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Introduction

The Municipal Census Manual provides a step-by-step guide for conducting a census at the municipal
level. It assists census coordinators and enumerators in complying with the Municipal Census
Regulation and all other procedures and policies related to the census.

The manual contains a list of mandatory requirements for conducting a census, as well as a number of
guidelines and recommendations.

The first sections of the manual describe the authority for conducting a municipal census, the role of the
municipal council, and how to apply the Freedom of Information and Protection of Privacy (FOIP) Act to
a municipal census.

The subsequent sections describe the role of the census coordinator and the census enumerator. The
coordinator role focuses on preparing the census, choosing a methodology, supervising the census,
and reporting on the results. The enumerator role section contains a list of potential enumerator
materials, the methods for covering urban and rural enumeration areas, interviewing procedures, filling
out the census forms, and preparing various types of census profiles.

The Designing a Questionnaire section provides a set of additional census questions that municipalities
may choose to use in their census. The additional questions are based on the 2021 federal census.

The appendices contain various sample census materials, such as a letter of introduction, a standard
census form, call-back materials, response category cards, and other materials related to the census.
These are samples only; municipalities are free to develop their own census tools.

The methodologies, terms, and techniques for census-taking described in this manual are accepted by
Alberta Municipal Affairs for determining the population of municipalities as described in the Municipal
Census Regulation.

The statistical concepts and principles reflected in this manual are based on those recognized by
Statistics Canada and other statistical agencies.
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Important Terms for a Municipal Census

This section contains key terms and definitions for those conducting a municipal census in Alberta.
These terms will be referenced throughout the document.

Census Day

A census is a snapshot of a community’s population at one point in time. A specific Census Day must
be chosen within the timeframe stated in the Municipal Census Regulation. The Census Day is either
the first day of enumeration or a date prior to the start of the enumeration period.

Collective Dwelling

A collective dwelling is a dwelling identified as being of a communal, institutional, or commercial nature.
It must provide care or services or have certain common facilities, such as a kitchen or bathroom, which
are shared by the occupants. Examples include lodging or rooming houses, hotels, motels, tourist
establishments, nursing homes, residences for senior citizens, hospitals, staff residences, military
bases, work camps, correctional facilities, and group homes.

Enumeration

Enumerating an individual means obtaining their responses to questions in the census questionnaire. If
a person is eligible to be enumerated, they should be enumerated at their main or usual residence,
except for the Shadow Population, as this population is enumerated at their temporary residence.

Enumeration Area

An enumeration area (EA) is the geographic area canvassed by one or more census representatives.
An EA is composed of one or more adjacent blocks. Enumeration areas are used for census data
collection.

Enumeration Period

An Enumeration Period is a three-month period between March 1 and July 31 of the same year, where
Alberta municipalities must choose to conduct a municipal census.

Gender

Gender refers to an individual's personal and social identity as a man, woman, or non-binary person (a
person who is not exclusively a man or a woman).

Gender includes the following concepts:

e gender identity, which refers to the gender that a person feels internally and individually;

e gender expression, which refers to the way a person presents their gender, regardless of their
gender identity, through body language, aesthetic choices or accessories (e.g., clothes,
hairstyle and makeup), which may have traditionally been associated with a specific gender.

A person's gender may differ from their sex at birth, and from what is indicated on their current
identification or legal documents, such as their birth certificate, passport, or driver's licence. A person's
gender may change over time.

Some people may not identify with a specific gender.
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Household

Household refers to a person or group of persons who occupy the same dwelling and do not have a
usual place of residence elsewhere in Canada or abroad. The dwelling may be either a collective
dwelling or a private dwelling. The household may consist of a family group such as a census family, of
two or more families sharing a dwelling, of a group of unrelated persons, or of a person living alone.
Household members who are temporarily absent on Census Day are considered part of their usual
household.

Neighbour

A person living near or next door to the individual(s) being enumerated. The neighbour should be able
to see the person’s or persons’ home within the neighbour’s private dwelling.

Non-contacted Dwelling

A non-contacted dwelling is a dwelling where a census worker has not been able to make contact with
a member of the household, and the enumerator believes the dwelling was occupied by its usual

residents on Census Day. Reasons why contact was not made include “not at home,” “incapacity,” and

“refusal to come to the door” on an enumerator visit to the dwelling. This count does not include
refusals where contact was made with a respondent of a household.

The number of non-contacted dwellings is used in the field report of the Municipal Census Form
contained in Appendix F.

Private Dwelling

A private dwelling means a separate set of living quarters designed for or converted for human
habitation in which a person or group of persons could reside and that:

e has a source of heat or power; and

e isin an enclosed space that provides shelter from the elements, as evidenced by complete and
enclosed walls and a roof, and by doors and windows that provide protection from wind, rain,
and snow.

A private dwelling has a private entrance, either from outside or inside a common hall, lobby, vestibule,
or stairway inside the building. The entrance to the private dwelling must be one that can be used
without passing the dwelling of someone else.

The total number of private dwellings is the dwelling count that is to be used in the field report of the
Municipal Census Form contained in Appendix F. This includes occupied and unoccupied vacant
dwelling units.

An occupied private dwelling is a private dwelling that is:

e occupied by one or more usual, temporary, or foreign residents on Census Day; or

e the main residence of usual residents who are temporarily away on Census Day (such as on
vacation).

An unoccupied private dwelling is a private dwelling:

e in which no usual, temporary, or foreign residents reside on Census Day; and
e is not the main residence of anyone temporarily away on Census Day.
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Example of unoccupied dwellings include:

e newly constructed homes in which no one has moved in as of Census Day; or
e homes where owners move out and no one moved in before Census Day.

A cancelled listing is one where the address does not exist or the dwelling:

e no longer exists as of Census Day (for example, was demolished);

e is unoccupied AND has no source of heat/power or provides no shelter;

e s nolonger a residence (for example, was converted into a business); and
e is now a collective dwelling (rather than a private one).

Quality Assurance Checks

Quality assurance checks are random calls made by the municipality to verify that the dwellings have
been visited by the enumerator and provide a check on the usual resident count question as well as the
status of dwellings.

Refusal

Participation in a municipal census is not mandatory for residents. A refusal is when a household
declines to participate in the municipal census. If a member of the household responds to the census
guestion on the number of usual residents living in the household, and not to other questions in the
census, the household is not classified as a “refusal.”

The number of refusals is used in the field report of the Municipal Census Form contained in
Appendix F.

Shadow Population

Shadow Population means the temporary residents of a municipal authority who are employed by an
industrial or commercial establishment in the municipal authority and who have worked at least 120
hours for that employer in the three-month period immediately preceding Census Day. These persons
must reside temporarily in the municipality but do not consider the municipality to be their usual
residence. Post-secondary students are not considered part of the shadow population.

Temporary Resident

A person who spends the night on Census Day in that dwelling that is not their main residence and who
has a main residence elsewhere in Canada. The count of temporary residents does not include the
shadow population.

Usual or Main Residence

In general, this is the dwelling where a person lives and sleeps most of the time, that is, where they
spend most of the year — a place one would call home.

If a person has several residences, the main or usual residence is the place where they spend most of
the year, except for special circumstances.

Children in joint custody should be included in the home of the parent where they live most of the time.
Children with 50 per cent custody in two homes should be enumerated where they spend the night on
Census Day.
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If a person does not have a usual residence on Census Day, the dwelling where they spend the night
on Census Day is their usual residence.

Husbands, wives, or common-law partners who do not live with their families while working but return to
their families periodically (for example on weekends), should consider the residence that they share
with their spouse or partner as their usual residence, even if they spend most of the year elsewhere.

Children who do not live with their parents while attending school or working at a summer job but return
to live with their parents during the year, should consider the residence they share with their parents as
their main residence, even if they spent most of the year elsewhere.

Usual Residents

Any person in the target population and whose dwelling is their usual residence, as defined above.
Please refer to Table 1 for further details on how to enumerate usual residents.

Municipal Census Manual | Requirements and Guidelines for Conducting a Municipal Census 12



Role of Municipal Council

The role of the municipal council is to decide whether to undertake a municipal census. This section
provides some points to consider while making the decision.

Why undertake a census?

There are many potential benefits of conducting a municipal census in addition to the national census
conducted every five years. With frequent and accurate population counts, municipalities may be better
able to plan community services.

Municipalities experiencing high population growth may qualify for additional funding through provincial
grants based on population counts. Municipalities may find a new census is warranted if they believe
the population has changed significantly since the last federal census.

Using the same methods and asking consistent questions over several years will improve the efficiency
and cost-effectiveness of the census. This will also allow the municipality to compare population counts
and any other information collected over time.

Other Considerations

Municipalities may want to consider:

e whether the benefits of obtaining updated information and/or qualifying for provincial grants
outweighs the costs of hiring and training enumerators and conducting a municipal census;

e the current applicability of the last federal census and the amount of time that has elapsed since
the last census;

o the opportunity to gather additional information, including dwelling lists, updated maps, and
population demographics (age, sex, gender, etc.); and

e whether the municipality will include the shadow population in its census.
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Metis Settlements

There are eight Metis Settlements in Alberta. Under the Metis Settlements Act, the Metis Settlements
General Council (MSGC) has the authority to conduct a census within Settlement boundaries.

