND YOUR
SEGMENT MAPS OR CALL YOUR FS IF YOU
ARE UNSURE WHETHER THIS UNIT
SHOULD BE ADDED. IF YOU CANNOT DO
THAT RIGHT NOW, TAP THE Exit BUTTON
TO EXIT THIS SCREEN. YOU CAN
RECONCILE THIS DU LATER.

Yes No
(UNIT ADDED) (UNIT NOT ADDED)

Exit 4
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The complete address of the unit to be added is displayed on this screen for you to double check.

1. Make any necessary changes, checking to be sure everything is correct.

2. Use the information on this screen to record the
unit on the List of Added Dwelling Units (see
Exhibit 3.19). Record the:

. line number, which is the last 3 digits of the
Case ID displayed towards the bottom of the
screen,

. street number/street name, OR

description/street name,

. the apartment number or location, as
needed,
. the Link line number, shown at the top of

this screen, and
. whether the unit is an HU or GQU.
All added dwelling units are recorded on this
form, which becomes part of the segment

materials.

MDU-Address Verification

Link: 0026 917 Wexford Meadows Lane

THIS UNIT WILL BE ADDED TO THE SAMPLE.
PLEASE VERIFY THE INFORMATION BELOW.
TAP ANY LINE TO EDIT IT.

ST. #: |919
STREET: | Wexford Meadows Lane

CITY: Charlotte

STATE: [NC | Z1P:|27511

CASE #: |NCI2Z340028 NN
123012 ]3]4]5]6]7[8]ofo]-[=]
TaquIwIeIrItIyIu.IiIoIp []]

cilsal T\ L=
Update Exit @ 4 EE -

3. When everything on both the screen and the List of Added Dwelling Units is correct, tap

Update. The unit will be added to your assignment.

Should you need to see the link line at another time,
you can do so while working on the added DU case in the
iPAQ. With the case selected, either within the screening or
within the Record of Calls (as explained in Chapter 6), simply
tap the address of the case at the top of the screen. A pop-up
box with the link line number appears. Tap OK to close the

Study Introduction

Line 028 919 Wexford Meadows Lane

Hello, my name is Pat Jones with
Research Triangle Institute in

t Line 028 919 Wexford

box. Meadows Lane
Link Line: 0026
HAND R LEAD LETTER, ALLOW TIME TO
READ
4
Span Exit %
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3.6.3 Adding Missed HUs on the Maps
Each time you add an HU and record it on the List of Added DUs, you must also enter a

corresponding “X” (or box, in the case of multi-unit structures) in the appropriate location on the Block
Listing Map. Remember to identify the symbol with the dwelling unit number provided by the iPAQ.

Exhibit 3.20 illustrates how the Block Listing Map would look if a missed HU was discovered
while screening at HU # 26 in the segment illustrated previously in this chapter. You should record the
line number of the added HU on the map. This number is automatically assigned and then displayed by
the iPAQ and recorded on the List of Added DUs in column 1. Be sure to give the information to your FS

to update the FS set of segment materials as well.
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Exhibit 3.20 Block Listing Map (with Added DU)
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3.6.4 Adding Missed Units within a Group Quarters Structure

Unlike housing units found at regular housing units, you do not add missed units found in
group quarters structures to the iPAQ and then automatically screen them. Since the selection process for
these missed units varies depending on the type and number of missed units (e.g., a boarding house versus
a shelter), you are required to call your FS who then contacts RTI’s Sampling Department to receive
instructions on how to proceed. Be sure to have your segment materials as well as a thorough description

of the missed unit situation in front of you when you contact your FS. In general, you will find out:

. what information to include on the Added Group Quarters Listing Form (Exhibit 3.21)
. whether to make a within-structure floor sketch
. what forms to send to RTI.

The information sent to RTI is used to select the missed units, if any, to be added to the sample.
The assignment of any missed group quarters units to be screened takes place during transmission. The
added cases are sent to your iPAQ for completion.

3.6.5 Adding Missed Units within an Apartment or Condo Building

The procedures for dealing with missed units found in apartment or condo buildings vary
depending on the situation:

. If you find a unit within a unit, (such as a servant’s quarters within a large flat) that
missed unit must be added to your iPAQ. This is not done during the actual screening but
either before or after from the Select Case screen. For details, see Section 6.9.1.

. If you find a major discrepancy in the listing (e.g. a missed floor, a missed wing of a
building, or other groups of units missed ), you must contact your FS. Similar to the
situation for missed units in group quarters structures (see Section 3.6.4), your FS must
contact RTI’s Sampling Department for instructions on how to proceed. Be sure to have
all your segment materials and a thorough description of the situation.

The detailed process of adding missed DUs is not a task you will have to perform very often.

When faced with a missed DU situation, be sure to consult these sections of the manual and discuss the
situation thoroughly with your FS. A summary of the steps to check for missed DUs is located in Exhibit

3.22.
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Exhibit 3.21 Added Group Quarters Listing Form
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Exhibit 3.22 Checking For Missed DUs Summary

CHECKING FOR MISSED DUs SUMMARY

Check: Within unit, and on property
When: During screening
How: iPAQ displays question as part of screening

What If You Find One?

Record address of missed unit in the iPAQ.

Reconcile When
Entering Address?

No, wait until after screening is done

What If You Find More
Than One Missed DU
at an SDU?

In iPAQ, add up to 5 missed DUs found at a specific SDU. If 6
or more are found, write addresses for all units (including 5
added to the iPAQ) on List of Added DUs, then call FS, who
may direct you to call RTI’s Sampling Department.

What If You Find More
Than Ten Missed DUs
in a Segment?

Write all addresses on List of Added DUs (including 10 added
to the iPAQ), then call FS, who may direct you to call RTI’'s
Sampling Department.
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3.7 When to Call

If you encounter missed units or unusual circumstances and cannot find answers in this manual,
call your FS. Your FS is experienced in many field situations and can assist you. In some instances your
FS will need to call RTI’s Sampling Department for assistance.

Your FS will call RTI when:

. more than five missed HUs are discovered to be linked to a particular selected DU
. more than ten missed HUs are to be added to the segment

. a missed GQU is discovered within the group quarters structure

. a missed group quarters structure is discovered

. other major discrepancies in the segment listing are found.

Once the issue is resolved, detailed instructions will be relayed to you.

3.8 Importance of Sampling Activities
The field sampling steps discussed in this chapter are important. All aspects of the area

probability sample design used by RTI have been developed so data collected for this survey will be
valid, reliable, and accurate. However, the design is only valid if each interviewer carries out the final
steps of sampling with care and precision. Even seemingly slight errors or oversights in interviewer
sampling activities may necessitate costly and time-consuming corrective action.

Careful attention to the instructions presented in this chapter will provide the necessary infor-
mation to complete the steps involved in checking the listing. Those steps are extremely important to

ensure the accuracy of the sample and the data collected.
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REVIEW OF CHAPTER 3

Locating Sample Dwelling Units

To assist your learning process, read the following summary of key points in this chapter. Following the
summary are several questions to ask yourself, along with space to record your answers and other notes if
you would like. These questions will help you identify those areas you understand, and pinpoint the areas

where you would benefit from re-reading a particular section.

SUMMARY

. Dwelling Units (DUs) consist of housing units (HUs) and group quarter units (GQUs).
Common examples of HUs are apartments, houses, trailers, condos. Individual units
within group quarters structures such as college dormitories, shelters or convents would
all be classified as GQUs.

. For this year’s sample, all 50 states and the District of Columbia have been divided into
750 SSRs. Each SSR then had eight segments selected. Each FI will be working in a
defined segment, using listings and maps that were created earlier by field listers.

. For each segment in your assignment, you will receive a packet of segment materials
containing the maps, listings, and information sheets needed to work your assignment.

. In order to successfully complete your NSDUH cases, you will need to locate your
segment, identifying the most efficient route of travel to/from your home and within the
segment.

. In order to ensure we have an accurate sample, it will be necessary for you to check for

missed dwelling units. The iPAQ screening program has steps in place to assist you.
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QUESTIONS TO ASK YOURSELF

1. Define a group quarters unit (GQU).
2. On the Block Listing Map, what does a box with a number inside indicate?
3. What should you do if you find a completely new subdivision in your segment that is not

on your map or on the lists?

4. Name three examples of types of homes or structures NOT to be included in the sample
for the NSDUH.

5. Take some time to become familiar with the original List of DUs and the Selected DU
List.

a. How many GQUs are in the shelter listed as line 25? (Refer to Group Quarters
Listing Form, page 3-17.)

b. How many selected DUs are on Killarney Place?

c. What is the street address for line 17? Will you visit that house?
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4. CONTACTING DWELLING UNIT RESIDENTS

41 Introduction
Being well prepared before making initial contact with the residents of a dwelling unit (DU) is

important. You must know the purpose of the survey and be familiar with the screening and interviewing

procedures as well as all study materials. You must also be organized and have all of the materials and

supplies needed to screen and conduct NSDUH interviews. Chapter 12 lists all the provided materials,

separating the list into the materials and equipment you need to carry with you while working, those items

you should have available for reference while working, and those items to use at your home.

This chapter and Chapter 5 contain detailed explanations of how to contact a DU and obtain

cooperation. Chapter 6 provides details on the screening process, which determines who, if anyone, to

interview. It is important to resolve any questions you have about survey procedures before contacting

the first dwelling unit.

4.2 Scheduling Fieldwork

One of your most important responsibilities is planning your fieldwork carefully to maximize the

effectiveness of your time in the field. Below are general rules to apply when planning your work:

Stay in the field for at least four hours when you have a sufficient number of cases to
work, especially early in the quarter (travel time to and from the segment should NOT be
included as part of the four hours). Be sure to discuss your assignment with your FS so
you can determine the most efficient work plan together.

Lay out your itinerary so you can visit as many sample dwelling units (SDUs) as possible
during a trip to an area.

If you have only a little work left in one area, combine your trip to this area with a trip to
a nearby segment when possible.

Make a minimum of five attempts to complete each screening, contacting the unit at
different times of day and different days of the week. Then discuss the case with your
FS. Your FS may opt to send a letter to the DU. During your conference call, your FS
will instruct you about contacting the DU again.

Plan your trips so you will be in the sample areas during times when the chances of
finding a respondent at home are the best. The most productive hours for first visits to
most SDUs are between 4:00 PM and 9:00 PM on weekdays and from 9:00 a.m. to 9:00
PM on weekends.

Saturdays are generally the most productive day, however, weeknights have proven to
be an excellent time to find respondents home.

The timing and planning of your field trips is very important.
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4.3 Assignment Materials

Your FS makes assignments based generally on the location of the segment area in relation to
your home. Whole segments are usually assigned, although sometimes they may be split. Your FS will
make additional assignments as you complete your initially assigned work. As discussed in Chapter 3,
you will receive the appropriate segment materials for each of your segments.

Each individual DU assigned to you—whether it is an HU or a GQU—will appear on the Select
Case screen of your iPAQ and on the computer-generated Selected DU List (see Exhibit 3.8). Both the
Select Case screen and the Selected DU List have the information necessary to help you identify and
find the unit. Record all data collected during the screening process by entering it directly into your
iPAQ. There are also ample note spaces within the iPAQ program. For confidentiality reasons, NEVER
write notes containing identifying information or the address of an SDU. All confidential information

you must record belongs in the password-protected computers.

4.3.1 Case Identification Information

The first column on the left of the iPAQ’s Select Case screen, labeled Case 1D,

shows the RTI case identification number and is referred to as the “Case ID number.”

Select Case

Sunday, August 10, 2014
09:57 AM Battery: 100%

4

Case ID | Street Address I S

XX10B10002 102 Kildaire Farm ... 01
XX10B10005 5410 CornwallRo... 30
XX10B10007 5410 Cornwall Ro... 00
XX10B10008 5410 Cornwall Ro... 00
XX10B10010 5410 CornwallRo... 00
XX10B10013 110 Pond Street 01
XX10B10015 300 Gordon Street 01
XX10B10017 304 Gordon Street 31
XX10B10019 308 Gordon Street 00
XX10B10021 Devon Avenue ne... 00
XX10B10023 205 Sussex Lane 00
XX10B10025 5421 Cornwall Road 00
XX10B10027 108 Kildaire Farm .. 00
XX10B10029 100 Maynard Roa..

nﬁnams_msmdgy_nm?[ 1111

Actions Admin View Sort Cal Quit

4 I
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The Case ID numbers themselves provide you with important information. For example, the
Case ID number TX23B20119 tells you the following:

TX State Abbreviation—in this case, Texas

23B2 Segment number

0 DU indicator (always a zero (0) for HUs, or any letter A-Z for GQUs)

119 SDU line number from the List of DUs for the segment

This information is also listed on the Selected DU List. The first six characters are listed as the
Segment ID on the top left of the form. The last four characters of the Case ID are listed under the “DU
Indicator and Line #” column. For example, refer to the Selected DU List shown in Exhibit 3.8. The first
selected HU listed is in segment NC12B4 and is line number 002. The Case ID for this HU is
NC12B40002.

The actual street address, or a physical description of the HU or GQU and its general location,

also appears on both the Select Case screen and the Selected DU List. If you have difficulty

locating one of your assigned DUs, refer to Chapter 3.

4.4 Record of Calls

Each time you contact an assigned SDU to complete a screening, record the details about each
contact in the iPAQ’s Record of Calls (ROC). This includes any attempted or actual contact with either a
resident or a neighbor or other person whom you ask for contact information. Record each contact, or
attempted contact, separately by adding a call record. For example, if you visit the SDU once and find no
one home, then visit again 2 hours later, you should fully document both contacts separately in the ROC.
For each contact, the iPAQ automatically records the date, day of the week, and time of day. You will
need to record the appropriate screening result code (result code definitions are discussed in the next
section) and any comments about this contact for future use by you or another FI (see Section 4.4.2).

4.41 Screening Result Codes

Screening result codes are assigned and reported during the process of screening SDUSs.
Some screening codes are “PENDING” codes (01-09) and indicate a final resolution has not yet been
obtained. Codes 10-32 are “FINAL” screening codes that show a screening effort is complete. The
complete list of screening codes is shown on the next page, with the pending codes shown on the left and
the final codes displayed on the right. Instructions for using Screening Call Records are given in Section
6.6.
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Result codes describe the current status of each case and are discussed routinely with your FS.
Each time you transmit data from the iPAQ to RTI, the result codes are included with the actual screening
data. These transmitted codes are then tabulated to produce reports that provide information on the
progress of the fieldwork. In these reports on the project management website, your FS sees the result
code assigned for each contact you made with a particular DU. Having this information available helps as
you and your FS discuss the best approach to the case.

RTI staff and project management rely heavily on these progress reports. Decisions on how to
properly manage the project are made based on these reports. It is very important you understand when
and why to use each code. It is also critical to keep the codes on your cases in the iPAQ up-to-date as you

complete your work in the field.

PENDING SCREENING CODES

Pending codes are used when the case is not yet complete. Explanations of when to use a

particular code, and what action to take to resolve the situation so the case can be completed, are

provided below:

Result | Result Code
Code Description Use This Code When... Follow Up Actions to Take

01 NO ONE AT DU | No one is at the unit. * Plan another visit at a different time of day or
another day of the week.

* Try to determine a good time to catch someone
at home.

* Record the visit and any pertinent information in
your iPAQ’s ROC.
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Result | Result Code
Code Description Use This Code When... Follow Up Actions to Take
02 SCREENING Someone is at the unit but » Plan another visit at a different time of day or
RESPONDENT | that person is not an another day of the week.
(SR) eligible/knowledgeable +  Try to determine a good time to catch someone

UNAVAILABLE

screening respondent
(young child, babysitter,
housekeeper, etc.) OR, the
SR cannot complete the
screening at that time (due
to being busy, needing to
leave, etc.). The screening
respondent MUST be an
adult resident of the SDU.

at home by asking for a day and time when you
should return.

Record the visit and any pertinent information in
your iPAQ’s ROC.

03 NEIGHBOR
INDICATES
OCCUPANCY

A neighbor (or other
informant) indicates the
unit is occupied.

Inquire about when would be a good time to
find someone home at the DU. DO NOT obtain
actual screening information from a neighbor or
mention the study name/subject.

Continue to try to contact a resident of the DU
for the specific information.

Record the visit and any pertinent information in
your iPAQ’s ROC.

04 INCAPABLE

No one at the unit is
physically or mentally able
to respond meaningfully to
the screening questions.

Examples of mental
incapability are
respondents with
pronounced mental
retardation, autism, or who
are intoxicated. Also,
physical incapability due to
serious illness, deafness,
or severe speech disorders
may qualify.

Remaining sensitive to the situation, attempt to
locate a capable adult resident of the DU.

If the limitations seem temporary, return on a
different day or at a different time.

If the limitations seem permanent and no other
possible SR resides at the unit, verify this
information with a neighbor (as appropriate),
and discuss the situation with your FS.

Record the visit and any pertinent information
in the ROC. When prompted, indicate whether
the respondent is physically or mentally
incapable to the best of your knowledge. If
both limitations are present, indicate the one
that is most limiting to participation and include
comments in the ROC to document the
situation.

05 LANGUAGE

The screening respondent

Try to locate another eligible SR in the DU who
speaks English.

BARRIER — speaks Spanlsh and does *  Ask the person about using another member of
SPANISH not speak English well the household to serve as a translator for the
enough to complete _the screening questions. If necessary most
screening. RTI-Certified households have access to someone, often a
bilingual Fls have the young person or even a neighbor, who can
option of completing communicate well enough in both languages to
screenings in Spanish (see interpret the screening questions for the
Chapter 6). Spanish speaking SR. RTI provides a ‘Spanish
Card’ which has this request for a translator
written in Spanish. Details for using the card
are provided in Section 4.11.
Note you cannot use a translator for the
interview, only for screening.
* If none of these work, talk with your FS.
* Record the visit and any pertinent information in
the iPAQ’s ROC.
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Result
Code

Result Code
Description

Use This Code When...

Follow Up Actions to Take

06

LANGUAGE
BARRIER —
OTHER

The screening respondent
speaks a language other
than English or Spanish,
and does not speak
English well enough to
complete the screening.

Try to locate another eligible SR in the
household who speaks English.