Metis Settlements do not fall within the definition of a municipal authority according to the Municipal
Government Act (MGA), and they reserve the right to conduct their own municipal census. Metis
Settlements conduct their census in accordance with Section 85 of the Metis Settlements Act, which
allows for the inclusion of Settlement members on leave of absence. However, if a Metis Settlement
wishes to have a Settlement count included in the Municipal Affairs Population List, the population
count must be undertaken according to the Municipal Census Regulation. The usual resident count
submitted to Municipal Affairs from Metis Settlements would need to follow the definition for usual
residency (see page 15).

The ministry has included members on leave of absence with the population counts, provided they
were on a leave of absence approved by the settlement council for no more than five years before the
census, and that the member has executed a written intent to return to the settlement. These conditions
will allow members who are away for school and/or internship opportunities to be considered usual
residents of the Settlement.

Metis Settlements must complete the Metis Settlement Members on Leave Verification Form, as per the
attached form in Appendix F. The form must be properly signed and sworn before a Commissioner of
Oaths.

Duty to Submit Results

Completed forms must be submitted to Municipal Affairs by September 1 of the census year in which
the census took place. Metis Settlements can submit by:

Scan and Email: ma.updates@gov.ab.ca

Mail:  Alberta Municipal Affairs
17th floor, Commerce Place
10155 - 102 Street
Edmonton AB T6J 2N7

All population reports and forms are reviewed by department staff. Metis Settlements may be contacted

if there are any discrepancies or if forms are not properly completed. If the results are accepted by the
Minister of Municipal Affairs, they are included in the annual Municipal Affairs Population List.
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Applying the FOIP Act to a Municipal Census

A municipality is a local government body, as defined in Section 1(i) of the Freedom of Information and
Protection of Privacy (FOIP) Act. As a public body subject to the FOIP Act, municipalities must collect,
use, disclose, protect, retain, and dispose of personal information, including census information, in
accordance with the Act.

Section 57 of the MGA authorizes municipalities to conduct a census. Section 33(c) of the FOIP Act
authorizes a public body to collect personal information for the purposes of a census. This section
authorizes public bodies to collect personal information that relates directly to and is necessary for an
operating program or activity of the public body. Municipalities should first determine the types of
personal information they need for future planning purposes or for operating programs or services and
then collect the information necessary. For example, if a municipality is only interested in a population
count, it would not need to collect employment or educational information about its residents. However,
if the municipality is determining whether a recreation facility needs to be built or the future
transportation needs of its population, the municipality may also want to collect additional information
such as age, family structure, or location of employment.

The FOIP Act indicates that municipalities should:

e collect only the personal information they need to operate an authorized program or activity of
the public body;

e use and disclose information only for those purposes for which it was collected; and
safeguard the information they collect and retain.

Enumerators should address their FOIP questions to the census coordinator. Census coordinators
requiring FOIP information should contact their municipal FOIP office.

Additional FOIP information can be found in Appendix G.

For further information, go to the Service Alberta website at http://www.servicealberta.ca/FOIP/.
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Mandatory Requirements and Optional Guidelines

This manual contains both mandatory requirements and recommended guidelines for conducting a
municipal census.

Mandatory Requirements

The Municipal Census Regulation and Municipal Census Manual sets out the following mandatory
requirements:

e The municipality must notify the Minister’s department by February 28 of the census year that
the municipal authority will be conducting a municipal census, and whether the municipality will
include a shadow population count.

e The census must be conducted in a three consecutive month period between March 1 and July
31 of the same year and must reference a Census Day.

e Municipal Affairs will NOT recognize any municipal census undertaken in a federal
census year.

o Before performing their duties, the census coordinator must take and subscribe to an Oath; the
enumerators must subscribe to a Statement (Appendix A). The oaths and statements are valid
for the person’s lifetime.

e The census must count the total number of usual residents in the municipality.

e A shadow population count must meet the requirements set out in the Municipal Census
Regulation and Municipal Census Manual.

e The census must use the prescribed census-taking methodologies in this manual (online
census, telephone interviews, mail-out surveys, enumerator interviews at the door).

e The census must undertake guality assurance activities.

e The census results must be reported to Municipal Affairs, including an affidavit and field report
by September 1 of the census year.

e Municipalities must conduct an inventory of private dwelling types prior to submitting Estimates
for Non-Contacted Dwellings and Refusals.

e The census must comply with the FOIP Act.

e The municipality will be expected to respond to and submit any information, reports, or
explanations to Municipal Affairs with regards to the municipal census.

Guidelines Only

To assist municipalities, the manual also contains some guidelines that can be used in conducting a
municipal census. Municipalities are free to:

e ask additional census questions aside from the mandatory count of usual residents, in
compliance with the FOIP Act;

e design their own census materials (maps, Notice of Visit cards, enumerator photo identification,
census forms, websites, and other supporting materials and tools);

e report the results of the census to the public; and

e have the coordinator manage the census as they see fit (delegating responsibilities as
necessary, supervising enumerators, etc.), provided they comply with the mandatory
requirements.
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Conducting a Municipal Census
Understanding Enumerating

Enumerating an individual means obtaining their responses to questions on the census. Usual
residents should be enumerated at their main or usual residence. For example, a family who stayed at
their cottage during an enumerator visit but has their main residence elsewhere, should be enumerated
at their main or usual residence.

A municipal census includes all usual residents of a municipality. The following table highlights who is
eligible for enumeration.

TABLE 1: WHO IS ELIGIBLE FOR ENUMERATION

Canadian citizens (by birth or naturalization). Babies born on or after Census Day.

Landed immigrants (persons who have been Persons who died before Census Day.

granted the right to live in Canada permanently

by Canadian immigration authorities). Resident of another country, province, or municipality (for

example on vacation or on a business trip).
Persons from another country with a work or

study permit and family members living here Government representatives of another country who are

with them. assigned to an embassy, a consulate, a high commission, or
any other diplomatic or military mission, and family members

Persons in Canada who claim refugee status living here with them [unless family member(s) are

and family members living here with them. considered usual resident(s)].

All above persons even if they are temporarily Members of the armed forces of another country who are
outside Canada on Census Day. stationed in Canada, and family members living here with
them [unless family members are usual resident(s)].

Babies born before Census Day.

Persons who died on or after Census Day.
All persons whose main residence is at this

address, even if they are temporarily away on
Census Day.

Statistics Canada (2021). Enumerator Non-Response Follow-up Training Workbook Form 55G-ENG, p. 14

Just because a person is eligible for enumeration does not mean they should be enumerated at the
address. Table 2 serves as a guide to determine where to enumerate those who are eligible.
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TABLE 2: WHERE SHOULD INDIVIDUALS BE ENUMERATED

Has one
residence

At their usual residence, even if they are temporarily absent. This is their main residence.

Be sure to enumerate all persons who live at this address, including roommates, lodgers,
employees, persons who moved in before Census Day, etc.

Has more than
one residence

At the residence where the person spends most of their time; for persons who spend equal
time at each residence, or if unsure which to choose, include them at the address where
they spent the night on Census Day. If the residence where they should be enumerated is
not in the municipality, these persons should not be enumerated.

Example: Children in joint custody or persons staying at a cottage or secondary home, etc.

A student who lives elsewhere during the | At the residence of their parents even if the
school year or for their summer job but student spends most of the year elsewhere.
returns to live with their parents during the
year.

Example: on weekends, semester breaks
after completing their studies.

A spouse who is temporarily absent At their family’s residence even if the spouse
because of their work or studies but spends most of the year elsewhere.
periodically returns to their family’s

residence.

Example: on weekends or days off from
work, etc.

Has no main
residence

Is in an institution

At the residence where they stayed the night on Census Day

Example: in transition between two residences, no fixed address, etc.

Was admitted less than six months before | At their main residence.
Census Day.

Was admitted for six months or more At the institution.
before Census Day.

Was admitted on any date and has no At the institution.
other place of residence.

Statistics Canada (2021). Enumerator Non-Response Follow-up Training Workbook Form 55G-ENG, p. 15

Census Methodology

Municipalities have some flexibility in how they choose to conduct a census. Following is a summary of
each census method approved for use by Municipal Affairs:
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Online Census

Completing the census questionnaire online is an easy, secure, and convenient option that
could be used anywhere, at any time. A secure login process and strong encryption are needed
to ensure confidentiality and security of census information collected.

Consider sending out an introduction letter before sending the questionnaire to announce the
upcoming census and its importance. Multiple contacts are likely to improve the response rate.
Set a completion date so the questionnaires can be returned in a timely fashion.

With this method, a Secure Access Code (SAC) for the census is mailed or delivered to all
dwellings, along with a link to the census website. A telephone humber can also be included to
allow the respondent to request a paper questionnaire if they prefer.

The respondents visit the website, which allows them to complete the census form online. The
responses are automatically entered into the census central database. This means the online
guestionnaire does not require an in-person interview.

Online questionnaires have better response rates for individual questions and higher data
quality. In the design of the questionnaire, respondents can be prompted when invalid data are
entered or if data are missing. The online forms can also provide helpful information for
respondents who wanted additional information on a census question.

Enumerators are still needed to complete in-person interviews with individuals and/or telephone
interviews from households who do not complete the census online. In a hybrid model,
respondents can also request a paper questionnaire.

Telephone Interviews

Residents can be given the option to call a Census Help Line to complete their questionnaire
over the telephone.

Municipalities can also choose to call dwellings to complete a telephone interview if they have
phone numbers.

Mail-out Paper Census Forms

A municipality may choose to send out paper questionnaires. These questionnaires, along with
instructions, can be sent through Canada Post or be delivered door to door by enumerators.

A mail out questionnaire should have clear instructions and be easy to follow and should be
concise and ask only pertinent questions.

Develop a mailing list for all residential properties. This requires that municipalities can link a
mailing address for each residential street address. Municipalities can mail out the questionnaire
package or have enumerators deliver the survey to the street address.

A municipality may choose to send an introduction letter before sending the questionnaire to
announce the upcoming census and its importance. Multiple contacts are likely to improve the
response rate.

Set a completion date so the questionnaires can be returned in a timely fashion and can be
included in your database.

Consider including a Business Reply Envelope with the survey. People are more likely to mail
back their questionnaire if they do not have to pay postage.

Consider sending out a followup letter or postcard with another questionnaire to remind
respondents to complete the census.

Interviews at the Door

Enumerators conduct the interview in-person and record the responses on paper forms using a
pen or pencil or on an electronic device such as an iPad or tablet.
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Hybrid

e When conducting a census, municipalities are free to choose any of these census enumeration
methods, or some combination of the four (a hybrid system). This manual includes instructions
for approved census-taking methods.

e Generally, online or self-response using a paper questionnaire are unlikely to provide an
adequate response rate and would need to be supplemented with followup interviews.

e Statistics Canada used a hybrid model for the federal census. On May 3, 2021, all private
dwellings in the mail-out (MO) areas (approximately 90 per cent of private dwellings in Canada)
received by mail a bilingual invitation letter to complete the questionnaire online. This letter
contained a secure access code (SAC), the web address of the 2021 Census website, and a
telephone number to allow the respondent to request a paper questionnaire if they preferred.
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Census Coordinator General Responsibilities

Once a municipality decides to conduct a census, the first step is to hire or assign a census coordinator
to oversee and organize all aspects of the census. The duties of a census coordinator differ by
municipality. Some roles discussed in the following pages may pertain to your situation, while other
roles may be the duty of administrative staff, enumerators, or others. Duties may also vary depending
on the type of census conducted (paper-based, online, telephone, or hybrid).

Oath of Census Coordinator

As a coordinator, you are required to take an Oath (Appendix A). This oath says that you will act
diligently, faithfully and to the best of your ability, ensure that personal information is not disclosed
without authority, and you will undertake the census according to this Municipal Census Manual. The
oath made by the census coordinator is good for the lifetime of the person making the oath.

Your Responsibilities

A coordinator is responsible for the successful completion of the census. Depending on the size of the
municipality, the coordinator may be an enumerator or may have several enumerators working for them
to support the census.

The coordinator’s responsibilities could include:

e informing residents about the census;

e preparing the census (creating maps and a tracking system to monitor coverage);
e hiring and training enumerators;

e supervising the enumerators;

e Mmanaging the census;

e ensuring data security measures are in place;

e collecting and analyzing census data;

e conducting an inventory of the types of private dwellings if the municipality wants to include
estimates for non-contacted dwellings and refusals;

e undertaking quality assurance activities;
e reporting census results to Municipal Affairs by September 1 of the census year.

Informing Residents About the Census

Participation is key to a successful census. As a municipal census in Alberta is not mandatory, it is
essential to increase participation through public awareness. Inform residents of the following:

e Why a census is taking place, and the benefits of census data to the municipality and its
residents.

o How to complete the census online, by phone, or by mail.

e Emphasize how long the survey will take to complete as residents are more likely to participate
if they are aware the census will take only a few minutes.

o Dates an enumerator will visit residences if census information is not submitted.

This can be done using media, such as television and radio announcements, newspaper ads and
articles (print / electronic), mail-outs, posters on community billboards/bulletin boards, and social media,
such as Facebook, X and TikTok.
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Providing information on the municipal census to residents includes them in the process and informs
them why their participation is valued.

Preparation

Before a census can begin, the coordinator may arrange an initial mail-out or delivery to all households.
For an online census, each letter or notification must contain a link to the census website and a Secure
Access Code (SAC) that the respondent will use to gain access to the online form.

The SAC performs the following functions:

e provides a secure way for each household to access the form; and
e ensures that census information can only be entered once for each dwelling.

The letters or notifications delivered to the respondents should contain specific instructions for
completing the census. For an online census, there should be clear instructions on how to access the
website and enter the SAC. For those who cannot or would prefer not to enter the information online,
the letter should contain a phone number to contact. The letter should also include a statement saying
that an enumerator will come to complete the form in-person if the dwelling does not complete the
census form online by a given date.

Planning for Efficient Enumeration

Using lessons learned from previous censuses can help avoid potential pitfalls in future censuses and
improve efficiency of the enumeration process. The following are tips on carrying forward these
lessons:

e Prepare a letter of introduction for all enumerators to carry. This letter identifies the enumerator
as an official census taker and assures the confidentiality of all information collected.
Enumerators can show the letter to respondents to legitimize the census and improve response
rates. A sample is included in Appendix B.

e Compile a list of enumerators and their enumeration areas so this can be carried over into the
next census. Efficiency may be improved by assigning an enumerator to the same area they
previously covered. These enumerators will have knowledge of the area and may have a
greater rapport with residents.

e Compile a list of issues or challenges that occurred and record actions taken in response. This
could help avoid the same problem(s) in a future census.

o Estimate the time required to complete each enumeration area, including travel distance within
the area and the number of visits in the area during the previous censuses. If you do not have
data on field visits, check the previous census data for the number of neighbour responses per
enumeration area, if available.

Census Materials

Municipalities use a variety of census materials to conduct a census. Examples include enumeration
maps (these require regular updating), Notice of Visit cards, census forms, identification badges, letters
of introduction, and others. In some cases, census coordinators may be able to use materials from a
previous census. Otherwise, coordinators may be responsible for developing or updating census
materials for the enumerators.

If using wireless devices such as an iPad or tablet:

e include how to use the wireless device as part of your enumerator training;
e inform enumerators that the device should be fully charged each day;
e provide enumerators with external charging devices while in the field; and

Municipal Census Manual | Requirements and Guidelines for Conducting a Municipal Census 22



e provide them with paper forms, in the event of a wireless device failure or a gap in wireless
service.

Enumeration Areas

As a starting base, municipalities can use their property tax information to gather a list of all residential
properties within the municipality. Some municipalities may have an address registry from their
previous census that may contain suites within dwellings that are not included in the property tax
information.

Before enumerators are hired, the municipality needs to be divided into Enumeration Areas (EAS) to
determine how many enumerators are needed for the census. EAs are small areas within the
municipality that are established to collect and analyze information for various planning applications.

The number of dwellings an enumerator can visit in a single day will largely depend on the population
density of the municipality, the estimated number of interviews to be made, the timing of the visit
(daytime, evening, weekend) and the length of the census questionnaire. For example, an enumerator
assigned to densely populated apartment blocks will likely visit significantly more households per day
than an enumerator assigned to a sparsely populated rural area. However, populated apartment blocks
may contain dwellings that will require more call-backs.

Enumeration maps can be made using a variety of maps. Some examples include county maps for
rural municipalities and ward maps for urban areas. Another option is to obtain the enumeration area
maps from Statistics Canada used for the most recent federal census.

Security of Staff, Offices and Census Documents

The health and safety of employees come first, both in the field and in the office. Ensure that all census
workers have read and discussed health and safety best practices.

Security of office space and census documents is critical to the integrity and success of the census.
The following is a list of guidelines that can be used by your municipality as part of enumerator training.

Do:

Wear your identification card whenever you are performing census duties.
Keep pre-printed, blank, and completed questionnaires separated.
Lock questionnaires or other census material in your car trunk, or if this is not possible, out of
view, while conducting delivery or field visits on any enumeration work.

e Store questionnaires and/or wireless devices in a secure place at home or in an office,
preferably under lock and key.

e Report any suspected or actual security violations to your supervisor.

e Use a private room whenever you are performing census work.

e Report the loss or theft of any census documents to your supervisor immediately.

e Share information about respondents with anyone other than census employees who need to
know the information and are sworn to confidentiality.