Ask the person about using another member of
the household to serve as a translator for the
screening questions. If necessary most
households have access to someone, often a
young person or even a neighbor, who can
communicate well enough in both languages to
interpret the screening questions for the SR.
RTI provides a card which has this request for a
translator written in several other languages.
Details for using the card are provided in
Section 4.11. Remember you cannot use a
translator for the interview, only for screening.

Record the visit and any pertinent information in
your iPAQ’s ROC. When prompted, record the
language. Do not ask the SR but make your
best guess. See Section 4.11 for more
information.

07

REFUSAL

The screening respondent
you are talking with refuses
to allow you to proceed
with the screening process.

Tactfully try to persuade the respondent to
answer the few screening questions (see
Chapter 5 for information about overcoming
refusals and obtaining participation).

DO NOT antagonize the respondent. Leave
the door open for an attempt to convert, either
by you or someone else. This decision is up to
your FS.

As well as possible, determine the reason for
the refusal.

Record the visit in your iPAQ’s ROC. The iPAQ
will prompt you to indicate a refusal reason.

Note in the ROC if there is another eligible SR
at the household.

Make detailed notes while the incident is still
fresh in your mind. By recording what
happened, you will greatly assist your FS in
deciding how to handle the case and will help
the next Fl, if someone else tries to convert the
case.

08

UNABLE TO
LOCATE SDU

You are unable to
determine the exact
location of the SDU.

Ask first for directions to the general area. Ask
at the police station, the fire department, or
other public place. If needed, you may give an
exact address as long as you DO NOT state
the specific reason you are trying to find the
unit. Mentioning you are an interviewer
contacting the unit for participation in an
important national survey is fine—stating you
want to interview someone for the National
Survey on Drug Use and Health is not
acceptable.

Contact your FS for additional instructions.

Record the visit and any pertinent information in
your iPAQ’s ROC.
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Result | Result Code
Code Description Use This Code When... | Follow Up Actions to Take
09 OTHER — The situation you *  Record the visit in your iPAQ’s ROC and
SPECIFY encounter does not fit describe the situation in the comments section.

categories.

into any of the above

The iPAQ also asks you to record the type of
‘other’ case from the following list of possible
sub-categories:

—  Screening breakoff

— Selected wrong line number

— Added in error

— Safety issue

— Controlled access

— Possible vacant

— Possible vacation/not primary residence
— GQU is institution (GQU only)

—  Other listing problem

— Need to discuss with FS

— Something else, Specify

For Controlled Access situations, gain as much
information as possible (see Exhibit 4.7).

For possible vacant/vacation homes, attempt to
verify with an adult neighbor, landlord, or real
estate agent. For rural areas where neighbors
are scarce, a contact from the post office, fire
department or local town hall may be used if
they are familiar with the address.

Discuss with your FS how to handle the case.

FINAL SCREENING CODES

Final screening codes indicate the case is finished. This means either screening information was

obtained OR the SDU is ineligible for the study (e.g., vacant) OR you were unable to obtain the screening

information. Be sure you have completed all suggested relevant steps described in the pending codes

section and have consulted your FS on any additional possible steps before requesting permission to

finalize a case where you could not obtain screening information. If all attempts fail, your FS must agree

the case is complete before giving you approval to assign the final code. The list beginning on the next

page describes the final codes.

A complete list of both screening and interview result codes is included in Appendix B. For your

reference, examples are provided.
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SDUs That Are Ineligible for the Study

Result
Code

Result Code
Description

Use This Code in This Situation

10

VACANT

Assign this code only after verifying with an adult neighbor, landlord, or
real estate agent that the unit is vacant. For rural areas where neighbors
are scarce, a contact from the post office, fire department or local town
hall may be used if they are familiar with the address. The iPAQ prompts
you to complete the verification information.

13

NOT A PRIMARY
RESIDENCE

Assign this code after verifying with the current or temporary residents, an
adult neighbor, the landlord, or real estate agent that the unit is not used
as a primary residence during the quarter (that is, it is only a weekend or
vacation home). To qualify as a primary residence, the residents must
spend the majority of their time living at the DU. In rural areas, verify with
the post office, fire department or local town hall as needed. The iPAQ
prompts you to obtain verification information.

Note: If you are screening a resident of the DU and they will not live there
for 1/2 or more of the quarter, see code 26.

18

NOT A DWELLING
UNIT

Assign this code after verifying with an adult neighbor, landlord, or real
estate agent that the unit does not meet our definition of a dwelling unit
(see Section 3.4). Possible examples are units that have been
demolished or merged with another unit, a unit used by a church or
nonprofit organization as a meeting facility, or a unit used only for
business or storage. In rural areas, verify with the post office, fire
department or local town hall as needed. Enter the verification information
when prompted by the iPAQ.

19

GQU LISTED AS HU

If the GQU was listed incorrectly as an HU, use this code. Record
information about the structure, including the type of group quarters
(dormitory, shelter), how the units would be listed (rooms, beds, persons),
and a contact person. Check with your FS for further instructions.

20

HU LISTED AS GQU

If an HU was listed incorrectly as a GQU, use this code. Check with your
FS for further instructions.

22

ALL MILITARY

The iPAQ automatically assigns this code if during screening all DU
members are found to be United States military personnel on active duty.
Persons on active duty in the military are not eligible for NSDUH. Be sure
to enter the verification information in the iPAQ as prompted.

25

NO ELIGIBLE SDU
MEMBERS

When all DU members listed on the screening roster are changed to
ineligible status, the iPAQ automatically assigns this code at the end of the
screening. It is not available for you to assign in the iPAQ ROC. Enter the
verification information in the iPAQ.

26

WILL RESIDE / HAS
RESIDED IN DU LESS
THAN 1/2 OF QUARTER

This code is automatically assigned by the iPAQ during the screening
when no one in the DU will live there (or has lived there) for most of the
time during the three months of the quarter. This code should only be
used when speaking with a resident of the DU, otherwise see code 13.
Enter verification information in the iPAQ.

29

LISTING ERROR

If you encounter an SDU that should not have been listed during the
Counting and Listing phase, check with your FS who may check with RTI's
Sampling Department, if needed. Possible situations include:

¢ DUs listed outside the segment boundaries.

¢ Invisible DUs (e.g., a fourth unit in a 3-unit structure).

* DUs listed twice on the original List of DUs.

¢  GQUs that are institutions and therefore ineligible.

Assign this code once your FS has approved. Document the situation in

the ROC Comments section.
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Screening Not Obtained

Result Result Code
Code Description Use This Code in This Situation

11 NO ONE AT DU - If repeated visits at different times of the day and days of the week have
REPEATED failed, use this code once your FS has given approval.

12 SCREENING If repeated visits at different times of the day and days of the week have
RESPONDENT (SR) failed, use this code once your FS has given approval.
UNAVAILABLE -

REPEATED

14 INCAPABLE We expect this code to be used rarely. However, if no one at the unit is
able to respond meaningfully to the screening questions, use this code
once your FS has given approval. When prompted, indicate whether the
respondent is physically or mentally incapable to the best of your
knowledge. If both limitations are present, indicate the one that is most
limiting to participation and include comments in the ROC to document the
situation.

15 LANGUAGE BARRIER | Again, this code should rarely be used. If there isn’t a translator, use this

— SPANISH code once your FS has given approval.

16 LANGUAGE BARRIER | This code should rarely be used. If there isn’t a translator, use this code
— OTHER once your FS has given approval.

17 REFUSAL If all attempts to convert the refusal have been unsuccessful and your FS
gives approval, use this code. The iPAQ will then prompt you to enter a
refusal reason. Be sure you have made accurate notes about the
situation.

21 DENIED ACCESS If after many attempts you are UNEQUIVOCALLY denied access to the
door of the SDU, use this code once your FS has given approval.

23 OTHER—SPECIFY Use this code for all cases that do not fit any of the above categories. Be
sure you have fully described the situation to your FS, and he/she has
given approval to use this code. Be sure to document the
circumstances. The iPAQ also prompts you to choose the applicable sub-
category for the situation from the following list:

— Added in error
— Safety issue
— GAQU is institution (GQU screenings only)
— Something else, Specify
Technically, a GQU found to be an institution is a listing error and should
be finalized using code 29. However, some Fls incorrectly use the ‘other’
code, so having the “GQU is institution” sub-category available helps RTI
staff who must re-classify the case.
Screening Completed
Result Result Code
Code Description Use This Code in This Situation

30 NO ONE SELECTED The iPAQ automatically assigns this code at the end of the screening
FOR INTERVIEW when a resident of the dwelling unit has provided the screening

information, but no one listed on the roster was selected for the interview.
Enter the verification information when prompted.

31 ONE SELECTED FOR The iPAQ automatically assigns this code at the end of the screening
INTERVIEW when one DU member is selected to be interviewed. Next you add

another call record and enter the interview result code for the interview
case. This code is discussed in Section 7.3.2.

32 TWO SELECTED FOR The iPAQ automatically assigns this code at the end of the screening
INTERVIEW when two DU members are selected to be interviewed. Next, add another

call record for each interview and enter the appropriate interview result
code for each case. This code is also discussed in Section 7.3.2.
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4.4.2 Recording Comments

The comments area of the ROC gives you space to comment on the situation. Comments
should be:

* Informative — record appointment times, best times to return, who you talked to, or if no
adult was home, record which cars were in the driveway.

» Helpful — note relevant information for you to use in preparing to return or when
discussing the case with your FS. If a case gets transferred to another FI, the notes are
very important to the new FI to understand what has happened.

*  Concise — Explain your comments directly, leaving out unnecessary words or
information. Your comments must be easily understood by you, your FS, other FIs, and
project managers. Exhibit 4.1 lists suggested standard abbreviations for ROCs.

Examples of good ROCs:
* CB after 7:00 PM
*  2:30 Sat appt
* W M 15ish said parents home after 8:00
* Hisp F 60s Send SPAN letter

When entering ROCs, only include relevant information. For example, there is no need to enter
“No one home” for a code 01—the result code already provides that information. Also, keep your
comments appropriate and nonjudgmental. Never include anything you would not want the resident to

see; ALWAYS remain professional.
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Exhibit 4.1

ROC Abbreviations

PROJECT ABBREVIATIONS

R
SR
Fl
Q&A
DU

STANDARD ABBREVIATIONS

days of the week
F

M

B

w

Hisp

SPAN

INFO

REF

respondent (for the interview)
screening respondent

field interviewer

Q&A brochure

dwelling unit

(with 3 letters)
female

male

black

white
Hispanic
Spanish
information
refused

SUGGESTED HELPFUL ABBREVIATIONS

CB call back (or come back)

APPT appointment

AM morning

AFTRN afternoon

PM evening

NGHBR neighbor

GTKPR gatekeeper

WKND weekend
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4.5 Lead Letters

Prior to the start of each calendar quarter of data collection, RTI automatically generates an
introductory lead letter for each SDU with a complete mailing address in an assigned segment. A copy of
the lead letter is in Exhibit 4.2. These letters, along with pre-stamped, window envelopes, the Selected DU
List, and your packet of segment materials, are sent to you once your FS makes the assignment.

The SDUs in each segment are grouped into partitions, and may not all be assigned at one time.
Remember, the last column on the Selected DU List indicates to which partition each SDU belongs. Only
prepare and mail letters for the cases assigned by your FS. When talking with your FS, he or she will tell
you exactly which partition(s) are assigned to you at the start of the quarter. For example, if only the
Partition 1 cases are available, only send letters to the SDUs with a 1 in the last column. Keep all remaining
letters. Your FS may assign you Partition 2 and possibly cases from any other remaining partitions later in
the quarter. No new letters will be generated.

Once the correct letters have been pulled from the pile, check all the addresses carefully for any
without mailable addresses (e.g., check for those listed with just a description). Do not send letters to these
SDUs as they cannot be delivered. If you are able to determine the physical address prior to contacting the
DU, do NOT handwrite the address on a blank lead letter and mail it. Only pre-addressed lead letters
should be mailed to respondents. When you visit an SDU without a mailable address, give the residents a
lead letter from your supply of generic padded letters. Do not use any of the pre-printed letters which
include SDU addresses/descriptions, as this could compromise confidentiality. Also, do not leave blank or
addressed lead letters at the SDU door, as this requires National Field Director approval.

About one week prior to working an area, print the date on the line at the top and print your name
neatly on the letters to personalize them. Printing your name legibly on the letter, instead of signing it
gives the reader a good impression of both you and the study and also provides a name which can help you
during your initial contact. Place one prepared letter in each of the pre-stamped envelopes so the pre-
printed address shows through the window, seal, and drop them in the mail. Folding the letter directly
below the first sentence of the first paragraph helps the letter fit correctly into the envelope. Before sealing
the envelope, be sure the full address is visible in the window, even when the letter is shaken up and down.
Mailing the letters close to the time you will be in the area means residents will be more likely to remember

receiving the letter.

4.6 Organizing Your Materials

Each FI will develop an individual approach to organizing the materials needed for this complex
project (see Chapter 12). Before going to the field, be sure you have all the materials and supplies—
including the segment materials—you will need for both the screening tasks as well as any interviews you
will conduct with selected respondents. Carry the necessary interviewing supplies—including the laptop—
with you to the door so you are ready to conduct an interview on the spot.

Also before you leave, check the date and time on your iPAQ by looking at the top of the Select
Case screen. If the date/time is incorrect, transmit to RTI so it can be corrected. (Transmission instructions

are provided in Chapter 6 of the FI Computer Manual.)
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Exhibit 4.2 Lead Letter

ot .
&
:1" DEPARTMENT OF HEALTH & HUMAN SERVICES
!
Vo U.S. Public Health Service
Center for Behavioral Health Statistics and Quality
Rockville, MD 20857 . 2014
Dear Resident:
To better serve all people across the nation, the United States Public Health Service (USPHS)
is conducting a national study on health-related issues. Your address was randomly chosen
along with almost 200,000 others from across the country. Research Triangle Institute (RTT)
is under contract to carry out this study for the USPHS. Soon, an RTI interviewer will be in
your neighborhood to give you more information.
When the interviewer arrives, please ask to see his or her personal identification card. An
example of the 1D card is shown below. The interviewer will ask you a few questions, and
then may ask one or two members of your household to complete an interview. It is possible
that no one from your household will be chosen to be interviewed. You may choose not to
take part in this study, but no one else can take your place. Every person who is chosen and
completes the interview will receive $30 in cash.
All the information collected is confidential and will be used only for statistical purposes.
This is assured by federal law. This letter is addressed to “Resident™ because your address was
selected, and we do not know your name. Feel free to ask the interviewer any questions you
have about the study.
Your help is very important to this study’s success. Thank you for your cooperation.
Sincerely,
Image of identification badge
National Study Director,
Center for Behavioral Health Statistics
and Quality
National Field Director, RTI
Assigned Field Interviewer
Confidentiality protected by the Confidential Information Protection and Statistical Efficiency Act of 2002 (PL 107-347)
Authorized by Section 505 of the Public Health Service Act (42 USC 290aad)
Approved by Office of Management and Budget (OMB Approval No. (930-0110)
2014 NSDUH Field Interviewer Manual
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4.7 Initial Approach

The confidence you display as a result of your careful preparation will increase your chances of
obtaining participation. You will mail a lead letter to each assigned SDU with a complete mailing
address. You will be given an additional supply of letters to hand out at your initial contact if the resident
requests one, doesn’t remember receiving one, or did not receive one due to mailing difficulties.

Approach the door confidently, with a positive attitude with your iPAQ displaying the Study
Introduction screen. Be sure your RTI photo ID badge is prominently displayed, and be aware of your
surroundings as you approach the unit. Check—and double check—you are at the address selected and
displayed at the top of the iPAQ screen.

4.8 Your Introduction
Your introduction at the door should be brief and clear, using easily understood words so the
respondent gets a general idea of what to expect from the study. The introductory screen on the iPAQ is

shown below.
Study Introduction

Line 013 110 Pond Street

While you do not have to read this exact text, you
must convey the same 4 points in your introduction.
NOTE: This is the ONLY iPAQ screen on which you can Hello, my name is Pat Jones with

improvise—it does not have to be read verbatim. However, Research Triangle Institute in
North Carolina. We are conducting

a nationwide study sponsored by
using this text as much as possible in your introduction the U.S. Public Health Service.

the screen is worded in a concise and direct manner, so

helps ensure you cover all four required points. Especially
for new FIs on the project, it is suggested you read or
memorize this text to cover the four necessary points. The You should have received a letter

introduction points you must include are: explaining the study.

*  Your name HAND R COPY OF LETTER IF NEEDED

*  You represent Research Triangle Institute

*  Sponsor is the U.S. Public Health Service

¢ Mention the lead letter Span Exit @

Know what you are going to say so you can maintain eye contact. If you choose to give your
introduction in your own words, be very careful not to state or imply you are with the Public Health
Service or you are a government employee.

If the respondent did not receive the letter, provide a copy. Be prepared to summarize the

contents of the lead letter in your own words.
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4.9 Eligible Screening Respondent and Address Verification
You will then need to determine if an eligible screening respondent is available and if the address

you have in the iPAQ is correct.

For this study, an eligible screening respondent (SR) is:

¢ aresident of the DU, AND

* an adult (age 18 or older)

Keep in mind three rules for the NSDUH:

No proxy screenings are allowed.

Information from a resident under the age
of 18 is acceptable only in the case of a youth who is 17 years old and living
independently without a parent or guardian residing in the home or when a young person
is serving as the translator for an adult SR who does not speak English.

NSDUH is a personal visit survey.

All data are to be collected in-person, not over the telephone. Fls found to be
conducting telephone screenings in the past have been terminated. No telephone
screenings are ever allowed.

Answers must come from a member of the household.

All responses to the screening questions must come from an adult resident of the
household. Do not query neighbors for household composition, or record answers based
on your observations of household members.

If an eligible screening respondent is not available, consider leaving a “Sorry [ Missed You” card

indicating you will return. Do not leave the card where it is easily seen from the street, as this may

indicate to others the residents are away. Before you start working, discuss with your FS the practice of

leaving these cards in the area where you will be working. DO NOT leave your telephone number on this

card or on any other materials left at the homes of potential respondents. This rule exists for your

personal security.
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Once you are speaking with an eligible screening respondent, verify with the SR you are at the

correct unit and have the physical address of the unit recorded accurately in the iPAQ.