¢ Discuss information about an individual unless you are speaking directly to that person.
Leave census documents in your car overnight.
Allow anyone, including members of your family, to access questionnaires or other census
materials.

e Discuss confidential matters in public places.
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Ensure that enumerators are aware that any breach or violation of security must be reported
immediately to a supervisor. It is critical that action be taken as soon as possible to protect the
information.

Health and Safety Issues

As census coordinator, you have a responsibility to ensure your own health and safety and to ensure
your enumerators take all reasonable precautions to protect their health and safety. You are to help
your census workers understand they are all responsible and accountable for health and safety in the
workplace.

When an enumerator suffers an accident, illness, or other type of health and safety incident during their
duties, you must address health and safety issues in a knowledgeable and informed manner by closely
following the incident reporting procedures set out by your municipality.

Hiring and Training Enumerators
Census coordinators are often involved in the hiring and training of enumerators for their municipality.

When the required number of enumerators is known, job postings can be placed in newspapers, job
search websites, municipal letter inserts (e.g., utility bills), and/or social media websites. Recruitment
could also target educational institutions with students who may be looking for a part-time or short-term
job.

Quialities to look for in potential enumerators include professionalism, accuracy, attentiveness, and a
friendly demeanour. Enumerators must be able to walk long distances, work for many hours at a time,
and manage adverse weather conditions.

Enumerators will become liaisons between the municipality and residents and are key in the success of
any census.

After the enumerators have been hired, the census coordinator must train them to carry out the
municipal census. For the coordinator, this involves careful study of the Municipal Census Manual and
familiarity with the Municipal Census Regulation and the sections of the FOIP Act that apply to the
census. A thorough knowledge of the residency definitions and a plan of how the census will be
organized and undertaken are important.

Enumerators must understand the rationale for each question in the census, what the results will be
used for (i.e., future programs, infrastructure), and how to handle personal information. Enumerators
must be trained on how to answer questions from residents and how to direct queries to the census
coordinator if necessary.

The training session generally takes two to four hours, and the enumerators are often paid to attend. In
addition to a verbal training session, the enumerators should be given copies of the Municipal Census
Manual for review prior to and for use during enumeration. The coordinator should be prepared to
answer guestions regarding the manner of enumerating and the challenges involved.

After training, it is useful to have the enumerators practice the actual process.

Supervising Enumerators

During the enumeration period, the coordinator needs to manage the enumerators and the census.
Coordinators may take on various supervisory roles. For example, they may handle questions from
enumerators or questions from residents through the enumerators. They may also be responsible for
ensuring that interviews are conducted properly so census forms are filled out correctly.
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One approach is to check the first five to 10 census forms from each enumerator. In larger
municipalities with more enumerators, the coordinator may not have time to check this many forms and
may need to hire additional staff to assist with quality control.

Direct observation of enumerators should be considered at the beginning to eliminate problems at the
start.

Questions and comments can be addressed early in the enumeration process. However, quality control
processes should continue over the entire collection period on a random basis as enumerators may
develop interviewing short cuts over time.

Preparation is key to a successful municipal census.

Managing the Census

Census coordinators are responsible for managing the enumeration process. Coordinators may also be
responsible for monitoring and tracking the enumerators’ progress to ensure data are collected
accurately and efficiently.

The following sections contain information on how to manage this enumeration process.

Overseeing and Tracking the Enumeration Process

e Create a system to track enumeration progress. This could include a master list recording all the
pre-numbered census forms returned to the census office. Another possibility is creating a
municipal map showing all properties, which can be marked off once forms for those properties
are returned. For larger municipalities, it may be necessary to create one map per ward or
region within the municipality. This will provide a picture of progress, speed of coverage, and
response rates. Since these maps may be outdated, there must be a system in place allowing
enumerators to add any new dwellings they discover to the map(s).

e If a paper-based census is conducted, create a desk-checking system where all completed
census forms are examined when enumerators return them to the census office. Check that all
information is present. Depending on the scope of the census (number of dwellings), the
coordinator may be able to do this daily. The coordinator should spot check forms by reviewing
a small randomly selected sample of forms daily to catch missing information or obvious errors.

e Track enumerators’ errors on an ongoing basis. This enables the coordinator to monitor
enumerator error rates and, if necessary, arrange for timely retraining or replacement of
enumerators.

e Track respondent refusals per enumerator on an ongoing basis. Refusals will occur because the
municipal census is voluntary; however, a high number of refusals may indicate specific
enumerators need assistance, retraining, or replacement.

e Monitor non-contacted dwellings as well as unoccupied dwellings to ensure an adequate
population count.

e Track and make note of the issues encountered in each enumeration area, sSo issues can be
addressed proactively for the next census. Some areas may show higher than average
non-response rates due to type of household (e.g., high number of younger single residents
who are hard to catch at home, people who may have language difficulties, or people who are
wary of official inquiries).

e Take steps to ensure enumerators do not visit a residence that already completed the census.
Coordinators should regularly check for completed interviews (telephone, online or mailed
census forms) and update records so enumerators are aware of residences (per enumeration
area) that no longer require an interview. This requires regular communication between
enumerators and the coordinator (or other staff, as appropriate). Larger municipalities may
require a database of residences that have completed the online census, which enumerators
would need to check periodically.
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e Consider including a translation book with the questionnaire translated into several languages, if
appropriate for your municipality. This will assist in dealing with language barriers.

Tracking Dwelling Occupancy

While the census is being conducted, census coordinators must verify that every dwelling has been
contacted and re-contacted as needed to secure a completed census questionnaire. The occupancy
status (occupied, not occupied, cancelled) on Census Day should be noted for each address.

The Dwelling Occupancy Verification (DOV) is conducted in order to identify as many unoccupied
dwellings as possible close to the chosen Census Day. This will reduce the workload for enumerators
and improve data quality. By identifying unoccupied dwellings early, these dwellings can be removed
from the enumerator list of dwellings to contact so that they will be able to focus on occupied dwellings
only.

The DOV is completed by field staff. The following are the types of areas/dwelling structures that have
been identified by Statistics Canada to have high rates of unoccupied dwellings:

student housing areas;

low-rental housing units;

co-op housing units;

Canada Mortgage and Housing Corporation projects;
mobile home and trailer parks; and

new construction areas.

To ensure a more efficient enumeration, census coordinators may wish to conduct apartment
occupancy verification to verify the occupancy status of all units in an apartment building through one
management contact. The information can be collected through a telephone interview with the contact
person. This contact person could be the owner of the building, the superintendent, or the building
manager. This will likely reduce the workload of enumerators as they will be visiting occupied dwellings
only.

To capture this information and remain consistent with Statistics Canada, each census questionnaire
will require two additional data fields — the type of private dwelling and its occupancy status. Statistics
Canada primarily uses three codes for occupancy status - occupied, unoccupied, and cancelled.

An occupied private dwelling is a private dwelling that is occupied by one or more usual, temporary, or
foreign residents on Census Day or the main residence of usual, temporary who are temporarily away
(vacation) on Census Day.

An unoccupied private dwelling is a private dwelling in which no usual, temporary, or foreign residents
reside on Census Day and is NOT the main residence of anyone temporarily away (vacation) on
Census Day. Examples include newly constructed homes where no one moves in or apartments that
are empty on Census Day.

A cancelled listing means that the dwelling does not meet the definition of private dwelling on Census
Day and has no occupants. This includes demolished properties, incomplete homes with no power or
heat with no one living in them, and properties that may have been converted to businesses or
collective dwellings.

Types of Private Dwellings

The type of private dwelling is directly related to the average size of the household. A picture
representation of the structural type of dwelling and its definition should be used by the census
coordinator and enumerators. This ensures consistency in the classification process across all Alberta
municipalities.
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TABLE 3: PRIVATE DWELLING TYPES AND DEFINITIONS

Single-Detached House (Code 1)

This dwelling is not attached to any other dwelling or
structure (except a garage or shed). A single-detached house
has open spaces on all sides and no dwelling either above or
below it.

A mobile home fixed permanently to a foundation should be
coded as a single-detached house (Code 8)

Semi-Detached House (Code 2)

One of two dwellings attached side by side (or back-to-back)
to each other, but not to any other dwelling or structure
(except its own garage or shed). A semi-detached dwelling
has no dwellings either above it or below it, and the two units
together have open spaces on all sides.

Row House (Code 3)
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One of three or more dwellings joined side by side (or
occasionally side to back), such as a town house or garden
home, but not having any other dwellings either above or
below.

If row houses are attached to high-rise buildings, assign
Code 3 to each townhouse.

Apartment or flat in a duplex (Code 4)
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One of two dwellings located one above the other. If
duplexes are attached to triplexes or other duplexes or to
other non-residential structure (e.g., a store), assign Code 4
to each apartment or flat in the duplexes.

Apartment in a building that has five or more
storeys (Code 5)

A dwelling unit in a high-rise apartment building which has five
or more storeys.

Also included are apartments in a building that has five or more
storeys where the first floor and/or second floor are commercial
establishments.

Apartment in a building that has fewer than
five storeys (Code 6)
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A dwelling unit attached to other dwelling units, commercial
units, or other non-residential space in a building that has fewer
than five storeys.
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Other single-attached house (Code 7)
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A single dwelling that is attached to another building and that
does not fall into any of the other categories, such as a single
dwelling attached to a non-residential structure (e.g., store or
church) or occasionally to another residential structure (e.g.,
apartment building).

Mobile homes (Code 8)
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A single dwelling designed and constructed to be transported
on its own chassis and capable of being moved to a new
location on short notice. It may be placed temporarily on a
foundation such as blocks, posts, or a prepared pad and may
be covered by a skirt.

A mobile home must meet the following two conditions:

It is designed and constructed to be transported on its base
frame (or chassis) in one piece.

The dwelling can be moved on short notice. This dwelling can
be easily relocated to a new location because of the nature of
its construction by disconnecting it from services, attaching it
to a standard wheel assembly, and moving it without resorting
to a significant renovations and reconstructions.

Other movable dwelling (Code 9)

A single dwelling, other than a mobile home, used as a place
of residence, but capable of being moved on short notice,
such as a tent, recreational vehicle, travel trailer, houseboat,
or floating home.

Dwelling Confirmation Status

There are visible signs that can be used by enumerators to identify the occupancy status of a dwelling.

For occupied dwellings:

lawn maintained; or

For unoccupied dwellings:

no curtain in the windows;
no furniture in the house;

An address can be cancelled if it is a:

e vacant lot;

there are curtains in the window;

lights on at the dwelling, either inside or out;
garbage bin near the house or curb side;
presence of domestic animals;

well-kept flower beds or gardens;

toys or bicycles in the yard.

a “for sale” sign on the lawn; or
the house is newly constructed.
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e house under construction and does not meet the definition of a private dwelling; and
e business establishment, an institution, or collective dwelling.

If it is not possible to determine the occupancy status based on observation, the enumerator may
assign the dwelling as unknown or contact a neighbour to determine if the dwelling is occupied.
However, the best strategy is to contact the people that could be living in the dwelling.

Identifying Hidden Dwellings

In some cases, an address may represent more than one household. Some dwellings may contain a
set of living quarters not obviously recognizable or detectable from the street, road, or highway. It
should still meet the definition of a private dwelling of having a source of heat or power and providing
shelter from the elements.

This dwelling should be classified as a hidden dwelling attached to the dwelling. Enumerators will be
required to ensure a census questionnaire is completed with a resident in the attached dwelling. This
can be accomplished by having enumerators:

e leave a paper questionnaire for the residents of the attached dwelling to complete and picking it
up on a scheduled date; or

e leave a phone number to have a member of the household to complete an interview over the
telephone.

Developing Estimates for Non-Contacted Dwellings and Refusals

For Municipal Affairs to develop estimates for refusals and/or non-contacted dwellings, you will be
required to identify all unoccupied and occupied private dwellings. Municipalities must complete the
Worksheet for Estimates for Non-Contacted Dwellings and Refusals found in Appendix F, and must
submit the completed form to Municipal Affairs by September 1 of the municipal census year.

Managing Completed Interviews and Enumerator Visits

Municipalities may choose to use online or mail-out questionnaires to collect census information. While
many households will complete the questionnaire on their own, field and telephone follow-up will still be
necessary to complete the response to the census.

Proper tracking of enumerator visits to dwellings is critical to the success of the municipal census. If no
one is home on the first visit, it is very important that the enumerator leave a Notice of Visit card at the
residence and record the address in the Call-back Tracking Form (Appendix B). Each Notice of Visit
Card should have a unigue reference number. If the call-back takes place over the phone, municipal
census office staff will need to ask for the address and reference number left on the Notice of Visit
Card. If the address and reference number match those in the Notice of Visit form, the municipal
census office staff will have confirmed the response is coming from the correct dwelling.

Call-backs are the additional calls or visits made by enumerators after leaving a Notice of Visit Card.
The municipality decides whether these call-backs will include in-person interviews or telephone
interviews.

It is also important to manage call-backs and field visits, so enumeration of the area is not delayed.
Suggestions for managing call-backs include:

e Enumerators should typically do at least three call-backs per dwelling unit. Areas with lower
response rates may require more call-backs. As one option, census coordinators could track the
number, time, and date of planned visits per enumerator and maintain a schedule for each
enumerator. Alternatively, enumerators could take responsibility for managing their call-backs.
In general, the coordinator is free to manage this process as they see fit.
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e Ensure the times are different for each visit. If a morning visit is unsuccessful, try an afternoon
or evening visit. If weekdays or evenings do not work, enumerators should try weekend visits.

e Choose your best enumerators to recontact households that are difficult to contact. You should
aim to have the highest completion rate as possible.

Collection and Analysis of Census Data

Listed below are several key roles that census coordinators and enumerators play during the collection
and analysis of census data:

Collecting Personal Information

“Personal information” is defined in Section 1(n) of the FOIP Act as recorded information about an
identifiable individual, including the individual's name, home or business address, telephone number,
age, sex, marital or family status, and information about the individual’s educational, financial, or
employment history, etc.

Enumerators are collecting personal information during a municipal census. They are collecting
individually identifiable information when attaching a name or other identifier to the information being
collected.

Personal information can only be collected from a responsible adult (18 years and older) in the
dwelling. Coordinators should direct enumerators to ask to speak to adults, and if one cannot come to
the door, to ask when an adult will be home. Notice of Visit Cards should be left for residents who are
absent at the time of enumeration.

Review and Processing of Forms

The census coordinator is responsible for the accuracy and collection of all forms. This includes
managing electronic forms as well as any paper-based forms from in-person interviews. It is suggested
that the coordinator review the first five to 10 completed paper or electronic forms from each
enumerator to ensure they are being completed accurately. It is important to continue checking forms
on a random basis throughout the census to ensure quality. Depending on the size of the municipality,
the coordinator may require additional staff to do this.

Data collected using wireless devices or a website are automatically sent to a central database.
Respondents enter their SAC and their complete address to begin the online questionnaire. The
website may have other security features in place. The complete address is an identifiable piece of
information, but it is only collected for the purposes of a quality assurance check or follow up if there is
a problem with the form.

Any data collected from paper-based forms must be transferred to electronic files. Smaller
municipalities may be able to do this in-house but may also outsource the data entry to data
processors. In this case, to address privacy concerns, the processors should sign a statement
regarding the treatment of personal information. The processors must dispose of personal information
in accordance with municipal policies and procedures.

Analysis

Many types of analysis can be performed on the electronic data. This can also be done either in-house
or contracted out. As with data processors, the contractors would need to sign a statement regarding
the treatment of personal information. Again, they would need to dispose of personal information in
accordance with municipal policies and procedures.

Reports may contain items such as frequencies (e.g., number of dwellings by type, age group, and sex
distribution) or averages (income, age). Histograms and pie charts may also be included to show
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distributions. Some municipalities prepare reports for posting online. Note that personal information
should not be analyzed or reported to ensure confidentiality and anonymity.

Retention of Census Forms and Information

Under Section 38 of the FOIP Act, municipalities must protect census information by making
reasonable security arrangements against such risks as unauthorized access, collection, use,
disclosure, or destruction. Census enumerators are required to sign a Statement of Census
Enumerator, outlining the information and privacy-related procedures they must adhere to. The
Statement of Census Enumerator is valid for the lifetime of the person making the statement.

Census information needs to be protected throughout its life cycle, from the time it is collected until it is
properly disposed of. For electronic forms, or for electronic data created from paper-based forms, there
should be passwords and/or user verification protocols in place for accessing the data. If any
information is stored online, using a firewall in addition to passwords will improve security.
Municipalities may also consider using a protocol where encrypted data is transferred over a secure
connection (HTTPS certification). Security measures will vary by municipality.

After the approved retention period, the information should be properly disposed of in accordance with
the municipality’s records retention policies and procedures. If personal information has been collected,
particular care should be taken with respect to its deletion. FOIP personnel in each municipality can
play a significant role in managing this process.

Quality Assurance

Quiality assurance checks are an important part of supervising enumerators and ensuring high-quality
results for the census. The enumerator must arrange to have their completed work sent to you on a
regular basis. The coordinator may arrange for enumerators to deliver completed census forms to your
office, or you may arrange to pick up completed forms. Tasks that may be undertaken by the
coordinator include:

e Identifying enumerator mistakes early and quickly by checking the completed census
guestionnaires. All forms submitted by enumerators should be checked daily for completeness
and accuracy.

e Conducting field visits with your enumerators. Observe your enumerators performing the
interviews.

e Ensuring that enumerators complete their work quickly and efficiently. Check the progress made
in relation to both the time available and the progress of other enumerators.

e Monitoring the hours worked by enumerators daily to ensure sufficient hours are worked each
day at the appropriate time of day.

e Discussing performance issues with enumerators as quickly as possible. Low productivity and
poor-quality work slows the progress of enumeration and cause additional work for others.