410 Informed Consent
Next, give the respondent a copy of the Study

Description to read and to keep. Read aloud from the text on
the iPAQ Informed Consent screen, shown to the right.
Consider memorizing this important script in order to
present this important information accurately while
maintaining eye contact with the respondent.

Never ask the respondent to return the Study
Description — the copy you provide at the Informed Consent
screen is theirs to keep. If the respondent tries to give the
Study Description back to you, politely encourage them to
keep it by saying something like, “That is your copy to keep,
for reference.” If the respondent still insists on returning it,
you may accept it. You should also make a note of this in
the Record of Calls.

These informed consent procedures protect

respondent rights and must be followed precisely at every SDU you visit.
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The Study Description, as shown in Exhibit 4.3, indicates:

1. The information respondents provide will be handled in the strictest confidence.
2. Their participation in the study is voluntary.

By law, each participant in the NSDUH must first be informed of the individual’s rights and then agree to
participate based upon that knowledge. By reading the introductory text shown and providing the Study
Description for the respondent to keep as instructed, you give the respondent the information to make an
informed decision about participation (Note: the Study Description is part of the informed consent process
and should NOT be handed out when trying to gain participation, rather used only as directed during the
screening and/or interview). Another important component of respondents’ right to informed consent is
an explanation of any potential risks or benefits associated with participation. Since RTI began
contacting households for this survey, the field staff have conducted close to three million screenings and
almost one million interviews—all completed with no reported incidents involving a breach in
confidentiality or any problems as a result of respondents' participation in the survey. Based on this
information, the RTI's Office of Research Protection determined participation in this study does not pose
any known risk to its participants.

The goal of these introductory screens is to give the resident enough information to gain his or
her confidence so you can continue with the screening process. The iPAQ screens are worded carefully to
provide the necessary information to the resident in a concise, direct manner.

Although this usually goes smoothly, there may be special situations requiring more effort on
your part to be sure all respondents are fully informed. Consider the following:

* SR cannot read: Read the Study Description aloud to the SR

* SR only speaks Spanish: If you are an RTI-Certified bilingual FI, use the Spanish version

of the Study Description, reading the text aloud if the person cannot read. If you are not
certified and are using a translator to obtain the screening information, provide the Spanish
version for the SR, asking the translator to read it aloud if the SR cannot read.

* SR only speaks another language other than English or Spanish: Ask the translator to

translate the content of the Study Description, reading it aloud to the SR.
Additional details for handling language barriers are provided in the next section.

You are responsible for following these procedures which include covering the information on

the Study Introduction screen, reading the Informed Consent screen, and providing a copy of

the Study Description as explained in this section. Doing so ensures all residents are fully informed of

their rights before they participate and contact with each SDU is standardized.
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Exhibit 4.3  Study Description

2014 NSDUH Field Interviewer Manual
September 2013 4-18 Chapter 4 — Contacting Dwelling Unit Residents



4.11 Handling Language Barriers

In certain areas when someone initially answers the door, you may encounter a language barrier.

If the language is Spanish and you are an RTI-Certified bilingual FI, continue with your introduction in

Spanish. In other situations, follow these steps:

SR speaks only Spanish

1.
2.

Try to locate another eligible SR in the DU who speaks English.

Ask the person at the door about using another member of the household to serve as a
translator for the screening questions. Most households have access to someone, often a
young person, who can communicate well enough in both languages to interpret the
screening questions for the Spanish speaking SR.

If the person offers, you can use a friend of the household or a neighbor as the translator.
You are not to suggest this, since it raises concerns about the confidentiality of the
information. However, if the potential SR offers, it is permissible. (Note: The translator
is NOT the SR, but simply serving as a translator for the adult resident who is the SR.)

RTI provides a ‘Spanish Card’ which has this request for a translator from within the
household written in Spanish (see Exhibit 4.4). Side 1 says:

Hello — I'm sorry, but | don’t speak Spanish. I'm here because I'm
working on a nationwide health study sponsored by the U.S. Public
Health Service. This study is completely confidential.

Is there someone here that speaks English? If yes, can you please ask
him or her to come to the door2 Thank you.

Side 1: Explaining why I'm here—giving a brief description of the study—asking for a translator.

At the bottom of the card is a reminder in English of the content.

Show the card to the person at the door. Do NOT try to read the card out loud. (The only
staff qualified to read it do not need the card.)

If no one is available that speaks English, turn the card over. Side 2 says:

A Spanish-speaking co-worker will be coming back to speak with you
about this important study.

What day(s) and what time(s) would you prefer that a Spanish-speaker
come back to speak with you? Please circle the day(s) and time(s) of
your preference. Thank you.

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY
[Monday] [Tuesday] [Wednesday] [Thursday]  [Friday] [Saturday] [Sunday]

9:00 AMTO 12:00 PM  12:00 PMTO 3:00 PM  3:00 PM TO 5:00 PM
5:00 PMTO 7:00 PM  7:00 PM TO 9:00 PM

Side 2: A Spanish-speaker will be returning—what days and times are best?
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Provide a pen to the person at the door to circle the best day and time for a bilingual
interviewer to return. Thank the person for their help.

When completing the ROC for the case, enter the marked days and times so the bilingual
FI has access to the information. Be sure to later discuss the situation with your FS, so
the case can be transferred.

As needed, continue to visit the household at different times of day on different days of
the week in an attempt to find someone that speaks English. Be sure to talk with your FS
about the case.

Record the visit and any pertinent information in the iPAQ’s ROC.

SR speaks another language

1.
2.

Try to locate another eligible SR in the DU who speaks English.

Ask the person at the door about using another member of the household to serve as a
translator for the screening questions. Most households have access to someone, often a
young person, who can communicate well enough in both languages to interpret the
screening questions for the SR.

If the person offers, you can use a friend of the household or a neighbor as the translator.
You are not to suggest this, since it raises concerns about the confidentiality of the
information. However, if the potential SR offers, it is permissible. (Note: The translator
is NOT the SR, but simply serving as a translator for the adult resident who is the SR.)

RTI provides a card which has this request for a translator from within the household
written in several other languages (see Exhibit 4.5). (See the text for Side 1 of the
Spanish card for the English translation.) Included languages are:

Arabic Korean
Chinese Polish

French Russian

German Tagalog

Italian Vietnamese

You are NOT expected to be able to choose the appropriate language for the person.
Simply show the card to the person in hopes they will recognize their language on the
card. If, however, you are positive you know the language of the household, point to the
appropriate language as you show the card. Only point if you are certain, as guessing
incorrectly may be confusing to the person.

The card has the text translated into the top 10 languages spoken at home in the United
States (besides English and Spanish) according to the U.S. Census Bureau. Similar to
Spanish, which includes numerous dialects from various countries, the above languages
are general categories. For example, Chinese includes both the Mandarin and Cantonese
dialects.
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Screening Call Record

4. Record the visit and any pertinent
information in your iPAQ’s ROC. XX10B10037 400 Jefferson Drive
Note: you will only use a language RESULT: ‘06 P Lang bar - other v ‘
barrier code (such as 05 or 06) if the
languag§ barrier prevgnted you from COMMENTS:
completing the screening. If you were
older m only one home now. no lang on

able to complete the screening with card worked, said Hindi
another SR or through a translator, use
the appropriate final screening result

de.
code DO NOT CHANGE ROC DATE/TIME
UNLESS INSTRUCTED BY TECH SUPPORT
OR FS.
12312 [3]4]5]6e]7]8]ofo]-|=]«
TaquIwIeIrItIyIuIi IoIp []1]
c A . «
EIE Jilt]<]=
Commit Cancel %
5. For pending or final other language barrier codes, when prompted by the iPAQ, record

the language. Do not ask the SR, but make your best guess. If the language does not
appear on the iPAQ, choose Other Specify and then, when prompted, type the appropriate
language. If you do not know, indicate that on the Other Language Specify screen. Also
feel free to include any relevant comments on this screen.

6. Be sure to discuss the situation with your FS.
Keep in mind your goal is to obtain accurate screening information. Remember you cannot use a

translator for the interview, only for screening.
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Exhibit 4.4 Spanish Card

Hola - Disculpe, pero yo no hablo espafiol. Vengo
a visitarlo(a) porque estoy trabajando para un
estudio a nivel nacional sobre la salud, el cual es
patrocinado por el Departamento de la Salud
Pdblica de los Estados Unidos. Este estudio es
estrictamente confidencial.

¢Hay alguien aqui que habla inglés? Si es asf,
¢puede pedirle a él/ella que se acerque a la
puerta¢ Gracias.

Side 1: Explaining why I'm here—giving a brief description of the study—asking for a translator.

Un(a) compaiiero(a) de trabajo que habla espafiol regresard
para hablar con usted acerca de este estudio importante.

¢Qué dia(s) y a qué hora(s) preferiria que una persona que
habla espafol venga a hablar con usted? Por favor marque con
un circulo los dias y las horas de su preferencia. Muchas
gracias.

LUNES MARTES MIERCOLES JUEVES VIERNES ~ SABADO DOMINGO
[Monday] [Tuesday] [Wednesday]  [Thursday] [Friday] [Saturday] [Sunday]

DE 9:00 AM A 12 DEL MEDIODIA  DE 12 DEL MEDIODIA A 3:00 PM
DE 3:00 PMA 5:00 PM  DE 5:00 PM A 7:00 PM
DE 7:00 PM A 9:00 PM

Side 2: A Spanish-speaker will be returning—what days and times are best?
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Exhibit 4.5 Other Language Introduction Card
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Exhibit 4.5 Other Language Introduction Card (continued)
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4.12 Handling Controlled Access Situations
In certain situations, there may be assigned DUs in an apartment building, a group of buildings,

or an entire community which you can locate but cannot readily access the doors of the selected DUs.

This may be for many reasons, such as:

a guard, door person, or front gate personnel
security-coded door bells

access codes needed to open doors or gates

locked gates or gates with posted “no trespassing” signs
intercoms used to announce the presence of a visitor

key required to gain access to the entrance or doorbells.

Each of the above circumstances can present a unique set of problems when you attempt to

contact SDUs. In your review of your segment materials, make note of any possible access situations.

Usually, the person preparing the listing has already experienced—and resolved—the access problem.

While challenging, few of these locations are impossible to enter. FIs have been successful by

carefully observing the situation, contacting the proper personnel and providing a thorough explanation of

the study. Some tips that may help in gaining access include:

Always display your photo ID badge prominently.
Carry extra copies of handouts such as the lead letter and Q&A Brochure.

Be observant. Look for signs or plaques mentioning the name of the manager or owner
of the building.

Tell the guard or door person you are not selling anything, you are not going door-to-
door, and you have specific units to visit. Explain you have sent a letter (show copy) and
the individual residents were notified and may be expecting your visit. State this is not a
marketing survey.

Also explain selected respondents who complete the interview are given a cash incentive.
Most guards will not want to deny residents the chance to earn some extra money!
However, do not reveal the actual amount of the incentive—in some neighborhoods, $30
may not be a significant amount.

When needed, you may give the guard or door person a Door Person Letter (Exhibit 4.6).
This letter provides general information regarding the study and the reason for your visit,
and reiterates you are not selling anything. It also provides contact information if the
door person wants to verify your legitimacy. This letter should be used to support or
supplement your conversations with a guard or door person, not replace it. If your
assignment has SDUs in gated or locked buildings or communities that would benefit
from using this material, your FS will order a pad of Door Person Letters for you.

Be persistent. Go ahead and do your absolute best to gain entry during your initial visits.
Sometimes as more time goes by, the situation becomes more challenging. The guard

2014 NSDUH
September 2013

Field Interviewer Manual
4-25 Chapter 4 — Contacting Dwelling Unit Residents



may ask a supervisor about you without allowing you to present your story or may
become more stubborn about not allowing you to do your job.

If it becomes necessary to speak to a manager or owner, emphasize how important the
survey is and RTI has strict rules about privacy and confidentiality. Tell the manager the
interview is voluntary and you will give the respondent the opportunity to make an
informed decision about participating in the study.

If necessary, ask your FS to send a letter to the management of the location explaining
your visit and asking for their cooperation. The FS might find it necessary to contact a
housing board or association in person. Copies of the available Controlled Access Letters
are included in Appendix C.

A five minute video entitled “Your Important Role” can also be sent by FS request.
Exhibit 4.7 contains the script for this video.

In attempting to gain access to the property, ALWAYS be respectful of and comply with,
applicable federal, state and local property laws, including trespassing laws. Do not
attempt unlawful measures to enter a property [ex: climbing fences, etc].

In addition, a helpful chart with suggestions for dealing with a variety of controlled access
situations can be found in Exhibit 4.8.

Each situation is unique. You should diligently explore every avenue possible, remaining open to

methods or approaches that may vary considerably based on location. In most cases, you should gather

all relevant facts possible and complete the FI Segment Access Documentation Form (Exhibit 4.9).

Prepared with the details, call your FS to discuss a plan of action. Ongoing communication between

you and your FS is vital in dealing with any controlled access situation. Your FS has a copy of RTI’s

“Guide to Controlled Access Situations” plus information from the project management website about

controlled access situations identified during other phases of the study. Your FS can use these resources

to locate additional ideas about how to gain access to problem areas.
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Exhibit 4.6 Door Person Letter

&

P
s.*' —/ DEPARTMENT OF HEALTH & HUMAN SERVICES

) U.S. Public Health Service

Center for Behavioral Health Statistics and Quality
Rockville, MD 20857

Dear Building Representative:

To better serve all people across the nation. the United States Public Health Service (USPHS) is
conducting an important national study on health-related 1ssues. Kesearch Triangle Institute
(RTI). a non-profit research organization, is under contract to carry out this study for the USPHS.

A selected number of households within this building have been chosen at random to participate
in this study. We are requesting your assistance in contacting only those specific households,

We understand your responsibility to protect the residents of this building and want to provide
some important information about the study:

¢  We are not selling anything. This is not a marketing survey.

¢ A limited number of household addresses were randomly chosen to take part in this
study. We do not have any other information abour the residents other than their addrass.

¢  The selected households should have already recerved a letter ndicating that an RTI
interviewer will be visiting their address.

¢ The RTI interviewer only needs a few minutes of the residents” time to see if someons in
the household will be asked to participate in an interview.

e Ifselected. those completing the interview will receive a cash incentive.

®  The RTI interviewer should have already shown you his‘her personal identification badge
(an example 1s shown below). Ifnot, please ask to see it

Feel free to ask the mterviewer any questions yvou have about the study. Additional mformation
can be accessed on the smdy website at hitp://nsdubweb.rti.org or you may confact a study
representative anytime Monday through Friday between 9:00 a.m. and 5:00 p.n. (Eastern Time)
at .

Your assistance is extremely important to the success of this sdy. and we thank you in advance
for vour help.

Interviewer badge example:
Sincerely.

Image of identification badge
National Study Director,

Center for Behavioral Health Statistics
and Quality

National Field Director. RTI

2014 NSDUH Field Interviewer Manual
September 2013 4-27 Chapter 4 — Contacting Dwelling Unit Residents



Exhibit 4.7 Controlled Access Video Script

Your Important Role

This message comes to you from Research Triangle Institute in North Carolina.
RTI is a not-for-profit research organization affiliated with the University of North
Carolina, Duke University, and North Carolina State University. One type of research
we do here, survey research, involves talking to people all over the country. Sometimes
we ask for their opinions, and sometimes we ask for very detailed information. For this
study, participants are able to receive 30 dollars for completing the survey.

Right now, RTl is collecting information for the United States Public Health
Service through their annual National Survey on Drug Use and Health. The purpose of
this study is to provide Government administrators and policy makers, and the public,
with statistics on a variety of health related issues, including the use of tobacco, alcohol,
and non-medical use of a variety of drugs, as well as access to health insurance and
issues related to mental health.

What we call the “sampling process” is extremely critical in a scientific survey like
this one. The survey results are meant to reflect the entire American population which
obviously includes many individuals who don’t use drugs, alcohol, or tobacco at all. To
do this, a computer randomly selects smaller and smaller geographical areas, until
ultimately, a household address—not a name—is selected, and the people we interview
collectively represent the entire population of the United States.

It happens, as it should, that some of these addresses are located in residences
where we just can’t walk up to the door, such as secure buildings, gated neighborhoods,
and dormitories. In fact, some of your residences are among these selected addresses.
We are very aware that you are responsible for the security and privacy of your
residents, and we know that you don’t take that responsibility lightly.

I’'m speaking to you today to ask you for your help. Most of our selected
households are already aware that someone from RTI is coming to see them. We've
sent them a letter, explaining that one of our professional interviewers will be in the
neighborhood to provide additional information. This letter mentioned that they may
have the opportunity to earn a cash payment for their participation. Please understand
that we have nothing to sell, nor are we soliciting donations. We also want to make it
clear that participation is voluntary. But, the decision to participate or not is really up to
the selected residents, which is why we need access to some of the residential units.
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Exhibit 4.7 Controlled Access Video Script (continued)

Remember, we are not knocking on every door—we will only be visiting those
selected addresses to which we have already sent a letter.

The RTI interviewer will have an identification badge that is prominently
displayed. With your permission, he or she will contact only those households that were
selected through our sampling process. You are welcome to provide information to our
interviewer on addresses that are vacant or seasonal and will not need to be visited.

Every RTI interviewer has been trained especially for this national survey. After
they introduce themselves, they explain the study and obtain permission to ask a few
screening questions to find out if anyone at the address is eligible to participate. If
someone is eligible, the interviewer will ask that person to take part in the full study.
They’ll spend between 45 minutes and an hour, at the participant’s convenience,
privately completing an interview on a laptop computer.

Our interviewers do not ask for, or record, a participant’s full name. The
information obtained remains confidential forever, protected by a number of safeguards.

At the end of this video, you'll see a listing of Website addresses where you can
access additional information about this study. Our interviewer or one of our field
supervisors will call on you again in the next few days.

In the meantime, please understand that the work we’re doing here is very
important, and that we’re making an important request. We understand general policies
regarding unwanted solicitation. However, residents at each selected address should
have the opportunity to decide for themselves whether or not they choose to participate
in this study. It is their own decision to make.