Monitoring Enumerator Performance

Being part of the census can be daunting for some enumerators. Monitor their work on an ongoing
basis and provide guidance to help them feel capable and confident. If problems arise, they can be
corrected immediately before the error becomes systematic.

Census coordinators should keep a close eye on the productivity of enumerators on a daily basis to
identify problems and issues that require corrective action. Completed census questionnaires must be
reviewed daily for completeness and accuracy.

The census coordinator or supervisor is required to perform quality assurance checks by randomly
contacting dwellings that were enumerated by an enumerator visit or telephone interview. The calls
verify that the dwellings have been visited by the enumerator and provide a check on the usual resident
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count question. Households that completed their surveys online do not require this quality assurance
check. The following table shows the number of households that must be contacted for quality
assurance checks.

TABLE 4: REQUIRED NUMBER OF RESIDENTS TO CONTACT FOR QUALITY ASSURANCE
CHECKS*

3,501-5,000 357
5,001-7,500 365
7,501-10,000 370
10,001-25,000 378
25,001-50,000 381
50,001-75,0000 382
75,001-100,000 383
100,000+ 384

*Based on a 95 per cent confidence interval with a 5 per cent margin of error.

Municipalities with enumerator-completed dwellings of 3,500 or less are required to contact
10 per cent of these dwellings completed by enumerators.

When contacting the dwelling, keep in mind that the individual may not know whether the dwelling
completed the census. For example, they may say the dwelling was not enumerated but may not be
aware that another member of their family completed the census. If the individual says the dwelling was
not enumerated, ask whether it is possible another family member completed the census interview. If
they are unsure, ask the respondent if they would take part in the census interview to ensure that the
collected information is valid.

The calls should be distributed across all enumeration areas of the municipality and enumerators. Calls
should be made within two to three weeks of a questionnaire being completed.

The main purpose of this check is to ensure the quality of the census results and not to assess the
performance of enumerators. However, if the coordinator notices discrepancies in more than 3 per cent
of a particular enumerator’s cases (occurrences of non-contact or wrong information), the enumerator
may require followup training.

In these cases, there should be an additional round of calls (10 per cent) within the area covered by
that enumerator to confirm that the collected information is accurate. Coordinators should keep records
of their quality control strategies.

Enumerators must be made aware that quality assurance checks will be completed during the census
period and up to August 31 of the same year in which the census occurred.
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Reporting to Municipal Affairs

The Municipal Census Regulation requires that after completing a census, the municipality must
submit the results to the Minister of Municipal Affairs on or before September 1 of the year in
which the census took place.

Municipal Census Form

The designated officer must complete the Municipal Census Form (Appendix F). On the form, the
designated officer is swearing that a municipal census was completed, states the chosen municipal
Census Day, and reports the total usual resident count obtained. The census form must be properly
signed and sworn before a Commissioner of Oaths.

For quality assurance purposes, municipalities must also complete the Municipal Census Field Report
(Appendix F). The fillable form is located on the Municipal Affairs Census Website. Municipalities that

choose not to include estimates for non-contacted dwellings and refusals would complete the column

“Enumerated Only.”

For municipalities that choose to include estimates for non-contacted dwellings and refusals, complete
the “estimate” worksheet first. Please note that the estimates worksheet is only for types of “private
dwellings.” Once the “estimates” worksheet is completed, complete the “From Estimates” column in the
Field Report.

Prior to submitting the worksheet and Municipal Census Form, please verify that all the information is
complete. Municipal Affairs will review your submission and may contact you within three weeks if there
are issues.

Shadow Population Count

Municipalities that have informed Municipal Affairs that they plan to conduct a shadow population count
along with their municipal census must include this count on the Field Report of the Municipal Census

Form (Appendix F).
Duty to Submit Results

Completed forms must be submitted to Municipal Affairs by September 1 of the census year in which
the census took place. Failure to do so may result in your census figures not being accepted.

Municipalities can submit by:

Scan and Email: ma.updates@gov.ab.ca

Mail:  Alberta Municipal Affairs
17th floor, Commerce Place
10155 - 102 Street
Edmonton AB T6J 2N7

Reporting to the Public

While not mandatory, municipalities could consider releasing reports on census results under certain
conditions. These reports would increase residents’ access to the census results and may encourage
future participation in the census. The reports would need to comply with the FOIP Act and must not

release personal information, such as names, addresses, or personal contact information.

If the municipality decides to report to the public, it should consider the size of the population and its
neighbourhoods. Suggested guidelines for releasing reports to the public include the following:
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For municipalities with more than 1,500 in population and neighbourhoods with at least 50
residences, release the census counts by neighbourhood. The reports should contain the
neighbourhood counts only and not other information such as age and sex compositions of the
neighbourhoods.

For communities with more than 5,000 population and neighbourhoods with more than 100
residences, release the census counts by neighbourhood, but feel free to include other
information. The reports could contain both neighbourhood population and dwelling counts and
other demographic details.

If more detailed breakdowns are included, ensure that data groupings do not reveal confidential
information about respondents. It is recommended that municipalities use random rounding.
Under this method, all figures, including totals and margins, are randomly rounded either up or
down to a multiple of five and in some cases 10. This process transforms raw counts into
randomly rounded counts, which reduces the possibility of identifying individuals in the
tabulations.
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The Role of Census Coordinator for Managing an Online Census

With an online census, many respondents complete the census form on the census website. While this
reduces the number of census enumerators needed for in-person interviews, the census coordinator
will still require enumerators to conduct census interviews when individuals do not complete the census
online. For example, some dwellings could be unoccupied. In other cases, individuals may forget to
complete their online form, may not be comfortable entering the information online, or may not have
access to the internet. In these cases, enumerators must still attempt to conduct the interview in person
or over the telephone.

An online census has many potential benefits compared to mail and telephone survey methods such
as:

e reduced need for paper and paper storage (census forms, call-back forms, etc.);

e reduced need for enumerators;

e improved data security (with passwords and firewalls in place);

e reduced errors made by census staff (enumerators entering responses incorrectly);

e enhanced monitoring of enumeration progress and identification of dwellings still needing
enumeration;

e Ccensus responses are monitored in real time;
e little or no manual data entry;
e convenience for respondents, who may complete the online form at a time of their choosing;

e more assurance of respondent privacy (respondents are sometimes more willing to answer
guestions about education and income through an online form rather than with an enumerator);
and

o more efficient administration of the census.

An online census also has some potential challenges, including:
e development of an online web application and census form that is secure and stable;
e generation of a uniqgue SAC for each dwelling can present programming problems;
e creation of secure databases (address register, census responses) requires appropriate skills;
e implementation of security procedures (passwords, firewalls, HTTPS certification);

e obtaining responses from individuals without easy access to the internet, or without the
technical knowledge required to use the internet; and

e licensing fees (operating systems such as Windows, SQL database etc.).

Minimum Requirements of an Online Census

The specific features of an online census will vary by municipality. However, certain features must be in
place for the online census to be considered. These features are described below.

Secure Web Application and Census form

Respondents must be able to access the census website, log in, and answer all the questions on the
census form. This requires a reliable and secure website containing all the questions a municipality
wishes to ask. There must also be security measures in place, such as passwords and firewalls, to
protect census information stored online. While some municipalities may have staff with the technical
knowledge to develop the website and security measures, others may have to contract the work to an
external consultant or technical expert.
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Electronic Address Database

Municipalities should maintain an address database for the census. This will allow the municipality to
monitor which dwellings have completed the online census. The census coordinator or staff member
managing the database must have the ability to add new addresses during the census if new dwellings
are enumerated. Census responses will be linked to each address in the database.

Secure Access Codes

Before the census begins, a series of unique SACs should be generated and linked with each address
in the electronic register. The SAC should be unique enough so someone does not access the wrong
information or address by mistake, and easy enough to enter so that the user can succeed with
reasonable effort. Access codes should contain a string of letters or digits or alphanumeric
combinations.

When the census begins, these SACs will be mailed out or delivered to the appropriate addresses,
along with a link to the census website. When the respondent accesses the website, it should prompt
them for their address and SAC before asking the census questions. This verifies that the response is
coming from the correct dwelling and provides an easy way to track which dwellings have completed
the online census.

In-person Enumeration Procedures

Not every private dwelling will have a respondent willing or able to complete the online census. Some
respondents may not have easy access to the internet, and others may be uncomfortable entering the
information online. Other private dwellings may be new and not yet part of the address database with
an assigned SAC. This means that a number of responses will need to be collected in person or by
telephone. This process requires enumerators and either paper-based census questionnaire forms or
wireless devices with a digital version of the census questionnaire.

After receiving the mailed notice letter and SAC, enumerators may begin to visit private dwellings that
have not completed the online census. Some municipalities launch their online and door-to-door
interviews at the same time, and encourage residents to complete the survey online first, or at the door
if the resident chooses. Others have opted a two-to-four-week period for the online census and then
begin their telephone or door-to-door interviews.

Use the address database to determine which dwellings have not yet responded. Enumerators should
be informed when a private dwelling in their enumeration area completes the online form so the
enumerator does not visit that private dwelling unnecessarily.

If an enumerator reports a new private dwelling or a dwelling not in the address database, the new
address should be entered in the database and assign a SAC. Mail out or deliver the SAC to the
dwelling with instructions on how to complete the online questionnaire, or have the enumerator
complete the interview in real time.

The in-person enumeration forms need to be entered by census staff as if they were using the online
system. This means that a SAC needs to be generated for all dwellings.

Suggestions for Conducting an Online Census

The following are suggested procedures for preparing an online census, minimizing risks, and
enumerating the population.

Before you begin:

e Develop the web application, online census form, address database, security procedures, and a
SAC generator (using external resources when needed).
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Generate the SACs and match them to all the dwelling addresses in the database.

Test the census website extensively. Enter addresses and census data and make sure there
are no problems with the website or database. Use extreme values to test the ability of the
software to screen out of range and obviously invalid data. If using wireless devices, test them
and make sure that the municipality has reliable wireless coverage.

Delete all test data before the actual census begins.

Mail out or deliver the SACs to the dwellings. Include an explanation of the census, instructions
for how to access the website, and suggestions for those who do not have Internet access
(direct them to local libraries, etc.). Inform them that an enumerator will come in person to
complete the interview if the online questionnaire is not filled out.

Risk Mitigation

Census websites may temporarily go down. If possible, have a staff member on call to deal with
this as quickly as possible.

The database may crash or become corrupted. Back up the database daily to prevent losses.

Ensure the wireless device has the capacity to store census data if connectivity is lost. This can
be especially problematic in rural areas.

Managing Enumeration

When the census begins, monitor the address database to keep track of which dwellings are
completing the online census. Look for systematic errors, which may indicate a problem with the
guestionnaire.

To maximize efficiency of the online census, begin sending enumerators to visit dwellings that
have not completed the online census form.

Inform enumerators when a dwelling in their enumeration area completes the online form, so
enumerators do not visit the dwelling unnecessarily.

If the system does not allow enumerators to enter new addresses in real time, enter the new
address in the database and assign the address a SAC. Mail out or deliver the SAC to the
dwelling with instructions on how to complete the online questionnaire.
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Designing a Census Questionnaire

Census questionnaires are a set of questions, in some cases with predefined answers, to gather
aggregate information about the population. A municipality must decide what type of information they
need to know about residents and how that information will be used for planning and delivering services
to residents.

Proper questionnaire construction is one of the most important steps in achieving a successful census.
Good design will help to increase the willingness of residents to complete the census and improve the
accuracy of the data collected.

When it comes to designing a questionnaire, asking the right questions in the right way is crucial to
collecting the data you need for decision-making. It is critical that each question is clear and reflects
what you are asking and how you want it answered. For example, if you ask the question “What is your
income?” respondents will not know whether you mean weekly, monthly, or annually.

Questionnaire design requires work in choosing the type of questions, wording, answer choices
provided, and various other factors that contribute to a high-quality questionnaire instrument.

To reduce the burden on census coordinators and to improve the quality of information collected,
municipalities may use the same questions as the 2021 federal census. The 2021 federal census form
guestions are available at https://www.statcan.gc.ca/eng/statistical-programs/instrument/3901 Q1 V7-

eng.pdf.

A tracking system needs to be in place to link the questionnaire to the residential address. Each
guestionnaire should have:

e A unique form number: a form number for each response must be allocated and recorded so
that it links back to each dwelling in the municipality. This task is usually the responsibility of the
census coordinator.

e An urban or rural address:

O For urban or residential addresses, municipalities should have a complete listing of all
residential addresses from property tax information. Include the street name or number
and house number and the appropriate apartment (suite) number where applicable. If
there is any question about the address, check with the residents during the interview.

0 For rural addresses, include the legal land description (quarter section, section,
township, range, and west of meridian) and the dwelling location (farm, country
residential parcel, hamlet, mobile home park, or other location). Some of this information
will be outlined on your enumeration area census map, but in all cases, confirm the
information with the resident.

e Atelephone number: each census form may contain a telephone number that can be obtained
from different sources such as utility bills and property tax information. This information can be
used if telephone interviews are an option for collecting census information.

e A usual resident count: a municipal census must include a question to count the total number of
usual residents in a municipality.

e Quality assurance information: municipalities are required to conduct quality assurance checks
with a sample of households that complete the census through in-person or telephone
interviews with an enumerator. Municipalities may request the name of the respondent, email
address, telephone number, and an appropriate time to call to verify the census information.
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Suggested Wording for Questions
Usual Residents Count

The primary purpose for conducting the census is to produce a total population count of usual
residents.

To obtain the number of residents usually present, ask the question:
Including yourself, how many persons usually live at this address on Census Day?

Quality Assurance Questions

Municipalities are required to conduct quality assurance interviews with households that completed
their interviews with an enumerator.

The municipality is required to conduct interviews with some residents to verify the accuracy of
information collected. Can we contact you at a later date?

Can | please get your name and phone number?

Optional Questions

Municipalities may choose to ask additional questions to obtain a profile of their residents. More
detailed information may be required for housing, land-use planning, economic development,
recreational facilities, etc.

1. Person Number
To obtain additional census information, you would require a list of every member of the
dwelling unit in sequential order on the census form (person 1, person 2, etc.), as this helps to
provide a quick check against the total number of residents.

Including yourself, can | have the first name of all persons who usually live here on (Census
Day?

Copy the first name of the persons on the form and then have the respondent answer the
following questions for each person.

2. Sex

Sex at birth and gender are distinct but interrelated. While sex at birth is primarily understood in
terms of physical and biological features such as chromosomes, genitals and hormones, gender

is a multidimensional concept that is influenced by several additional factors, including cultural
and behavioural norms, and self-identity.

Sex-specific information is essential in any population analysis. It helps to indicate demographic

changes in our society and, when used with other characteristics, is an important criterion in
research and planning.

What is this person’s sex at birth?
/7 Male

/7 Female

X

3. Gender
Gender identity is understood to refer to each person's deeply felt internal and individual
experience of gender, which may or may not correspond with the sex assigned at birth,
including the personal sense of the body (which may involve, if freely chosen, modification of
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bodily appearance or function by medical, surgical, or other means) and other expressions of
gender, including dress, speech, and mannerisms.

What is this person’s gender? This refers to current gender which may be different from sex
assigned at birth and may be different from what is indicated on legal documents.

/7 Male
/7 Female

Or please specify this person’s gender

4. Age
Information on age is needed to help the community plan for its current and future needs. These
needs include such things as schools, day care facilities, recreation facilities, housing
requirements, and seniors’ facilities.

The federal census asks for each person’s date of birth and age.

What is this person’s date of birth and age on Census Day?

Alternatively, municipalities may choose to add age categories.

In what age category does this person belong?

One suggestion is to code age categories based on Statistics Canada'’s life cycle groupings:
0 0-17

[ 18-24

0 25-44

/1 45-64

765+

You may experience some reluctance or even refusals to answer age-related questions. Explain
to the respondent the importance of collecting age data. You may also reaffirm the
confidentiality of the data. If the respondent still refuses to answer this question, do not persist.

5. Other Census Questions

The municipality may opt to add other demographic or household questions to the survey. To
ensure that the questions are valid and reliable, municipalities may want to refer to the 2021
federal census questions located here at https://www12.statcan.gc.ca/census-
recensement/2021/ref/questionnaire/index-eng.cfm.
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Mail-out Census Questionnaires

With a mail-out census questionnaire, the municipality would mail their paper survey, and have it
returned in a self-addressed or business reply envelope. In-person distribution, fax-based returns, and
other varied methods can be blended in with a mail questionnaire format. After the census
guestionnaires are returned, the data is inputted into a software collection program either manually or
usually by optical recognition software.

Advantages
The pros of mailing out census forms compared with other methods include:

e convenience for the respondent as they can complete it when and where they want;

e easier for respondents than a telephone or enumerator visit as they cannot leave and come
back to complete; and

e cost effective as it would be less expensive than having enumerators visit every household.

Disadvantages

Cons for mail-out questionnaires include:

e Mail-out questionnaires assume literacy. Not everyone may be able to fill out the questionnaire
properly. Set up a census helpline or enumerator visits to improve response rates.

e Other census-taking methods would need to be considered to include homeless individuals and
people in institutional settings.

e Mail-out questionnaires can result in low response rates, and additional steps must be taken to
improve response rates.

Steps for Achieving a Good Response Rate

Below are some suggested steps that may be taken to improve overall response rates on a mail-out
census questionnaire.

Professional Looking Package

The initial package sent to respondents should be professional looking and contain the questionnaire, a
cover letter, and a self-addressed return envelope or clear return instructions.

The cover letter should explain the purpose of the census and that confidentiality is assured. This letter
should be short and should provide a contact name and number. In general, the letter should be written
by a senior officer of the municipality such as the chief administrative officer.