On behalf of the U.S. Public Health Service, and Research Triangle Institute,
thank you for your time and assistance.
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Exhibit 4.8

Controlled Access Issues and Possible Solutions

senellbe Potential Issues Possible Solutions
Access Type
1.  Ask someone if you can walk in with him/her (talk with
FS first)
2. Try to find out when mail carrier comes
3. If you've completed a screening or interview, try to get
back in touch with that person to gain entrance again
1. No labels, names ) . " . .
or numbers on 4. Look online for website to locate additional information,
intercom/buzzer such as a management contact, numbering system,
vacant apartments, open houses, etc.
5.  Once you gain access to the building, stay in until your
work is done
6. Buzz units at random to try to determine if it is a
selected DU
1. Ask someone if you can walk in with him/her (talk with
Intercoms/ FS first)
Buzzers 2. No intercom, but 2. Try visiting in the early morning or between 5-6pm (talk
(Locked has buzzer for each with FS first)
Buildings) unit. No one answers | 3. Speak with neighbor to see what time residents get
buzzer at the SDU home and go then (do not mention study name/subject)
4. After talking with FS, try to get in touch with
management to find out which units are not occupied
1. Have a friendly interaction with residents in hopes they
will allow you access (talk with FS first and do not
mention study name/subject)
2. Visit after school or work
3. No working 3. Enter good ROCs with information gathered from
intercom/buzzer residents
4. Try other doors/alternate entrances
5. Seek out mail carrier
6. Once you gain access to the building, stay in until your
work is done
1. Honk horn, loudly but nicely say “Hello!” from car, smile
1. Can’t get out of car and wave
Dogs/Animals | due to loose dog/ 2. Try back another time and enter good notes in ROCs
animals 3. Check with neighbor to find out when resident gets
home and try back then
1. Review the situation with FS before visiting
, , 2. Talk with FS about meeting with Housing
College/ gérHo?ﬁfselrng Director Director/administrator to explain the study
Student P ; 3. Have Housing Director or their designee escort you to
H : administrator) won’t
ousing allow access the SDUs
4. Set up screenings/interviews in common area with
specified dates/times for meetings (talk with FS first)
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Exhibit 4.8

Controlled Access Issues and Possible Solutions (continued)

Controlled . . .
Access Type Potential Issues Possible Solutions
1. Management/ ,
Board denies access See Guard section
1. Review the segment materials to see how the lister
gained access (or check with FS if this information is
not available)
2. Wall around 2. Search for alternate entrances, walk thru gates, service
community, keypad entrances, golf cart path
access, no on-site 3. Go through the gate at the same time as someone else
personnel, no if there is no indication that this is illegal and you're
security or comfortable doing this (talk with FS first)
management 4. Park outside community and walk in if there is no
information posted indication that this is illegal and you're comfortable
Locked/Gated doing this (talk with FS first)
Community 5. Look online for website or talk with FS to locate
management contact, community information
1. Review the segment materials to see how the lister
3. Only one car can gained access (or check with FS if this information is
get through eqtrance not available)
per time; requires 3 h for alt ¢ ¢ Ik th ; ,
code to get in or out 2. earch for alternate entrances, walk thru gates, service
entrances, golf cart path
4. Small " 1. Get resident’s attention, honk horn
. Small community .
[5-6 houses] behind | 2 ‘Vaitatgate S .
protective gate 3. Follow someone in if there is no indication that this is
without a guard illegal and you’re comfortable doing this or look for
another entrance
1. Show Authorization Letter
2. Advise guard that residents have been informed you
are coming, may have appointments. Give Doorperson
Letter
1 Can't get ) 3. Go back when a different guard is on duty
. Can’'t get pas . .
Guard guard 4. Build rapport, make them feel important
(Apartment 5. Have your hands full, may not stop you
Buildings, 6. Look like you belong, dress professionally, wave and
High Income smile when walking or driving in
Neighborhoods, 7. Ask guard for the name of their supervisor or someone
etc.) else you can talk to
1.  Gather all contact information for FS
2. Guard says you 2. Give Doorperson Letter
need to talk to 3. Discuss with FS (do not contact management directly)
management 4. Determine if you can make direct contact with a
resident who will grant you access
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Exhibit 4.9 Fl Segment Access Documentation Form

NSDUH
FI SEGMENT ACCESS DOCUMENTATION FORM
Segment ID# Quarter_____ Date
City/Town County
FlI Name Fl Gender: M F
FS Name FS Gender: M F
RS Name RD Name

Phase: C/L S/l (If S/l please complete the next 3 items)
Exact No. of Unactivated SDUs in CA Situation
Exact No. of Pending Screenings in CA Situation (only include activated SDUs)
Exact No. of Pending Interviews in CA Situation

DU Type
Single Family DU Apartment Complex/Community/Development
College/University Military Base
Boarding School Shelter

Type of Situation (check all that apply)
Apartment Building (garden style) Locked Building
Apartment Building (high rise) Locked Gate
Gated Community Security System
Retirement Community No Trespassing Signs
Assisted Living Center Front Desk Attendant
Job Corps Facility Building Without Attendant
Halfway House Intercom/Buzzer with Labels
Drug Treatment Facility Intercom/Buzzer without Labels
Home for mentally/physically challenged On-site Manager
College/University Off-site Manager
Boarding School Weather
Military Base Bad Road
Shelter Guard Dogs

Other, Specify

Complete Name of Property (apartment complex, community, development, etc.):

Demographics of Population (include age, race and income level of community):

Description of Situation (include type of situation, contact with management or residents to date,
method of contact, and dates of contact):

(OVER)
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Exhibit 4.9

Fl Segment Access Documentation Form (continued)

Contact Information (if for college/university or military base, see below):

Name of Contact Person

Title of Contact Person

Gender: M F

Phone number
Street Address

Fax Number (if applicable)

City

State

Zip

Specific Concerns of Contact Person/Management/Respondent (describe their concerns):

College/University/Boarding School

Name of Contact Person

Gender: M F

Title of Contact Person

Ph.D.: Y N

Full Name of School

Types of Facilities Involved (dormitories, fraternities, student apartments)

Complete Names of Facilities Involved (example: Cox Hall)

Number of Selected Rooms in Each Facility

Address

City

State

Phone Number

Military Base:
Branch (circle one):
Name of Contact Person

Air Force

Fax Number (if applicable)

Army Coast Guard

Zip

Marines Navy

Rank (if active duty)

Gender: M F

Title of Contact Person

Full Name of Base

Address

City

State

Phone Number

Zip

Fax Number (if applicable)

8/07
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REVIEW OF CHAPTER 4

Contacting Dwelling Unit Residents

To assist your learning process, read the following summary of key points in this chapter. Following the

summary are several questions to ask yourself, along with space to record your answers and other notes if

you would like. These questions will help you identify those areas you understand, and pinpoint the areas

where you would benefit from re-reading a particular section.

SUMMARY

The first steps you will always take when contacting DUs will be done at home:
organizing your materials and planning your work.

The entire screening process, from when you are locating a DU to asking specific
screening questions, is coordinated with your handheld computer, the iPAQ.

The history and results of each contact with a DU are recorded in the iPAQ’s Record of
Calls or ROC. You will assign a result code, either pending or final, to each entry you
make in the ROC.

You will prepare and send a lead letter to each SDU (with a mailable address that is in the
released partition) in your assignment prior to beginning work in an area. The purpose of
this letter is to introduce you as a professional interviewer who will be visiting their home
in regards to an important national study.

When introducing yourself at the door, your approach should be friendly and professional
using concise and clear language that covers the four required points.

After your introduction, three important steps are necessary to begin the screening:
locating an eligible screening respondent (an adult resident), verifying the address, and
providing informed consent information.
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QUESTIONS TO ASK YOURSELF

1. When you have a sufficient number of cases to work (such as at the beginning of a quarter),
what is the absolute minimum number of hours you should spend in the field on each trip (not
including travel time)?

2. What time periods during the week are your most productive working hours?

3. Where are all of the SDUs in your segment listed?

4. Build Case ID numbers from the following information.

The DU: is located in Ohio in segment 13B0.
is an HU listed at line number 184.

The DU: is located in segment 09B2 in Georgia.
is an HU listed at line number 072.

5. Assign a code for the following situations.
You approach a house and all of its residents speak only Polish.
At an apartment, the only adult at home is the babysitter.

You drive to a house that looks like no one is home—there are no cars in the driveway,
you knock on the door and there is no answer.

6. Who mails the lead letters to SDUs with mailable addresses?
7. When should lead letters be mailed?

8. What entries do you make on each lead letter before it is mailed?

9. Your FS assigns you all the Partition 1 SDUs in a segment. For which SDUs do you prepare
lead letters?

a. all SDUs on the Selected DU List.
b. all SDUs in Partition 1 on the Selected DU List.
c. all SDUs in Partition 1 on the Selected DU List that have a mailable address.

10. What are the two main points of the Study Description?
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5. OBTAINING PARTICIPATION

5.1 Introduction

Obtaining the trust and participation of a respondent to complete a screening requires careful
preparation. Displaying confidence, knowing the study, and being comfortable with the equipment will
greatly increase your chances of success. However, that is not all you need to know. This chapter
presents some techniques handed down from experienced field interviewers and survey experts to deal
with reluctant respondents: being prepared and professional, listening to what a respondent is really

saying, and correctly addressing a respondent’s concerns—sometimes before they have been raised.

5.2 Tools for Obtaining Participation

5.2.1 Lead Letter
As mentioned in Chapter 4, before you begin working an area, you must mail a lead
letter to each assigned SDU. You have an additional supply of letters to hand to residents who either do
not remember receiving the letter or did not receive one because of an insufficient or incorrect mailing
address. Remember, do not leave lead letters at any SDU door—blank or addressed. Blank lead letters

are to be used during screening if needed.

5.2.2 RTI Photo ID Badge

Each FI working on this study will be issued a photo identification badge (see Exhibit
5.1). Remember: you must always wear your ID badge when working on the NSDUH. Wearing your

badge helps potential respondents verify who you are and your legitimacy as a professional interviewer
on the NSDUH. So be sure your badge is prominently displayed as you knock on the door of an SDU.
Also be sure to maintain your badge’s appearance, as an untidy badge may raise concerns with a potential

respondent. If your badge looks worn from use, request another one from your FS.

Exhibit 5.1 RTI Photo ID Badge
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5.2.3 SAMHSA FI Authorization Letter

You will also have a personal identification letter provided by SAMHSA, the sponsor of
the study. This letter shows SAMHSA formally authorizes you to work on the NSDUH for RTI (see

Exhibit 5.2). Show this to respondents or others who question your legitimacy as an interviewer.

5.2.4 The Q & A Brochure
Entitled “Answering Your Important Questions,” the Q&A (Question and Answer)

Brochure (see Exhibit 5.3) provides a ready reference to the study, including answers to commonly asked
questions. You will have copies to give to people who ask for additional information or to leave when a
respondent is not available when you visit. You are also required to give a brochure to each adult
interview respondent or parent or guardian of a youth respondent (see Section 8.11.2). It is imperative
you study and learn the information contained in the brochure. In addition to showing the brochure, you
must be able to reference the information and discuss it in your own words.

5.2.5 NSDUH Information

With the importance given to statistics about substance use and abuse, you will have
handouts produced using survey data to offer to respondents. You may simply show these to interested or
hesitant respondents who wish to see proof about how the information is used, or you may give copies to

the respondents. The following will be provided to you:

. Highlights from the 2012 study (see Exhibit 5.4)

. Short Reports—relevant news briefs based on NSDUH facts
. Newspaper articles about the NSDUH

. “Who Uses the Data?”” handout (see Exhibit 5.5)

. RTI/SAMHSA Fact Sheet

It is critically important the interviewing process be standardized so all FIs have the same
materials available. Do not supplement your supply of handouts with information you may find on the
internet or from local publications.

However, in the fall of each year around the time of the SAMHSA press release announcing the
results from the previous year, RTI staff search for interesting, unbiased articles that could be used
nationally for the next survey year. If you wish, send any interesting articles released shortly after the
SAMHSA press release to your FS who will forward them to RTI for the review/approval/copyright
investigation process.

If you are ever contacted by government officials or the news media for an interview, contact
your FS who will pass along the information. Regional Directors and the National Field Director will
work with SAMHSA to respond to the request.
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Exhibit 5.2 SAMHSA Fl Authorization Letter
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Exhibit 5.3  Question and Answer Brochure
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Exhibit 5.3 Question and Answer Brochure (continued)
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Exhibit 5.4 Highlights from the 2012 Study
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Exhibit 5.4 Highlights from the 2012 Study (continued)
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Exhibit 5.5 Who Uses the Data?

National Survey on Drug Use and Health

WHO USES THE DATA?

+ The White House Office of National Drug Control Policy (ONDCP) uses the data to
track progress toward goals in the National Drug Control Strategy.

+ The Substance Abuse and Mental Health Services Administration (SAMHSA), an
agency of the U.S. Public Health Service, prepares statistical reports on substance use
patterns and trends.

+  SAMHSA uses the data to identify populations and geographic areas with particular
substance abuse problems so that federal resources can be used efficiently for prevention
and treatment programs.

+ The Partnership at Drugfee.org (formerly, The Partnership for a Drug-Free
America) uses the data to design media advertising campaigns for the prevention of
substance use and abuse.

« Based on the trends and patterns of substance use evident in the data, the National
Institute on Drug Abuse (NIDA) develops research programs targeted toward
populations and types of drug use problems where the need is greatest.

* University-based researchers use the data to conduct research on important
substance use issues, such as the risk and protective factors associated with substance
use, personal and societal consequences of substance use, and the impact of policy
decisions for dealing with the substance abuse problem.

« Substance abuse agencies at the state and local level use the data to assess the
potential need for treatment services and to design programs that fit the needs of
populations served.

« State and local health departments use the data to assess area substance use
problems and to develop appropriate funding strategies and prevention measures.

+ The U.S. Department of Education uses the data to inform drug use prevention and
education programs and provide educational materials for teachers and administrators.

« The U.S. Department of Transportation uses the data on driving after alcohol and
illicit drug use to develop prevention programs and materials on impaired driving.

« The Office on Smoking and Health, a part of the Centers for Disease Control and
Prevention (CDC), uses the data to study trends and patterns in youth tobacco use and to
develop strategies for reducing youth tobacco use.

* Newspaper, television, and radio reporters use the data in their stories on
substance use and abuse.

For additional information on these organizations and their use of NSDUH data,
please visit http://nsduhweb.rti.org and click on the "Who Uses NSDUH Data” link.
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5.2.6 A Prepared and Professional Interviewer
The single most important tool for obtaining cooperation is—YOU! A knowledgeable FI
who is organized and behaves in a completely professional manner at all times can usually convince even
the most hesitant respondent. This applies to all the people you may contact while working, not just

potential respondents. Keep in mind the following tips for making a good first impression:

. Wear your ID badge prominently.

. Step back when the respondent opens the door.

. Smile and make eye contact with the respondent immediately.

. Maintain a positive mental attitude.

. Be, look, and act professional.

. Be genuine.

. Let the respondent know the worth and importance of the study.

. Let the respondent know of his or her value and importance to the study.
. Listen for key words in any respondent objection and react accordingly.
. Be assertive, not aggressive. Have a positive presentation.

. Observe the surroundings.

. Follow the script in the iPAQ, but make eye contact with the respondent.
. Emphasize the address, not the individual, was chosen.

5.3 Importance of Interviewer Style

Your appearance and style of delivery establish an initial impression that can either alienate or
encourage cooperation. Your professional manner must be flexible to allow you to adapt to the situation.
Consider the basic elements of a professional approach:

. Show proper identification and supporting documentation.

. Display a thorough knowledge of the purpose of the project and its materials.
. Deliver a courteous straightforward presentation.

. Convey respect for the respondent.

Always be professional, but, also attempt to “fit in” to the neighborhood by dressing like the
majority of individuals in the area. The goal is to reduce respondent suspicion.

Good rapport is probably the most important tool of the interviewer. Rapport is established by
being sensitive to the respondent and the respondent’s living situation. During conferences with your FS,
discuss your approach to cases you have not completed and attempt to define the potential respondent’s
reaction. Be aware of how the respondent is reacting to you. Your goal is to learn to predict and even
modify respondent reaction. Once you can do this, you will be better able to appropriately counter

respondent objections and be more successful in obtaining cooperation.
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An abrasive manner is not desirable or acceptable. Although an aggressive interviewer can
occasionally “bully” respondents into participation, this tactic is unnecessary, inappropriate, unethical and
unprofessional.

On the other hand, an interviewer who is too passive will be unsuccessful. Passivity conveys a
lack of confidence or commitment to the survey. This attitude will not motivate neutral or uninterested
respondents. You must “win over” such respondents and convince them of the importance of both the
study and their participation. In essence, you must “sell” the value of the survey to each potential
respondent. To do this effectively, you must be thoroughly convinced of the importance of the work. If
you are not convinced of the project’s validity and importance, the respondent will not be convinced

either.

5.4 Explaining the Survey and Answering Questions

Y our screening introduction gives potential respondents a general idea of what to expect from the
study. Many people are satisfied with this explanation. Others will have questions or concerns. Use your
knowledge of the NSDUH, as well as your knowledge of survey research in general, to answer the
respondent’s questions and address any specific concerns.

If you do not know the answer to a question, offer to find out the answer either right away or
later, depending on how important it is to the participation of the potential respondent. If the respondent’s
participation rests on getting an answer immediately, offer to call your FS first and, if necessary, your RS
to resolve the problem.

Use the Q&A Brochure and other NSDUH materials with reluctant respondents. Be very familiar
with the contents of the brochure. In addition, some of the most common questions asked by respondents
and the appropriate responses are shown in Exhibit 5.6. Study these carefully so you become very skilled
in using this information. Another helpful reference is the FI Ideas Booklet, a compilation of tips from
veteran NSDUH FIs. This booklet contains excellent suggestions for ‘catch phrases’ and other tips for
success.

There are many excellent materials available for you to learn about the study. It is crucial you are
completely comfortable explaining the survey to potential respondents. However, please remember you
should NEVER write, circle or otherwise mark on the respondent materials. The only materials you
should write on are those materials that specifically instruct you to do so (ex: Sorry I Missed You Card,
Reference Date Calendar, Interview Incentive Receipt, Quality Control Form, Appointment Card, etc).

Only mark on these materials as instructed and do not include additional comments or notes.

2014 NSDUH Field Interviewer Manual
September 2013 5-10 Chapter 5 — Obtaining Participation



Exhibit 5.6 Answering Questions

Questions Possible Response

NSDUH asks questions about health-related issues
including individual experiences with and opinions about
the use or non-use of alcohol, drugs and tobacco.

“What's the study all about?” NSDUH data provide important information to those who
work in drug prevention, treatment, and research to
support prevention programs, and estimate the need for
treatment services.

Your address was randomly chosen through scientific
sampling procedures. It represents thousands of
households across the nation.

“Why Me? Why this house?” Once an address is chosen, no other address can be
substituted for any reason. This practice ensures the
NSDUH data represent the many different types of people
in the United States.

Absolutely. No answers will be connected with any
individual. Our interest is only in the set of all

“Will my answers be kept private?” responses.

Your name will never be identified with your answers.

Research Triangle Institute (RTI) is a nonprofit research
organization dedicated to conducting research that
improves the human condition.

“Who is RTI?”
Located in North Carolina, RTI performs various types of
laboratory and social research for government and
industrial clients.

The screening questions only take a few minutes. Once
“How long will screening take?” these are completed, we will know if anyone in your
household has been selected to be interviewed.

The time for the interview varies, but it generally takes
“How long will the interview take?” about an hour. Of course, each person may take a little
more or less time depending on that individual.

In order for our sample to represent all people living in
this country, we need people who do not use or know
about drugs to participate as well as those who do.

I don’t know much about drugs. The questions ask about other important health-related
“I don't do drugs. How can | help?” issues, including the use of other substances, such as
tobacco, alcohol and prescription medications. Even if
you do not currently use any of these items, it is
important for us to learn that information too.
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5.5 “Tips” on Obtaining Participation
To be successful at interviewing, you must develop your own particular style and then interact
with potential respondents in a way comfortable for you. When you are developing your style, please

keep the following “tips” in mind:

. A positive attitude is crucial when interacting with potential respondents and others
during your work. You need to feel confident about yourself and your knowledge of the
survey in order to create a positive atmosphere. If you approach the door with an air of
uncertainty, the potential respondent may not think this is important and be more likely to
say “no” when asked to participate.

. If you are not enthusiastic and knowledgeable about the study, the potential respondent is
not likely to be interested in participating.

. Persistence is key to gaining cooperation. For not-at-home cases, you must attempt to
reach someone at different times of the day and on different days of the week. Talk to a
neighbor to find out a time when the potential respondent is most likely to be at home.
Never leave any NSDUH materials, other than the “Sorry I Missed You” card, at the
SDU without first speaking with a resident.

If you are unable to persuade the potential respondent to participate during one of your
visits, say “I’ll come back when you are not as busy,” or “I’ll stop by the next time I’'m in
the neighborhood.” These statements leave the door open for recontact, since they imply a
respect for the person's reason not to participate at this time. If they have internet access,
suggest they look at the NSDUH Website (http://nsduhweb.rti.org). For your information,
the content of the respondent Website is shown in Appendix D.

. Stress the confidentiality of the survey, emphasizing answers are only reported as totals
and individual names are never associated with answers.

. Make sure every potential respondent feels how crucial he/she is to the overall success of
the survey. Respondents should know they are unique because, due to the precise nature of
the sampling procedures, no one selected for the survey can be “replaced” by someone else.

. Most people today are very busy and do not have much free time. They may not wish to
spend what free time they have to participate in a long interview. Instead of saying, “The
questions will take about an hour to finish,” try something more like, “The questions will
take about an hour to finish but the length varies and depends on the individual. Let’s
start and see how it goes.” Be honest but do not dwell on the time involved. Some
people will tell you they do not have an extra hour but will stand at the door and discuss
the survey with you for 45 minutes!

. It is often helpful to remember and use the words that the respondent uses when
addressing their concerns. For example, if a potential respondent said he/she had a sick
child and did not have time to participate, begin your recontact with “I hope your child is
feeling better.” Remembering these details can help build a positive relationship with the
potential respondent. Such “tailoring” of the approach conveys interest and respect for
the respondent’s situation and is often the key to obtaining cooperation.

. Finally, you must provide thorough documentation of all attempted contacts in the
Record of Calls on your iPAQ. Record the details of what happened during each contact.
It may give you useful information if you have to initiate further contacts, such as refusal
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conversion attempts. Review your documentation before the next contact and plan and
organize your approach.

5.6 Overcoming Objections

Most individuals are friendly and willing to cooperate but some individuals will have concerns,
objections, suspicions, or fears. What may appear to be a refusal to cooperate may be just an expression
of concern or a need for more information about the study, the procedures, or the background of the

research. The following points should help you to reduce or eliminate “refusals” when making contacts:

. Be your best professional self. A friendly, confident and positive manner—assertive but
not aggressive—will usually have positive effects.

. Believe in yourself and in the importance of the study. Do not invite refusals. An air of
apology or defeat can sometimes trigger a refusal. Assume the respondent will want to
participate.

. Know the study, its purpose, and its importance. Knowing the facts helps you be

prepared to confidently answer questions and counter concerns.

. Similarly, be able to explain the purpose of the study. Many individuals, especially those
50 or older, want to know how their participation will benefit others. If they feel there is
a benefit and they are performing a civic duty by participating, they will view the study
as less intrusive and be more likely to take part.

. Listen carefully to comments and try to determine the basis for objections. Then target
your responses to those objections or concerns.

. A little more detail about the study, the procedures, confidentiality, or the time involved
may answer the “unasked” question. Sometimes the best technique is to simply ask, “Is
there something more I can explain to you about your participation in this study?”’

Exhibit 5.7 contains common reasons given by respondents for refusing a screening or an

interview. Different reasons need to be countered with a different emphasis in response. Listen to the

respondent’s comments and tailor your response to the respondent’s concerns or need for information.
The exhibit chart lists common respondent reactions and additional thoughts on the possible situation as
well as examples of various responses for you to use.

If you are unable to overcome a respondent’s objections and the person simply will not consent to

the screening, then accept the refusal as courteously as possible and thank the person for his/her time. Do
not pressure, argue, or otherwise alienate the person. Whatever the circumstance of the refusal, always

remember to be professional, courteous, and friendly. Your goal is to leave the door open for another

contact by you or by someone else to secure a promise of cooperation.
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Exhibit 5.7

Countering Refusals

Respondent Says:

Keep in mind:

Your Response:

Refusal Report Code

| don’'t have time.

| am too busy.

Modern life can be very
demanding. On the day
you visited they may have
been particularly
overwhelmed.

Try to at least get through
the screening—the
person at the door with
“no time” may not even
be eligible for an
interview.

“My initial questions only
take a few minutes. If we
can get through those,
we’ll know about how
much more time is
required—if any.”

“I understand about being
busy. | will work around
your schedule and can
return at a more
convenient time.”

Offer the respondent a
choice, not a yes/no
question. “l can come
back. Would later this
evening be better, or shall
| return tomorrow?”

Too busy/no time/did too
many already

| already did too many
surveys.

Busy people may be
civic-minded and have
already participated in a
number of surveys.

Appeal to the
respondent’s sense of
civic responsibility and
pride—busy people may
be involved with many
activities because of a
social conscience.

Stress the importance of
the survey.

“It is so important that
each selected person
participate. You
represent thousands of
other people like you, and
no one can take your
place.”

Too busy/no time/did too
many already
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Exhibit 5.7

Countering Refusals (continued)

Respondent Says:

Keep in mind:

Your Response:

Refusal Report Code

| don’t want to give the
government personal
information.

| don’t like the
government and what
they are doing.

These people feel (to
varying degrees) that the
government is too
invasive and may know
too much already.

Persons may also object
to putting personal
information on a
computer.

“All your answers are kept
completely confidential.
Even | won’t know your
answers to the majority of
the questions.”

“We are only interested in
the totals of all responses
both nationwide and
statewide, not in
individual answers.”

“We are collecting data to
provide policymakers with
accurate information to
help them make better
decisions based on facts,
not politics.”

“The study began in
1971, and has provided
many administrations with
valuable information.”

Surveys/Govt. invasive/
teen exposure

| don't like surveys.

In the past, a ‘survey’
may have been a
disguised—and
unwanted—sales
promotion.

They may have political,
religious, or philosophical
reasons for not
participating.

Reassure the respondent
that you are not selling
anything, that you are
there on official business.
Show your ID badge and
your Authorization Letter.

Stress the importance of
survey research in the
formation of public policy.

“In order to learn about
the impact of various
programs, it is necessary
to conduct surveys to
allow the public to provide
input.”

Surveys/Govt. invasive/
teen exposure
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Exhibit 5.7

Countering Refusals (continued)

Respondent Says:

Keep in mind:

Your Response:

Refusal Report Code

| don’t want my child to
hear about the drugs in
the survey.

With the media coverage
of the drug use problem
among teens, parents are
rightfully concerned about
what their teen is
exposed to.

Suggest the parent use
the interview as an
opportunity to talk with
the child about his/her
opinions about drugs.

Give the parent a copy of
the Summary of the
NSDUH Questionnaire.
“Maybe it would help to
see the type of questions
asked in the interview.”

“Most youths these days
are aware after receiving
information through the
news, or through school
prevention programs or
courses.”

Surveys/Govt. invasive/
teen exposure

| don’t believe my

information is confidential.

How do you keep
information confidential?

Questions about
confidentiality don’t
always mean the
respondents are
distrustful. Listen
carefully to see if what
they really need is more
information.

“Names are never
connected with the
interview data, which are
entered into my laptop
computer. Once we
finish, the case is locked
and | cannot open it.
Each evening | transmit
completed cases to RTI
for processing.”

“All research and field
staff sign a pledge to
keep all information
completely confidential.”

“The information you
provide is protected under
federal law and can only
be used for statistical
purposes. Any violation
of the law is considered a
Class E Felony
punishable by fines and
imprisonment.”

Explain how the data are
gathered and transmitted.

Clarify confidentiality,
legitimacy, selection
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Exhibit 5.7

Countering Refusals (continued)

Respondent Says:

Keep in mind:

Your Response:

Refusal Report Code

How do | know you are
doing the work you say
you are doing?

Respondents may be
suspicious when they
discover the study asks
about drug use.

Show your SAMHSA
Authorization Letter. Use
the phone numbers on
the inside cover of your
Showcard Booklet. “You
may call my supervisor to
verify my work.”

Provide a Q&A Brochure
and point out the contact
information. “You can call
RTI if you have questions
about the study.”

Mention the NSDUH
Website as an excellent
source of information.
(http://nsduhweb.rti.org)

Clarify confidentiality,
legitimacy, selection

There is nothing in this for
me.

Some persons need to
see a direct personal
benefit before they will
participate.

“For those selected for
the interview, | will give
$30 in cash when the

interview is completed.”

“The results of this survey
provide government
policy makers at the
national and state levels
with the data they need to
evaluate existing
programs and plan for
new initiatives.”

“The results of this survey
provide researchers with
valuable insights about
the nature of the drug use
problem.”

“Nothing in it for me”/
uncooperative

| won't do it. Although uncommon, Always be pleasantand | “Nothing in it for me”/
there are people who are | professional. uncooperative
simply uncooperative and
may not even give the Try to convince the
reason for their refusal. respondent how important
the study and each
respondent’s participation
is to the validity of the
results.
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http://nsduhweb.rti.org/

Exhibit 5.7

Countering Refusals (continued)

Respondent Says:

Keep in mind:

Your Response:

Refusal Report Code

You can’t talk to my wife/
husband/ child. | am sure
he/ she wouldn’t want to
participate in this study.

Sometimes a person in
the household acts as a
gatekeeper controlling
your access to the
selected respondent.

A gatekeeper often has a
strong interest in what the
respondent does, and
may be a spouse or a
parent.

“l understand your
concern for your wife.
Her participation is very
important to the success
of our study and | would
like to talk with her about
it. First, what concerns
do you have about her
participation?”

Gatekeeper/Parent/HH
member disallow

| need to talk to my
husband/ wife first.

In this situation, you have
access to the right
person, but the
gatekeeper is still
influencing the behavior.

“Your answers are
completely confidential.
No one in your family will
see your answers.”

Explain the importance of
the study and that
selected households and
all selected respondents
cannot be replaced.

Never pressure an
uncomfortable spouse.

Gatekeeper/Parent/HH
member disallow

| think my (social) worker
sent you.

Persons in the welfare or
judicial system may have
concerns that you are

investigating their actions
or their household status.

“l work for RTI in North
Carolina, not for any
specific government
agency. RTI collects this
information on behalf of
the Substance Abuse and
Mental Health Services
Administration”

“Your responses are
completely confidential,
which means your social
worker will only know that
you participated in this
study if you choose to tell
him or her.”

Welfare/INS concerns
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Exhibit 5.7

Countering Refusals (continued)

Respondent Says:

Keep in mind:

Your Response:

Refusal Report Code

Are you with Immigration/
Customs/ INS/ ICE?

Non-citizens may be very
concerned about their
immigration status.

INS stands for
Immigration and
Naturalization Service

ICE stands for
Immigration and Customs
Enforcement

“l work for RTI in North
Carolina, not for any
specific government
agency. RTI collects this
information on behalf of
the Substance Abuse and
Mental Health Services
Administration™

“Your responses are
completely confidential,
which means no one in
immigration/ customs/
INS/ ICE will ever know
that you participated in
this study.”

Welfare/INS concerns

I’'m not feeling well.

The respondent has been
caught at a bad time.

“l am sorry. On my next
trip to this area, | will
come back to check with

you.

Too illlhouse messy/not
dressed

(This category is
situational and does not
generate a refusal letter.)

My house is too messy
for you to come in.

I’'m not really dressed.

The respondent feels the
situation is not good for
participation. You caught
the respondent at a time
when the temporary
circumstances are
causing trouble.

Weather permitting: “We
could sit outside.”

“I don’t mind waiting until
you are ready.”

“l can come back later.
Would this evening be
better or later tomorrow
afternoon?”

Too illlhouse messy/not
dressed

(This category is
situational and does not
generate a refusal letter.)

Some other situation or a
combination.

You are unsure of how to
classify the respondent’s
concerns. Perhaps there
are multiple concerns so
that choosing just one of
the above categories is
difficult.

Listen carefully to the
respondent.

“Is there something else |
can explain to you about
your participation?”

Need to discuss with FS

Make explicit notes to
assist you when you and
your FS discuss the case.
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Record the result code for the refusal in your iPAQ ROC, then indicate the specific reason on the

Refusal Report screen. (The refusal reason code is listed on the right in Exhibit 5.7.) Additionally,

record any pertinent facts or impressions about the situation in the Refusal Report Comments section.
When you transmit data from your iPAQ to RTI, the refusal report information automatically generates a
refusal conversion letter request unless you indicate the refusal is situational (i.e., ill, house too messy) or
you select “Need to discuss with FS” which places the refusal letter request “on hold”. The refusal
conversion letters, available in English and Spanish, are tailored to the primary refusal situations
encountered in the field. Copies of the refusal letters are provided in Appendix C.

The next day, your FS will see the refusal letter request on the project management website and
he/she can either release the letter or keep the letter on hold until you discuss the case. Once the FS
releases the refusal conversion letter, it is printed and mailed the next business day. As needed, check
with your FS so you can time your return to the SDU to roughly coincide with the receipt of the letter.

Do not rely on memory to recount to your FS the events surrounding the refusal. Making notes in
the iPAQ at the time of the refusal will help you adequately and objectively discuss the situation with
your FS. It will help your FS decide if a follow-up letter is appropriate to assist you or another FI in later
contacts. Once your FS has discussed a questionable refusal with you, he/she will determine the timing of
the printing and mailing of the letter, if appropriate.

Though refusals may be discouraging, learning to handle them professionally—and not
personally—helps in the long run. Do not allow refusals to change your positive attitude and approach
when interviewing. Even the best FIs experience refusals; it is not necessarily a reflection of your ability
as an interviewer. The important thing is to learn from the experience.

The next graph illustrates our interview response rate experience for the 2012 study. The
interview response rate is the proportion of those who complete the interview compared to the total
number of people selected to participate. As you can see, it can be more difficult to obtain the
participation of those above age 26+ (those more likely to be busy with jobs and families), but even

among this age group, almost three quarters-of all eligible respondents actually completed the survey.

2012 NSDUH Interview Response Rates by Age and Gender
(weighted percentages)

100%
80%
60%
Omale

40% Efemale
20%
0%

12-17 18-25 26+ Total
Age of Respondent
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5.7 Local Social Climate

Some refusals will occur no matter how effective and adaptive you are. These can be due to
factors outside your control and may or may not be situations you, or your FS, can counter.

High socioeconomic status (SES) neighborhoods can be tough either in gaining access to the
selected units, or in obtaining cooperation from wealthy residents who may not welcome strangers.

Experienced field staff suggest the following tips when working a high SES area:

. dress appropriately for the neighborhood

. never presume a respondent will not be friendly or willing to cooperate
. stress the random nature of the address selection

. state clearly, early on, you are not soliciting

. be even more willing to accommodate busy schedules.

For tips on dealing with controlled access situations, refer to Section 4.12.

If a neighborhood is experiencing a series of household break-ins or personal assaults, residents
may be particularly reluctant to let you into their homes. This type of information will be readily revealed
to you once you begin work in the neighborhood. If a respondent reports such circumstances, it is a good
idea for you or your FS to contact local police to inform them of your presence in the area. Also, you
may choose to wait and return to the neighborhood at a calmer time.

5.8 Using an Escort

Since our study uses a random sampling procedure, the neighborhoods selected will represent all
types of communities. In neighborhoods where residents are very suspicious or in areas where you feel
you are at increased risk, the use of an escort is allowed. In addition, your FS may suggest an escort if
you are working in an area where neighborhood suspicion is high and cooperation is low.

The use of an escort must be pre-authorized by your FS. Escorts must be another trained
Headway employee (i.e. another FI or FS). Work closely with your FS who will coordinate the plans for
an escort. Escorts should travel with you and act as a second presence in the area but usually should not
accompany you to the door. With our heavy emphasis on confidentiality, we want our approach to the
actual household to be as non-threatening as possible. Escorts are not to serve as translators. Escorts
should remain in the car or in a public area of the building while you work. As with any third party, this
person must not be present during the administration of the interview. (Authorized project observers are
the exception.)

Also, if you feel you may be at risk but do not feel an escort is required, another option is to

register with the local police department so they know you are working in the area.
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5.9 Working Safely

When working in what you feel may be a high-risk area, you should always discuss the situation

with your FS before working in the area. Following are some general tips on working safely and smartly.

Area

Be aware of the area—assess the situation and observe people. Stay alert and tuned in to
your surroundings. Know where you are going and walk with confidence.

Be proactive. Review your segment materials thoroughly prior to going to the area. Note
if the lister mentioned the need to go during certain hours, etc. If possible, make the first
visit to the area in the daytime in order to see what the area is like. Discuss the situation
with your FS and come up with a plan together.

Observe where you can find the nearest telephone, business, police station, fire station, or
public building, and know their hours of operation.

Put possessions in the trunk of your car before entering the area. Do not leave things
visible in your car, particularly your computers.

Carry the computer equipment as inconspicuously as possible.

If anyone asks who you are, briefly tell them who you are and what you are doing. If
someone in a car asks, reply from a distance: do not get too close to the car.

Park your car in a well-lit, convenient area. Move it as necessary as you work.

Walk in well-lit areas. Avoid taking short cuts through dark or wooded areas. Avoid
walking in areas where there are tall hedges or shrubs.

If an individual becomes physically confrontational or violent or threatens you in any
way, get yourself out of the situation as quickly as possible. Do not argue with or
otherwise engage a hostile individual. Contact the police or law enforcement officials for
assistance if you feel you are in danger. .

Listen to your instincts—if a situation makes you uncomfortable or you feel that
something isn’t right, it probably isn’t!

Keep your dress professional, but not too casual. Wear comfortable, practical shoes.
Do not wear jewelry.

Do not carry a purse. Put your keys, incentive money, cell phone, or change for a pay
phone in a pocket.

Keep your FI photo ID badge visible.

Multi-unit Buildings

Carry a flashlight—apartment building hallways can be dark even during the daytime.
Often light bulbs are burned out or broken.

Make noise, such as a low whistle or rattle your keys as you walk in the hallway or up a
stairway. You do not want to startle or surprise anyone who might be hanging around.
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. Go right to the selected apartment and do your business—don’t look interested in what
people are doing in the hallway. You should acknowledge them with a nod, smile, or
brief eye contact, but go directly to the apartment—that’s your task.

. Be aware, but do not concentrate on other things going on in the apartment building.
Your main function is to find the selected apartment. If you look too interested people
will think, “What do you want—what are you looking at?”

5.10 The Working Environment of a Field Interviewer
When you work as an FI on the NSDUH, your work environment may fall into one of three settings:

. in your home preparing supplies, planning your next trip to sample neighborhoods,
conferencing with your FS via telephone, or transmitting data to RTI

. commuting to/from/within sample areas using a personal automobile, public
transportation, or on foot

. on a respondent’s property, either inside or outside, conducting the screening or interview.
Each setting has its own conditions that can affect your personal safety. This section covers

details of how you can work more safely in each of your work settings.

5.10.1 The Home

The NSDUH has various kinds of supplies and materials: interviewer manuals, computer
equipment, segment materials and bulk supplies (handouts, brochures, etc.). Organizing these materials
allows you to work more efficiently and more effectively.

Select a specific place in your home where you can keep all your NSDUH materials. This place
needs to be away from common traffic areas and away from curious little ones, whether children or pets.
Be attentive to your materials inventory, taking inventory at least weekly before your conference call so
you can inform your FS of any needs. Focus on keeping enough materials to supply your expected
workload for the current quarter, no more or less. Be mindful that NSDUH materials are costly to
produce and should only be requested as needed. Do not stock-pile materials as it is wasteful of limited
project resources as well as your own space needed for storage.

When working, be careful when moving heavy supplies. Points to consider when moving items

in your home can be found in your Headway materials.

5.10.2 Traveling To, From, and Within a Segment

While a few field interviewers use only public transportation, most FIs need to drive a
vehicle to accomplish work in the field. Review your Headway materials for detailed information on
operating motor vehicles for business purposes. NSDUH FIs are employees of Headway and must
comply with the conditions as presented.

Do not transport a respondent in your vehicle. Also, while working in the field, you are not to
have your children under the age of 18 with you. The only acceptable passengers while working are

escorts and project staff such as supervisors, mentors, or observers.
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Every time you get behind the wheel of a car an accident is possible. So when you are in your
“automobile office,” you need to constantly think of driving safely.

Unfortunately, in spite of your best attempts at prevention, sometimes an automobile accident
does happen. In addition to the information provided in your Headway materials, refer to the Job Aids
portion of your Showcard Booklet for the proper steps to follow if you are involved in an automobile
accident.

For information on working safely, including safe walking, and working in the heat or cold, refer

to your Headway materials.

5.10.3 On a Respondent’s Property

The final working environment for an FI doing a field survey is on a respondent’s
property—either inside or outside, completing the screening process or administering the interview.

Be careful as you exit your car and gather your belongings to approach the door. The laptop case
can be heavy enough to strain your back if you do not take the time to lift it properly. As you exit the
driver’s side of your car, if you have your laptop case on the passenger’s side, do not reach across the car
to lift it towards you. This can cause serious back strains. Take the time to walk around the car and lift
the case carefully.

The most frequent report of concern for Fls is about dogs. Many people own dogs, often for their
own personal safety considerations. You must be very cautious when approaching an SDU, especially
one where it’s obvious one or more dogs are around. Even a dog who appears to be friendly can suddenly
become agitated. If a dog or other menacing animal blocks the path between you and the respondent’s
door, be careful. If the dog is obviously aggressive, don’t put yourself in a dangerous situation. Try to
get the attention of someone living in the household and ask him/her to restrain the dog while the two of
you talk. Refer to your Headway materials for more information on dealing with animals and what to do
if an accident occurs.

While the majority of respondents and people you come into contact with throughout your work
will be friendly, there will be some who are not so nice. You may receive some verbal abuse from some
of your respondents—unfortunately, this comes with the territory of being an FI. However, you should
remain polite and professional at all times and never escalate a situation or place yourself at risk for
physical assault. If a respondent becomes physically confrontational or violent, or threatens you in any
way, get away from that residence immediately. Talk with your FS about what happened, and together
you will form a plan about how—or if—that particular residence should be approached. If at any time
while in the field you feel you are in danger, leave the situation.

Achieving targeted response rates for completed screenings and interviews is of utmost
importance to the project. But ensuring your safety while you are working is even more important, and
no one is in a better position to do that than you. We want you to be successful and safe as you complete
your work as an FI on the NSDUH.
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REVIEW OF CHAPTER 5

Obtaining Participation

To assist your learning process, read the following summary of key points in this chapter. Following the
summary are several questions to ask yourself, along with space to record your answers and other notes if
you would like. These questions will help you identify those areas you understand, and pinpoint the areas

where you would benefit from rereading a particular section.

SUMMARY

. To assist in your goal to obtain participation at all of your SDUs, you will be provided
with an extensive inventory of materials (letters, brochures, articles) to use at the door
with the respondent and to leave as handouts. However, none of these materials will be
as effective as YOU and YOUR approach. It is imperative that you not only maintain a
positive and confident attitude, but that you know the study, the purpose and why it is
important.

. It will be necessary for you to overcome respondent objections and concerns. The “trick”
is to listen carefully to what the respondent is saying. Every DU and every respondent
must be handled uniquely.

. No matter what the situation, you must be professional and treat the respondent and
anyone you encounter while working with courtesy and respect.

. Reasons for refusals are broken down into specific categories. In your iPAQ, you will
indicate the type of refusal encountered, thus enabling a specifically tailored letter to be
generated at RTI.

. When handling any case, including refusals, it is essential you make timely, informative

notes in your iPAQ’s ROC. Do not rely on your memory to remember crucial
information about the respondent and the case.

. Due to the unique nature of this job, you will have several different work environments:
your home, car, the neighborhoods of your segment, and respondents’ homes. It is
crucial you work safely in all of these situations, using common sense and provided
safety guidelines.
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QUESTIONS TO ASK YOURSELF

1. How would you answer these respondent questions?

I don’t drink, smoke, or use drugs. Why would you want me in your survey?

How did you select me?

How do you keep my answers confidential?

Why don’t you just go next door and talk to my neighbor? She loves to do this sort of
thing.

What happens to the data after you gather it from all of us?

2. What would you say if the respondent offered these objections?

I’'m too busy.

1 don’t like surveys.

1 don’t agree with the current administration’s policies.

I don’t want my kid to talk about drugs with you. He’s too young.

I don’t trust that my answers are safe.
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6. CONDUCTING SCREENING

6.1 Introduction
One of your main tasks as a field interviewer on the NSDUH is conducting household screenings

using the iPAQ, a powerful handheld computer. Chapters 2 and 3 of the FI Computer Manual describe
the iPAQ and include general instructions for entering information. Appendix A of the FI Computer
Manual contains a sample screening to illustrate the flow of the screening process.

During screening, you obtain data about the residents of the household 12 years of age and older
and enter that data into the iPAQ. Next is the selection process in which zero, one, or two residents are
chosen for the interview. With the iPAQ, the selection is done automatically with one tap of the special
iPAQ ‘pen,’ called a stylus. This chapter describes the screening process and provides details about the
various functions programmed in the iPAQ.

Note the following conventions used to present iPAQ-related information in this chapter:

Text like this designates a screen name. The iPAQ uses screen names (titles) instead of
question numbers.

—* indicates the path to follow. Most screens have several options. The chapter usually
shows the most common path, marked by the —*. Most other options are explained later
in the chapter.

Bold indicates what items you will tap and is occasionally used for emphasis.

Italics display “extra” explanations of features or buttons not necessary for screening.

6.2 Overview of NSDUH Screening

Screening is the process of obtaining information about a sample dwelling unit (SDU) to
determine if it has residents eligible for the NSDUH. (Recall the term ‘dwelling unit’ includes both
housing units (HUs) and group quarters units (GQUSs).) You must complete a screening, by reading the
iPAQ screens verbatim, at each SDU in the segments assigned to you to determine the eligibility status.
The eligibility criteria for the NSDUH is based only on the age of the household members. In other
words, the ages of the persons listed as members of the household are used to determine which person or
persons, if any, will be selected for the NSDUH interview.

When you enter all the information for the residents of the DU, the iPAQ automatically processes
the data using the eligibility criteria and the selection program. Your responsibility is to record accurate,
complete information and let the iPAQ tell you who, if anyone, to interview.

While every SDU must be screened, only about one in every three or four will have a resident
who is selected for an interview. This will vary depending on the characteristics of each segment. About

a quarter of the completed interviews for the NSDUH are conducted with individuals age 12-17, while
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another quarter are with persons age 18-25. The remaining half are individuals age 26 and over. DUs

with youth age 12-17 have a greater chance of having someone selected than DUs with older residents.
You will not interview anyone who is on active duty in the military; however, their spouses,

children, or any other civilian dependents living with them are eligible for the interview. In instances

where an entire household consists of only military personnel, thereby making no one eligible for the

interview, the iPAQ assigns a final screening code of 22 to the case. RTI staff will verify this final result
code to ensure proper procedures were implemented.
Identifying eligible respondent(s) within DUs through the screening process is a very important

component of your assignment. Make every effort to obtain complete and accurate screening information

from the sample DUs in your segments.

6.3 Overview of iPAQ Screening and Case Management Program
The NSDUH iPAQ program contains the following features:

. Case management groupings

. HU and GQU Screening Program (rostering and selection of eligible DU members)
. English and Spanish translations of the screening questions

. Verification for final screening codes 10, 13, 18, 22, 25, 26, 30

. Record of Calls (ROC, including Refusal Report)

. Addition of missed DUs

. Weekly FI summary PT&E entry (Chapter 9)

. Calendar for your use to record appointments, if you wish

. Call Distribution for your use in planning field visits.

Each of these features will be described in detail. As you can see by the list, the current iPAQ
program makes conducting the screening essentially paperless. However, you will have paper segment

materials with a Selected DU List (described in Chapter 3), to assist in locating DUs.
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6.4 The Screening Program

The various steps of the screening process are presented in this chapter, going step-by-step
through a successful screening to show how the screening program works. Later sections cover the extra
options and functions in the iPAQ program that deal with the many situations that can come up while
conducting screenings.

You do not have to do anything special to designate whether you are screening an HU, a GQU, or
an Added DU. The iPAQ knows which type of case it is and displays the appropriate screens for the type
of screening. The most common type of SDU, the HU, is covered first. Sections 6.7 and 6.9 explain
GQUs and Adding Missed DUs.

6.4.1 Starting the iPAQ

Before you approach the first unit, prepare the iPAQ by accessing the screening program.
—2 Turn the iPAQ on.

- At the Today screen, tap Start, then tap NSDUH Screener.
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NSDUH Screener - Password

Sunday, August 10, 2014

The password screen, shown here, appears.

—* The appropriate password will be provided at
training, and will appear on the screen as you
tap the keys. Once the password is typed, tap
the continue arrow. The continue arrow PLEASE USE THE KEYBOARD BELOW
will disappear once tapped, indicating the TO ENTER THE PASSWORD
iPAQ registered your tap. | N

Version 14.01

[z s el 7 s o] ]=]
TaquIwIeIrItIyIu.IiIOIp []1

6.4.2 Case Management

The Select Case screen is your starting

point for all screening and case management tasks on the

iPAQ. The grid in the center of the Select Case screen

displays the:
. Select C
o Case ID: The first two letters are the state
abbreviation, followed by the segment Sunday, August 10, 2014
number, the DU indicator (zero for HUs, a 09:57 AM Battery: 100%
:c(ce)trt(itr]éﬁ\ééfjor GQUSs), then the line number E— | EE— | s |-
' XX10B10002 102 Kildaire Farm ... 01 |_
o Street address: If the street address is long XX10B10005 5410 CornwallRo... 30 | |
(e.g., a description), you can view the entire :xx:g::ggg; :::g g"r“‘“’a:: :"--- gg
address by tapping the line and the address XX10B10010 5410 c:::x:u R:"' 00
will display at the top of the screen. XX10B10013 110 Pond Streect o1
. XX10B10015 300 Gordon Street 01
o Current result code or codes for th_e case: XX10B10017 304 Gordon Strest 31
These codes are the most recent entries you XX10B10019 308 Gordon Strect 00
hth_e made in the Record of_ Calls (ROC) on XX10B10021 Devon Avenue ne... 00
the iPAQ. The S column displays the current | XX10B10023 205 Sussex Lane 00
screening result code, while the A and B XX10B10025 5421 CornwallRoad 00
columns have the interview result codes for ~ |XX10B10027 108 K"da"ed':arm - 007 ]
the A and B interviews (if selected). XX10810029 100 Maynard Roa... gg -
To see the right most columns, place the stylus on the |- I I
. L . Actions Admin View Sort Cal Quit
scroll bar at the bottom of the list and slide it to the right. R

To scroll through the list of cases, use the scroll bar on the right side of the screen.

At the bottom of the screen are several words starting with Actions. These words function as
buttons, so tapping a word activates that feature.
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ACTIONS

When tapped, the Actions button displays a list of functions

that can be applied to a specific case (case-level functions),
such as screen DU, add a call record through the Record of
Calls, edit the address, etc. Each of the case-level options on

the Actions list is explained in the sections referenced below:

Actions Function (with Manual Section

case selected)

Screen DU 6.4.3 through 6.5

Go to Record of Calls 6.6

View Selections/Roster 6.4.7

Edit Address 6.8

Add Missed DU 6.4.5and 6.9
Place Case on Hold 6.12

ADMIN

The Admin button, when tapped, lists functions not
associated with a specific case, such as Set Name and ID,
Enter PT&E Data, etc. Each of the options on the Admin

list is explained in the sections referenced below:

Admin Functions Manual
Section
Set Name and ID 6.16
Enter PT&E Data 9.3
View Transmitted PT&E Data | 9.3
Reconcile Missed DUs 6.9.2
Reload Training Cases 6.17
Erase Training Cases 6.17
Reset iPAQ 6.10
Utilities 6.18
Call Distribution 6.19

102 Kildaire Farm Road
Cary, XX 27511
Case ID Street Address S -
) DE1000 | 3 B 8 1 =
XX10B10005 5410 Cornwall Ro... 00 :
XX10B10007 5410 Cornwall Ro... 00
XX10B10008 5410 Cornwall Ro... 00
XX10B10010 5410 Cornwall Ro... 00
XX10B10013 110 Pond Street 00
XX10B10015 300 Gordon Street 00
XX10B10017 304 Gordon Street 00
treet 00
Go To Record of Calls ne.. gg
View Selections/Roster || poad 00
Edit Address arm 00
Add Missed DU Roa... 00 =
Place Case On Hold [ T],
Actions| Admin View Sort Cal Quit

Select Case

102 Kildaire Farm Road
Cary, XX 27511
Case ID Street Address S -
0 UB1000 1 i3 B = i —
XX10B10005 5410 CornwallRo... 00 | |
XX10B10007 5410 Cornwall Ro... 00
XX10B10008 5410 Cornwall Ro... 00
XX10B:
XX10B3 Set Name and ID
XX10B1 Enter PT&E Data
XX10B1 View Transmitted PT&E Data
XX10B1 Reconcile Missed DUs
XX10B1 ..
XX10B1 Reload Tr-al-nlng Cases
xxioBi Erase Training Cases
XX10B1 ResetiPAQ
ﬁ}ﬂ:‘ Utilities -
< Call Distribution ]
Actions |Admin|View Sort Cal Quit
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VIEW
The View button helps you sort through your work to locate

Select Case

o ' 102 Kildaire Farm Road
the SDUs you want to visit each day. Tap the title to change Cary, XX 27511
the type of view for the cases you want displayed. Case ID Street Address s [~
¢ UE100U | gailre 0 U =
XX10B10005 5410 CornwallRo... 00 | |
XX10B10007 5410 Cornwall Ro... 00
XX10B10008 5410 Cornwall Ro... 00
XX10B10013 pe""g Cases
Pending Cases All pending cases in your assignment, XX10B10015 Pen 'ng Screen-lngs
both pending screenings and pending XX10810017 Pending Interwews-
interviews for both HUs and GQUs g:ggigg;g Group Quarters Units
- - - v All Cases
Pending Pending screening cases (cases not yet XX10B10023 Final Screenin
. XX10B10025 gs
Screenings worked and screening result codes 01-09) XX10B10027 Final Interviews
for both HUs and GQUs XX10B10029 Added DUSs -
Pending All pending interview cases (interview 4 li On Hold Cases ]
Interviews result codes 50-59) Actions Admin [View|Sort Cal Quit
Group Quarters | All GQU cases
Units
All Cases All cases, pending and finalized

screenings and interviews

Final screening cases (screening result
codes 10-32)

Final Screenings

Final interview cases (interview result
codes 70-79)

Final Interviews

Added DUs All missed DUs that have been added

Cases that are on hold and should not be
transmitted until you have spoken with
your FS about them

On Hold Cases

These groupings help you manage your assignment. Use these different views to properly plan
your workload. For instance, by choosing to view Pending Cases, you see a list of all the pending cases
(screening and interview) you have left to work in your assignment. (Information on screening result codes
is found in Section 4.4.1, while interview result codes are explained in Section 7.3.2). To make sure you
are following up properly on identified interview cases, choose Pending Interviews to see the pending
interview cases you need to complete. To make sure you entered a Record of Calls event when you entered
an Added DU, tap on Added DUs for a listing of all Added DUs. To count the number of interviews you

have completed when completing your ePTE, tap on Final Interviews.

Field Interviewer Manual
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Select Case

SORT

The Sort button allows you to change the order in which the cases

102 Kildaire Farm Road

are displayed on the screen. Cary, XX 27511

Street Address
102 Kildaire Farm ...

Case ID
XX10B10002

This sort follows the order of the cases as
shown on the Selected DU List.

By CASE ID

By Street

While working, check the “By Street” sort to
be sure you are working efficiently. SDUs are
originally listed following a strict path of
travel so structures on only one side of the
street are listed at a time (to ensure coverage).
Sometimes other streets are listed before units

on the opposite side of a given street are listed.

It can be helpful to sort by street to casily see

XX10B10005
XX10B10007
XX10B10008
XX10B10010
XX10B10013
XX10B10015
XX10B10017
XX10B10019
XX10B10021
XX10B10023
XX10B10025
XX10B10027

5410 Cornwall Ro...
5410 Cornwall Ro...
5410 Cornwall Ro...
5410 Cornwall Ro...

110 Pond Street

By Street

By SCR Code
By INT A Code
By INT B Code

all the SDUs on a given street together within

the segment. XX10B10029

By ROC Date, Asc

By ROC Date, Desc

4 1l
Actions Admin View |Sort|Cal Quit

By SCR Code | These sorts list the cases in order by the
chosen result code, with the smaller result
codes first. This can be helpful when talking
with your FS about your work. For example,
as you discuss refusal cases, you can sort by
SCR Code and look at all the 07 Pending
Screening Refusals. As you discuss pending
interviews when no one was home, you can
sort by INT A then INT B to see the code 51

No One at DU cases.

By INT A
Code
By INT B
Code

By ROC
Date, Asc
By ROC
Date, Desc

These sorts allow you to list the cases you
have not visited for the longest time first, (Asc
for ascending) so you can see what cases you
have not contacted recently. Conversely, use
By ROC Date, Desc (for Descending), to list
the cases you most recently visited first to
casily find the ones you contacted yesterday.

TIP: Use this sort in combination with the
View button. For example, since it is
important to complete interviews as soon as
you can, View by Pending Interviews, then
Sort by ROC Date, Asc to see which pending
interview cases you have not contacted
recently.

The Select Case screen column widths are adjustable—you can widen or shrink the width if needed. This is
helpful when working in apartment buildings when you need to see the unit designations at the end of the address
field. Within the column heading row, place the stylus on the line dividing two column headings, and slide the
stylus to the left or right to adjust the width. If you wish to return to the standard widths, quickly tap the heading
row twice. A message on the iPAQ asks if you want to return to the default column widths. If so, tap Yes.
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6.4.3 Introduction and Verify Address

Instructions on completing a normal screening using the iPAQ HU screening program

are in this section. Remember, the —> designates the category option to follow.

To get started with the screening process and complete the introduction and verification of an

address, follow these steps:

1.

Identify and locate the DU to be screened. On the Select Case screen, tap the line with the
correct ID and address for the unit to select the case. The ID information will be highlighted,
then the Case ID and address information will appear at the top of the screen. Double check you
have the correct DU displayed.

It is imperative you are on the correct line when you screen a DU. The selection process
programmed in the iPAQ is unique for each DU. That is, if you enter the same household
information for two different lines (two different addresses), the selection most likely will be
different (e.g., one case may be a 30, no one selected, and the other a 31, one respondent
selected).

2. After verifying you have the correct line selected, tap the Actions button and select Screen DU.
If nothing happened when you tapped Screen DU, check to see you have an SDU selected and the
Case ID and address information are displayed at the top. Screen DU will not operate unless you
have a specific case selected.

3. The Study Introduction screen appears and Study Introduction
displays your introduction. You should be on this Line 013 110 Pond Street
screen as you approach the SDU.

. Hello, my name is Pat Jones with
Ir}troduce yourself and the study, using the text . Research Triangle Institute in
displayed on the screen. It helps to have the script North Carolina. We are conducting
memorized so you can maintain eye contact. Have a nationwide study sponsored by
copies of the lead letter with you in case the the U.S. Public Health Service.
respondent has not received one. Refer to Section
4.8 for additional information on your introduction.
{n the rare event a NSDUH staff member’s 'addre.ss You should have received a letter
is an SDU, you should complete the screening with g
= : explaining the study.

an eligible screening respondent. If someone at the
address is selected for an interview, contact your F'S
forfurther instructions. HAND R COPY OF LETTER IF NEEDED
Note the term “Span” next to the question mark )
symbol at the bottom of the screen. Tapping Span at
any point within t}}e screen.ing questions changes the Span Exit @
display from English questions to the Spanish
translation. Only if you are an RTI-Certified
bilingual FI and the person answering the door is more comfortable speaking Spanish, use
the Spanish translation provided by tapping Span. Otherwise, use English.
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Answer choices still appear in English. Now the
label appears as an Eng, so you can return to English at any
time by tapping Eng. The program allows you to “toggle,” or
switch, back and forth between English and Spanish as
needed.

Whether conducted in English, Spanish, or through a
qualified translator (preferably a household member
with adequate language skills), the goal of all
screenings is to gather accurate information. Be
especially careful in language barrier situations since
the language issue can cause misunderstandings. Do
not complete a screening unless you are confident
about the quality of the information you receive.
Refer back to Section 4.11 for additional information
on dealing with language barriers and translators.

—> When finished, tap the continue arrow to
move to the next screen.

3. The ldentify SR (screening respondent) screen

Study Introduction
Line 013 110 Pond Street

Buenas tardes. Mi nombre es Pat Jones
y trabajo para el Research Triangle
Institute en Carolina del Norte. Estamos
llevando a cabo un estudio nacional
patrocinado por el Departamento de la
Salud Piiblica de los Estados Unidos.

Usted ha de haber recibido una carta
explicandole el estudio.

HAND R COPY OF LETTER IF NEEDED

Eng Exit %

includes the questions for verifying the person to whom you are speaking lives at the SDU and is
age 18 or older. Screening must be completed with an adult resident of the DU. No proxy
screenings are allowed. That is, the screening information must come from a DU resident who is

18 or older.

. Tap SR Not Available if either of the
following situations occurs:

- No one answers the door or you
are not able to introduce yourself.

- You are able to introduce yourself
but either the question, “First just
let me verify: do you live here?”
or “And are you 18 or older?” is
answered “No,” and no other adult
resident is available.

. Tapping SR Not Available takes you to the
Record of Calls to document the event (e.g.,
01- no one at home, etc.). Details of ROC
entries are discussed in Section 6.6.

- Tap SR Available if both questions, “First,
just let me verify: do you live here?” and
“And are you 18 or older?” are answered “Yes.”

Identify SR
Line 013 110 Pond Street

First, just let me verify: do you live
here?

IF NOT OBVIOUS

And are you 18 or older?

IF NO TO EITHER, ASK FOR AN
ADULT RESIDENT, TAP BACK
ARROW, AND BEGIN AGAIN.

SR Available

SR Not Available

Span Exit ? |

. The Exit button at the bottom of the screen allows you to exit screening from this and
other screens if necessary. If you tap Exit by accident, a pop-up box asks if you really
want to exit. Tapping Yes takes you to the Record of Calls. If you see this box in error,

tap No to close the box.

. The back arrow at the bottom allows you to back up one screen if necessary.
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6. On the Address Verification screen, read the
statement, including the complete address to verify
you are at the exact address. If there is only a
description of the DU, obtain a street address if
possible. NEVER change a physical address or
description to a mailing address or Post Office box.

These are the response categories:

+
L]

6.4.4

Address Is Correct—Continue.
Need To Edit Address (see Section 6.8).

FI At Wrong Address (takes you back to

Select Case screen so you can either
select the correct line and continue screening
with the SR or locate the correct unit).

The back arrow at the bottom allows you to
back up one screen if necessary, while the
Exit button takes you to the Record of Calls.
Informed Consent

Give the SR a copy of the Study Description

to keep and read the statements on the Informed

Consent screen. Although the name is purposefully

generic to make it better for respondents, the Study

Description is the formal Informed Consent document for

screening. You must read the screen text exactly as written
and give the SR the Study Description to provide the SR with
the information needed to allow him or her to make an

informed decision about participation in the study.

Do NOT use the terms “pay” or “payment” in

reference to the $30 incentive. Only say you “will give” or

they “will receive” $30 in cash after the interview is

completed. You should never imply or otherwise indicate

that the respondent will be paid for their participation.

You have three options:

Address Verification
Line 013 110 Pond Street

I just need to verify -- is this

STREET: 110 Pond Street

CITY: Cary
STATE: XX

ZIP: 27511

| Address Is Correct - Continue |
| Need To Edit Address |
| FI At Wrong Address |

Span Exit E 4

- Continue by tapping the continue arrow.
. Back up to the previous screen by tapping the back arrow (if you need to go back to
Address Verification, Identify SR, or Study Introduction screens for some reason).
. Exit (to exit out of the screening use the Exit button at the bottom of the screen to go to
ROC [e.g., refusals]).
2014 NSDUH Field Interviewer Manual
September 2013 6-10 Chapter 6 — Conducting Screening



6.4.5 Missed DUs

As explained in Chapter 3, part of your job is
dealing with missed dwelling units that should have been

listed but were not. The Missed DUs screen contains the

question used to identify any missed DUs during screening.
Only ask the question at single housing units that are
individual units, such as single family homes, townhouses,
duplexes, trailers, and cottages. While townhouses are not
technically individual structures, there is a stronger possibility
of missed units in townhomes where it is possible to rent out
basements as separate living quarters, so the question must be
asked. Do not ask the question for housing units that are
multi-unit structures, like apartments and condos.

Line 013 110 Pond Street

FOR REGULAR HUs SUCH AS INDIVIDUAL
HOUSES, TOWNHOUSES, DUPLEXES,
TRAILERS, COTTAGES

Are there any other living quarters
within this structure or on this
property, such as a separate
apartment with a separate entrance?

Yes No

FOR APARTMENT/CONDO HUs: DON'T ASK,
JUST TAP "APT/CONDO" (BELOW) TO
CONTINUE.

| APT/CONDO |

Span Exit ¥ 4

. A “Yes” response takes you through the
missed DU process, then continues the screening (Section 6.9).
- “No” continues the screening.
. If the unit is in a condominium or apartment building, tap the APT/CONDQO button.
6.4.6 Completing the Housing Unit Roster

Having completed the introductory steps, the
next step is to roster the unit to gather the actual data about

household members.
Occupancy

First, determine whether this DU will be the primary
residence for anyone in the DU during the reference months
of the quarter which the iPAQ displays. If you are screening
before the 15" of the middle month, the question will be
displayed as, “Will you or anyone else in this household live
here for most of the time during...” If you are screening on or
after the 15" of the middle month, the question will

automatically be displayed as “Have you or anyone else in

this household lived here for most of the time during....”

Occupancy
Line 013 110 Pond Street

Have you or anyone else in this
household lived here for most of the
time during the months of January,
February and March?

Yes No

Span Exit ? 4
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If the SR doesn’t know whether or not they (or
anyone else there) will live there for most of the time during
the quarter, treat this as a “Yes” and proceed.

If you tap No because no one will live there for most
of the quarter, a pop-up box appears asking you to verify the
response. Another pop-up box confirms this before the

program concludes the screening. It then takes you to

Verification, then Record of Calls, and finalizes the

case as a code 26. Once finalized, you cannot re-open the
case without intervention by your FS.

The pop-up box also allows you to change your
answer if it was entered in error (tapped in error by you or
answered incorrectly by the SR). In the pop-up box, tap No

if you do not want to change the answer. Tap Yes if you do

Confirmation

I ~ 2 YOUR 'NO' RESPONSE WILL
g ~° CONCLUDE THIS

L SCREENING AND FINALIZE
[ THIS CASE.

DO YOU WANT TO CHANGE
YOUR ANSWER?

("YES' WILL CONTINUE
SCREENING. 'NO" WILL
FINALIZE THE CASE.)

Yes No

Span Exit ¢ 4

want to change the answer. The iPAQ then displays the Occupancy question again so you can enter the

correct response. If you do not think the SR fully understood the question, re-read the question

emphasizing the phrase “most of the time.”

An example of a correct “No” response to the Occupancy question is if you visit an SDU during

the second week of the quarter and are told the entire family is moving out that week. No one in that

household will live there for most of the time during the quarter, so the answer is “No.” The appropriate

final code (26) is then automatically assigned by the iPAQ.

—* Continuing with our example, let’s say the

response to the Occupancy question is “Yes.”

Total SDU Members

This question asks for the total number of persons
expected to live at the DU for most of the time during the
quarter. For the most accurate information, focus on the
idea of “most of the time during the quarter.” Include all
adults and children, even babies. If questions of eligibility
are raised, refer to the Enumeration Rules (see Exhibit 6.1)
which explains who should and should not be included in

the household roster. There is also a copy of the

Total SDU Members
Line 013 110 Pond Street

(Including yourself), how many
people in this household lived here
for most of the time during the
months of January, February and
March? (Do not include anyone who
lived at school or somewhere else for
most of the time during the months
of January, February and March.)

ANSWER:[3 | )

w215 617 e ool =]
1

TaquIwIeIrItIyIuIihollpl

Enumeration Rules in your Showcard Booklet for easy cAPlals|dlflalhl; PE
Shift{z|x]c]v|b|n|m A=
reference. ;
cJaa] - [l INDRE
Span Exit ¢ 4
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The phrase in parentheses is an optional probe, not meant to be read at all households. Read it
only if you feel the SR needs some additional help in understanding who we are—and who we are not—
interested in rostering. In past years the majority of persons listed on the roster in error were college
students. Be sure to read this phrase at DUs where there might be college-age children.

- On the keyboard, tap the number(s). When finished, tap the continue arrow.

If you tap a number in error, tap the backspace key to delete the number to the left of the cursor
(the blinking line). To move the location of the cursor so you can delete the correct digit, tap
anywhere on the line and the cursor will move to that location. Or, use the right and left arrow
keys to move the placement of the cursor if that is easier for you.

If the answer is “1”:

If you enter “1” total SDU member, a confirmation pop-up box appears asking if there is only one

person in this household.

The confirmation box is there in case you entered “1” by mistake. The iPAQ program uses different
language for some questions when there is only one household member. If “1” is correct, tap Yes.

Another box appears asking if this SR is the one eligible resident of the DU. This is important
because there could be more than one person living there but only one who will be living there for most of
the time during the months of the quarter. In fact, your SR might be a resident of the DU at the time of
screening but be an ineligible person who is moving out early in the quarter.

. If the SR is the one eligible person, tap Yes.

. If the SR is not the one eligible person, tap No.
Again, this response allows the iPAQ to display appropriately worded questions.
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Exhibit 6.1 Enumeration Rules

PERSONS WHO ARE NOT TO BE INCLUDED ON ROSTER:
Persons under the age of 12 at the time of screening are included in the Total SDU
Members number, but not in the roster
Persons who are institutionalized at the time of screening

Persons who will not live at the SDU for most of the time during the quarter

PERSONS WHO ARE TO BE INCLUDED ON ROSTER:

Persons who will live at the SDU for most of the time during the quarter (provided
they are 12 or older and not institutionalized at the time of screening)

PERSONS ON ACTIVE DUTY IN THE UNITED STATES’ MILITARY/ARMED FORCES:

Active duty personnel who live at the SDU for half or more of the quarter will be
rostered, but then will be made ineligible by the iPAQ prior to selection

KNOWN CITIZENS OF FOREIGN COUNTRIES:

DO NOT INCLUDE: — citizens of foreign countries living on the premises of an
embassy, ministry, legation, chancellery, or consulate

— citizens of foreign countries who consider themselves to
be just visiting or traveling in the United States
(regardless of the length of time they will be staying at the
SDU)

DO INCLUDE citizens of foreign countries who are not living on the premises of an
embassy, ministry, etc., but who are living/studying/working in the United States and
who will be living at the SDU for most of the time during the quarter.
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Members 12 or Older

The response entered for Total SDU Members is
automatically displayed (pre-filled) into this question which
asks how many of these residents are 12 years old or older.

- Enter the number using the keyboard, and tap
the continue arrow.

If the answer is “1” the iPAQ will confirm the response in the
same process just described and move directly to the age

question.

Roster Intro

For SDUs with more than one eligible member, the
iPAQ displays this transition statement which defines the
householder—the person or one of the persons who lives there
and in whose name the home is owned or rented. Note you
are interested in the person who is considered to be the
householder for most of the time during the quarter. If the SR
states the home is owned or rented by more than one person,
have the SR choose one to serve as the householder. If that
becomes a problem, simply list the person mentioned first as
the householder.

Members 12 or Older
Line 013 110 Pond Street

Of these 3 people, how many are now
age 12 or older?

ANSWER:3 | )

Ao =]

TaquIwIeIrItIyIu.Ii IoIp [11]

ceJaa ) JA] IrllltH*

Span Exit ? 4 B -~

Roster Intro
Line 013 110 Pond Street

Next I'll ask a few questions about
the people who live here. Let's start
with the person or one of the persons
living here who owns or rents this
home. We'll refer to this person as
the householder.

— After reading this statement, tap the continue
arrow.

Roster

Next, create a roster that includes every person age 12
or older who will live at the SDU for most of the time during »
the months of the quarter. Span Exit % 4

The six data items to be collected are age, relationship to the householder (pre-filled for the
householder), gender, Hispanic origin, race, and military status. Each question appears on a separate
screen. The iPAQ repeats the question series for each household member. For each item:

. Read the question to the respondent. Read verbatim using the exact words shown on

the screen. In time, you will memorize these questions which will enable you to ask the
questions correctly while maintaining eye contact. The iPAQ customizes the questions
when possible, using appropriate pronouns such as “you” for the screening respondent
and he or she for others, once gender has been answered.

. Enter the answer by tapping the appropriate response from the list below the question.
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AGE

The intent of this question, “Please tell me the age of
this person on his or her last birthday,” is to collect the
householder’s present age. Some ethnic or racial groups
report age as “age on their next birthday,” meaning the year
they are presently living. However, some screening
respondents may misinterpret “age on last birthday” as the

age they were “last year.” Because selection is based on age,

it is important to probe and collect “present age on last
birthday.”

At this point you may or may not know if the SR (the
person you are speaking with) is the householder. Read the
first question unless the SR has identified himself/herself as
the householder. If you know the SR is the householder, use

the alternate question that specifies “your” age.

If the SR refuses to give you an age, reassure him/her
the information is needed for the selection process and the
data are used for statistical purposes only—there will never
be any last names associated with the interview data. If the
SR continues to refuse, attempt to obtain an age category as a

last resort. Only enter age ranges when absolutely necessary,

since an accurate age is needed for proper analysis of the data.

Tap the down arrow to the right of the answer field to see a
list of age categories.

Ask the SR to please indicate the category in which
the age falls (12-17, 18-25, 26-34, 35-49, 50+). Tap the
correct category for the response. If the respondent refuses to
choose an age category, explain you cannot continue the
screening without the information. If the SR still will not

supply an age or range, tap Exit to go to the ROC and record

Householder Age
Line 013 110 Pond Street

Please tell me the age of this person
on his or her last birthday.

IF SR IS HOUSEHOLDER:

Please tell me your age on your last
birthday.

b

] 2]l el e e o] =]

TaquIwIeIrItIyIu.Ii IoIp []]

caleal T\ IDDEE

Span ChangeSR Exit %

Householder Age
Line 013 110 Pond Street

Please tell me the age of this person
on his or her last birthday.

IF SR IS HOUSEHOLDER:

Please tell me your age on your last
birthday.

AGE: v }
12-17
18-25
26-34

35-49
50+

Span ChangeSR Exit %

the screening as a pending refusal. Never code an age range by observation.

— Enter householder’s present age using the keyboard, then tap the continue arrow.
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SCREENING RESPONDENT
The next step is to indicate whether or not the SR is

also the householder. Usually, you will know based on clues
provided by the respondent. The pop-up box instructs you to
determine, based on information you already have and the
age of the SR, if this person, in this case the householder, is
the SR. If you are unsure, ask “Is that you?”

The SR must be a household member age 18 or
older, except for a youth who is 17 years old and living
independently without a parent or guardian residing in the
home or a person living in a GQU. If you identify an SR
under age 18 in an HU, the iPAQ prompts you to “locate” an
eligible SR to screen with or asks you to explain the situation

in the ROC Comments.
-3 Tap Yes if the person is the SR or No if the
person is not the SR.
. If the person is not the SR, the iPAQ

Householder Age

Line 013 110 Pond Street
P Respondent
° 2 IS THIS 48 YEAR OLD
y PERSON THE SCREENING
IF RESPONDENT?
P| IF UNSURE, ASK: E
b (Is that you?)

Yes No ’
123/1]2[3]4]5]6]7]8]9]o-]=]«
TaquIwIeIrItIyIuIiIoIp ]
CAPla|s|d|flglh]ilk]!l];]"
Shift | z [x]c|v ] bln]|m|.,|. . |/]
cafaa] J\] L=
Span ChangeSR Exit %

continues to ask this question as you enter each household member’s age until someone is
identified as the SR. You should eventually identify one rostered person as the SR.

The possibility exists that the SR may not be listed on the roster because of ineligibility for the NSDUH.
Perhaps the SR is a resident of the DU at the time of screening but is moving out the next week so won’t
be there most of the quarter. The iPAQ continues to ask for an SR who has a roster record entered and
reminds you to mark one. If the actual SR is not listed on the roster, you must record the details of the

situation in the ROC Comments. Householder Gender

1t is also possible you may need to change the person you have Line 013 110 Pond Street
marked as the SR at some point. Marking the correct SR

allows the iPAQ to display the correct question wording

ASK ONLY IF NOT OBVIOUS

including pronouns. Notice on the above screen the button at
the bottom—ChangeSR. During subsequent rostering
questions, if you realize you need to change the SR, you may 2 DO YOU WANT TO CHANGE
do so. To change the SR: " THE SR?
1. Tap ChangeSR on any of the rostering screens for the

correct SR. Yes No
2. The iPAQ asks a confirmation question to be sure you

. (_) Female

want to change the SR. Tap the appropriate answer.
3. If yes, you are asked if the person for whom you are

completing the roster is the SR. Indicate your

response. If not, you will continue to be prompted on

subsequent roster members until an SR is marked. )

4. The iPAQ asks you to confirm your response.

Span ChangeSR Exit E 4

As always, read the pop-up boxes carefully and the iPAQ will
guide you through the process of changing the SR.  You probably won’t need to use this function often,
but it is there if needed.
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RELATIONSHIP
For all DU members other than the householder, the

relationship question, “How is this person related to the
householder?” appears. (For the householder, the
relationship is automatically filled as being Householder.)

— Tap the down arrow to display a drop down
box with a list of relationships.

Carefully tap the appropriate relationship to the householder.
As needed, hold the stylus on the scroll bar on the right,
pulling it down to display the lower portion of the list. It’s a
long list so familiarize yourself with it so you can easily
locate the correct relationship. Also be aware that the
respondent may not use the exact term listed. Choose the
best category available.

—* Tap the continue arrow when finished.

GENDER

Ask, “Is this person male or female?”” only if not
obvious.

You may need to ask this question for the
householder unless the screening respondent is the
householder or the SR uses a specific pronoun when referring
to the householder. If the SR uses names, do not use the
name to determine gender. Many names are unisex such as
Pat, Chris, Jamie, etc.

For other DU members, if the relationship selected
implies a gender (husband, wife, son, daughter, brother or
sister) the iPAQ records the gender for that person and this

gender screen will not appear.

Roster #2 Relation
Line 013 110 Pond Street

How is this person related to the
householder?

RELATION:

Husband

Wife

Son (includes step)
Daughter (includes step)
Son-in-law/Daughter-in-law
Brother (includes step)
Sister (includes step)
Brother-in-law/Sister-in-law
Parent/Guardian (incl. Step)
Parent-in-law (incl. Step) 4
Aunt/Uncle -

[»

Span ChangeSR Cancel Exit % 4

Householder Gender
Line 013 110 Pond Street

ASK ONLY IF NOT OBVIOUS

Is this person male or female?

(O Male
O

GENDER:

-3 Tap the correct response, then the continue 3
arrow.
Span ChangeSR Exit B 4
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HISPANIC ORIGIN
If when you ask about Hispanic ethnicity the SR

hesitates or seems to not know what is meant by Hispanic,
Latino or Spanish origin, then read the additional explanatory
sentence, starting with “That is,....”

For subsequent household members, the options
“unknown” and “refused” are available on the screen. If the
SR cannot provide an answer and is unwilling to guess, even
after probing, tap Unknown. If the SR refuses to provide a
response even after you provide reassurance of confidentiality,
tap Refused. Due to the importance of all screening data,
UNKNOWN and REFUSED responses are closely

monitored.

=3 Tap the correct response, then tap the
continue arrow.

RACE

In order to more accurately capture how respondents
view themselves in terms of race, the race question allows for
multiple entries. Specifically, a respondent can select multiple
races rather than only one. It is important you read the entire
question so the respondent hears all the choices.

Check as many items as apply. Do not code this item
by observation, even if there is no doubt in your mind. The
answer must come from the SR, not you.

If and only if the SR refuses to answer for the
householder, record an answer for the race and Hispanic origin
questions based upon your observation of the race/ethnicity of
the SR. Be sure to note in the ROC Comments you have done
this. This should happen only VERY rarely.

Householder Hispanic
Line 013 110 Pond Street

Are you of Hispanic, Latino or
Spanish origin?

(That is, do any of these groups
describe your national origin or
ancestry -- Puerto Rican, Cuban,
Cuban-American, Mexican, Mexican-
American, Chicano, Central or South
American, or origin in some other
Spanish-speaking country?)

(O Yes
@M b

HISPANIC:

Span ChangeSR Exit % 4

Householder Race
Line 013 110 Pond Street

Are you White, Black or African
American, American Indian or Alaska
Native, Native Hawaiian or other
Pacific Islander, or Asian?

Race:

[ ] White

[ ] Black or African American

[ | American Indian or Alaska Native

[ ] Native Hawaiian/other Pacific Islander
[ | Other

(CHECK ALL THAT APPLY)

Span ChangeSR Exit 7 o

Do not fill other household members’ race or ethnicity by observation, only for the householder if
absolutely necessary. After probing, use the “unknown” or “refused” categories as needed for additional
household members. If you tap a category by mistake, tap the category again to clear the answer.

- Tap the correct response(s). Tap the continue arrow when finished.

Note: If a respondent says the race is Hispanic, you need to probe for an answer. Politely acknowledge
you have recorded Hispanic for the previous question, then read the race question again. If the
respondent replies Hispanic is the racial category, simply mark “Other.” If the respondent gives
“Hispanic” as the race for other household members, you do not need to continue to probe for the race.
Mark “Other’ and continue with the next question.
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MILITARY STATUS Householder Military
You will only see this question for DU members Line 013 110 Pond Street

between the ages of 17 and 65, since recruits must be at

Are you currently on active duty in

least 17 to join and the military has a mandatory retirement the United States military?

age. For individuals aged 12-16, or 66 and older, the iPAQ
skips the question and records a “No” response. For persons
aged 17-65, read the question. It is important to read the

question as worded—omitting “currently” or “active”
miLiTary: O Yes

@ (O Refused

changes the intent of the question and will yield an incorrect
response.

— Tap the correct response then the continue
arrow.

Span ChangeSR Exit E 4

Householder Military

CONFIRM ROSTER

Before the iPAQ saves the roster for this person, a 4 <2 1have listed you as a 48
pop-up box helps you verify the accuracy of the data you v Kii;:;%I;ZTanu are
have recorded by quickly reviewing the responses with the Asian, not Hispanic, and are

not on active duty in the

SR. If there was an unknown or refused response, that item . -
United States military.

will not display within the script.

. Is that correct?
. If you need to edit or add a response, tap |

No. The iPAQ then displays the questions
again, one at a time, with the previous
responses displayed. Make any needed
changes, tapping the continue arrow to
move through the questions.

Yes No

- If all is correct, tap Yes to continue.

If, while rostering a person, the SR tells you this Span ChangeSR Exit

person will not actually be living there for most of the time

during the quarter, tap the Cancel button at the bottom of the screen. A pop-up box asks you to verify the
cancellation of the record. This situation happens occasionally when an SR includes a son or daughter
who is actually living at college. Be sure to explain in the ROC Comments why you cancelled the roster
record (see Section 6.6).
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Note: You cannot cancel the first person’s record (householder). If you try, a pop-up box will
state you cannot cancel this record; however, if this is necessary, you can make this person ineligible on

the Verify Roster Data screen (described on the next page).

TRANSITIONAL PHRASE Other Members

This statement explains the rostering of the SRR e [
remaining household members. READ TO RESPONDENT:

If there are only two household members age 12 or Now I need some general

information about all of the other
older (one is the householder and the other is the next person people in this household who are 12
years old or older. Let's start with
the oldest and work down to the
person” instead of “other people.” youngest.

to be rostered), this phrase is customized to say “other

—> Tap the continue arrow, then roster the
remaining household members.

Span Exit E

While rostering members other than the householder, if the SR provides an answer before or as
you are asking a particular roster question, you may enter the response without reading the
corresponding question in its entirety. For example, after you read the Hispanic question for
Roster Member #2 the SR answers “No, he’s not Hispanic and he’s white too.” In this situation
you may enter the response “White” without reading the Race question, then continue with
asking the next question on military status. Remember, for the householder you must read all of
the roster questions verbatim to the SR. When rostering other household members, never assume
the respondent will volunteer information early. Always proceed with reading the roster
questions verbatim, and only in circumstances where the SR provides a response before you
complete the question are you allowed to accept this information.
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VERIFY ROSTER DATA
After all household members are rostered, the iPAQ displays a summary chart on the Verify

Roster Data screen. The screen appearance and instructions will depend on the number of members

rostered: one member only rosters will look like the screen below on the left, and rosters with two or
more members will look like the screen below on the right. The appropriate screen will appear
automatically.

The columns are labeled as follows:

REL Relationship Verify Roster Data
SR Screening Respondent (Y or blank) Bt 0 ot St
A Age Rel sR|A |[c|H|R |M]|E
To view all available roster information, simply tap a roster Househol... Y F N N E
line and the remaining columns become visible. An example Husband 48 M Y WA N E
displaying all columns is shown to the right. These are: Daughter... 17 F N BA N E
G Gender (M or F)
H Hispanic origin (Y or N)
R Race (W=White, B=Black or African I need to make sure this list is
American, [=American Indian or Alaska accurate. I have listed ...
Native, P=Native Hawaiian or other Pacific [READ AGES AND RELATIONSHIPS
Islander, A=Asian, O=Other Race) ROSTERED].
M Military (Y or N) TO MAKE CORRECTIONS: TAP THE
ey .. L. ROSTER LINE THAT YOU WANT TO
E Eligibility (E=Eligible, I=Ineligible) EDIT, THEN TAP 'FUNCTIONS' AND 3
'EDIT."
For some columns, U for Unknown or R for Refused may Functions Span Exit %
appear if the SR was unable or unwilling to provide an answer.
2014 NSDUH Field Interviewer Manual
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Be aware this screen does not follow the pattern of previous screens. The directions to you are in
red ALL CAPS at the bottom of the screen. At two or more member households, the prompt states, “I need
to make sure this list is accurate. I have listed.... (READ AGES AND RELATIONSHIPS ROSTERED).”
For example, “I need to make sure this list is accurate. I have listed the 48-year-old householder, her 48-
year-old husband, and her 17-year-old daughter.” The SR does not need to respond. When you are done,
simply tap the continue arrow. For households with only one member, the prompt tells you to tap the
continue arrow without reading anything to the SR.

The Functions button at the bottom of the screen enables you to complete the tasks which verify the
roster. The available functions are Edit and Add Member. These functions are explained on the next pages.

Entries on each line should be complete and reflect the responses provided. All data are needed

for analysis and for statisticians to correctly compute the sampling weights. The weighting process is

critical to sampling since it shows what percentage of the population was represented by NSDUH

respondents—both screening and interview.

EDIT ROSTER MEMBER

If the SR gives you a correction or you see an entry Edit Roster Member #3
error you made, you can edit any person’s roster data by Line 013 110 Pond Street
tapping his/her line of data on the left side of the chart. Tap AGE- _

Functions then Edit. An Edit Roster Record screen

GENDER: O M @ F O R

appears listing the various data items, including selection
RELATION: ‘Daughter (includes step) ~ ‘

eligibility and screening respondent.

. HISPANIC:
You can update responses to any of these categories Oy @n OrR OU
by tapping the correct response, which replaces the original RACE (CHECK ALL THAT APPLY)
Th C . |:| White |:| Am. Indian Asian
response. en tap Commit. Black |:| Hawaiian / PI |:| Other
The Cancel button allows you to exit the screen (O Race Refused () Race Unknown
without making any changes. MILITARY: (Y @ N OR Qu
—  Read the list on the Verify Roster sk [ ELIGIBLE: ]

Data screen and make any necessary

_ . Commit Cancel %
corrections, then tap the continue arrow.

While on the Verify Roster Data screen, if you need to add a member to the roster, simply

tap Functions, then Add Member to add each member not previously listed. When all members have

been added, tap the continue arrow.
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This important task of verifying the roster can also be tricky, since household composition can change.
Several concepts should help clarify the issue:

. Focus on MOST of the time during the quarter. If the person in question will live at the
DU for most of the time during the quarter, include him/her, even if he/she is not living
there at the time of screening.

Example: You conduct screening the second week of the quarter. A cousin has firm plans
to move in next week, so will live there for most of the quarter. Include the
cousin.

If the cousin is chosen for an interview, confirm arrival dates and return to
conduct the interview after that time. If plans change and the cousin never
moves in, contact your FS to finalize the case as a 79. (Interview result codes are
discussed in Chapter 7.)

Example: You screen a DU the eighth week of the quarter. The newly married daughter
moved out 2 days ago, but lived there for most of the quarter. Include the
daughter. If she is selected for an interview, obtain new address information
(noting this in the ROC) and discuss the case with your FS.

. Household compositions do change: separations, unplanned moves, jail time, illness,
even death can alter the accuracy of the roster you prepare. Change is OK! On the day
of screening, complete the roster to the best of the SR’s knowledge. Do not attempt to
re-roster or re-screen if there is a subsequent change. (Do stop screening and return at
another time if the respondent is uninformed.)

Example: You conduct screening the fourth week of the quarter. The SR isn’t sure about
her brother’s plans—he’s thinking about moving out. Since the brother currently
lives there and has no concrete plans to move out, include the brother. If he is
selected and then does move out, obtain a forwarding address.

. Theoretically, each person should have just one chance of being selected at a DU
somewhere in the country during the quarter, and the rule is to list the person at the one
DU where he/she lives for most of the quarter.

. These rules apply to the people within the household, not to the entire household. If an
SR tells you the entire