The design of the questionnaire is critical. Careful use of graphics and overall design is more likely to
encourage people to respond. The questions should be well-phrased and easy to understand.

Follow Up

Follow Up is essential to improve response rates. The second contact with respondents may occur a
week or two later and may consist of a reminder post card or followup letter. The third followup can
include a letter and a replacement census questionnaire.

Other Factors to Consider

Other steps to improve response rates include:
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e Avoid mailing census questionnaires near holidays as people may be preoccupied with
vacations.

« Mail material early in the week; mail that arrives on Fridays tends to get set aside.

e Consider using other methods such as telephone or online surveys to increase the response
rate.
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Conducting a Census in a Federal Census Year

Every five years, Statistics Canada conducts a national census. The next federal census will take place
in 2026. It is in the best interest of Alberta municipalities to support the federal census since the
accuracy of the federal census impacts federal transfer payments to the province, affects the
demographic information that forms the basis of policy and planning for all levels of government, and
provides a level of fairness to all municipalities that may not be able to undertake a municipal census.
Municipal Affairs encourages all municipalities to support Statistics Canada with the census
enumeration process.

Municipalities should be aware that the results from a federal census will be used to determine
population in the Municipal Affairs Population List for the year in which a federal census was
undertaken.

Several challenges exist when municipal and national censuses occur simultaneously. To reduce these
challenges and ensure fairness across the province, municipalities are encouraged to work with
Statistics Canada to ensure the success of both censuses.

Census Timeframe

For the past federal census, Statistics Canada chose the second Tuesday in May as the Census Day.
Starting at the beginning of May, Statistics Canada sends out invitation letters to encourage households
to complete census questionnaires, preferably online.

While many households will complete the questionnaire online, enumerator visits and telephone follow
up will still be required to increase the response to the census.

Not all municipalities will conduct a census during a federal census year. However, among
municipalities that conducted a census in 2016, Statistics Canada indicated that residents were
unaware that a federal and municipal census was occurring during the same time. To minimize
confusion by residents between the two censuses, it is suggested that municipalities work with
Statistics Canada and include marketing information on both censuses during a federal census year.

Recruitment of Census Workers

In past censuses, Statistics Canada has experienced hiring difficulties in Alberta municipalities with
tight labour markets due to Alberta’s high economic growth and wages. For Statistics Canada,
enumerators are hired by a network of local field offices according to standards and wage levels set by
federal legislation. However, in 2016, some Alberta municipalities in high-growth areas offered wages
to census workers that were more than two times higher than Statistics Canada.

To assist Statistics Canada in the federal census, municipalities may direct their enumerators and
residents to apply for census positions at the Statistics Canada website. These enumerators should be
informed that they would still be required to undertake recruitment testing and training with Statistics
Canada.

Address Register

The goal of a census is to count everyone once and in the right place. To ensure an accurate census
count, both Statistics Canada and a municipality must have access to a complete list of residential
addresses.

Statistics Canada has a complex and involved process to develop its address register from the previous
census and administrative records; however, administrative records usually contain the mailing address
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of residents. This poses challenges for Statistics Canada, as Canada Post requires many rural
residents to use post office boxes in adjacent municipalities as their mailing address.

Compared with Statistics Canada, municipalities have a more complete inventory of residential
addresses. Municipal records (assessment, planning and development permits, water and sewer
services, and other administrative records) offer a more complete enumeration of all structures and
typically will identify all residences in the municipality. In high-growth communities, new housing
developments have occurred due to strong economic activity in the region that may not be on Statistics
Canada’s inventory of residential addresses. In addition, some municipalities that conduct an annual
census may have information on suites available in homes that may not be readily available to
Statistics Canada.

To ensure accurate federal census counts, municipalities are encouraged to share their address
register with Statistics Canada. They may also direct Statistics Canada to locations where transient
populations may reside. A complete address list is vital to ensure a complete and accurate population
count.

Hard-to-Count Individuals

All levels of government must work together to ensure that all groups are counted during a census.
Undercounting may result in a loss of government supports or deprive a community of funding for vital
services and programs.

Certain groups that are often missed in a census include those who are First Nations (on- and off-
reserves), immigrants, individuals in collective dwellings, and people experiencing homelessness.
Municipalities may be aware of the best way to enumerate these populations and may be able to assist
Statistics Canada to ensure all residents are enumerated. Municipalities are also in the best position to
suggest possible contacts with social agencies to locate some hard-to-reach groups.

Municipal Census Manual | Requirements and Guidelines for Conducting a Municipal Census 44



ENUMERATOR TRAINING

The following sections reflect the role and responsibilities of the enumerator. Census enumerators may
choose to use this material as part of their enumerator training manual.
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Role of the Census Enumerator

A successful census cannot be conducted without conscientious and well-prepared enumerators
obtaining accurate and complete information. The specific roles and responsibilities of the enumerators
will vary depending on the type of census methodology used.

Statement of Census Enumerator

Enumerators are required to sign a statement. This statement says that you will follow all procedures
and regulations related to your duties. This includes conducting the census according to the procedures
outlined in this manual and ensuring that personal information is protected as specified in the FOIP Act
(Appendix A). The Statement of Census Enumerator is valid for the person’s lifetime.

Your Responsibilities

As an enumerator, you will work under a census coordinator or supervisor who will assign you one or
more enumeration areas. You will be responsible for collecting the required information on all usual
residents of that area.

Responsibilities may include:

e becoming familiar with your enumeration area(s);

e knowing how to systematically enumerate your area;

e knowing who is eligible to be counted;

o following all health and safety guidelines and instructions you received during training;

e knowing how to identify all private dwellings and their types, and indicate whether it is an
occupied, unoccupied, or cancelled dwelling;

e knowing what to do in cases of non-response or refusal to respond;

e knowing how to complete the census form accurately;

e creating and/or using a system to track completed properties;

e understanding and following confidentiality and security guidelines and procedures;

e accommodating a flexible work schedule, including days, evenings, and weekends;

e meeting quality and productivity standards set out by the census coordinator; and

e completing your enumeration area within the time prescribed by the coordinator.

Confidentiality

All information obtained during the census must be kept confidential. Your letter of introduction should
be readily available to show to the respondent. This letter identifies you as an official enumerator and
assures the confidentiality of all information collected (a sample letter is included in Appendix B, Letter
of Introduction). Municipal issued photo identification identifying you as an enumerator may also help
ease respondents’ confidentiality concerns. If the municipality provides this identification, you should
ensure it is easily visible to respondents. This photo identification must not be used for any other
purpose and must be returned to the municipality upon request, or upon completion or termination of
your role as enumerator. A lost or stolen identification card should be reported to your census
coordinator immediately.

Do not leave completed census forms where other individuals may see them. Refer any requests for
information that you cannot answer to your census coordinator.

Your Approach

It is imperative that you be courteous, tactful, confident, and appropriately dressed during the
enumeration. A friendly approach and a tactful presentation of questions will help achieve a successful
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interview. Should the respondent become uncooperative or unpleasant, politely leave and refer the
case to your census coordinator.

Your Routine

During the census period, enumerating is a labour-intensive job that requires careful time management.
Your work hours may have to be adjusted to the times that people are most likely to be home. This may
mean your visit occurs in the evening. Enumerators can respectfully acknowledge any inconvenience,
while also reminding the respondents of the importance of the census and the estimated time to
complete the interview.

Enumeration hours will be set by the municipality but are often between 10:00 a.m. and 9:00 p.m.

Assistance From Your Census Coordinator

Always remember that your census coordinator is there to assist you should problems arise during
enumeration. In the early stages of enumeration, some coordinators find it very beneficial to review a
small sample (five to 10) of your first batch of completed census forms. This helps to identify and clarify
any problems before the census gets too far underway.

The procedures taken and the work pattern established will be determined by each coordinator. The
primary role of the coordinator is to guide the enumerator in census procedures. Never hesitate to ask
for assistance. If possible, enumerators should carry a cell phone while they work in case of
emergencies or questions for the census coordinator.

The Enumerator’s Materials

At an instructional meeting held prior to the census, you will be supplied with a package of materials for
enumerating. If you find that any item is missing, contact your census coordinator. Below is an example
of some materials that may be provided to census enumerators:

an official letter of introduction (Appendix B);

an identification badge;

the Municipal Census Manual (this manual);

an enumeration area census map;

census forms and clipboard or electronic device (such as a wireless device or laptop);

a cover sheet for identifying information to be returned with the completed census forms;
forms for recording call-backs (Appendix B);

Enumerator Notice of Visit Cards (Appendix B);

pencils and paper clips; and

large envelope(s) to temporarily store completed census forms.
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The Enumeration Area Census Map

The enumeration area (EA) census map is one of your essential tools for conducting the census. An EA
is a smaller area within the municipality that is established to collect and analyze information. The EA
census map should depict all these areas. Study your map carefully to become thoroughly familiar with
your EA. Depending on your municipality’s approach to mapping, your map may include outlined and
numbered area identifiers (such as lot, block, and EA numbers), census zones, or possibly residential
addresses. For rural areas, the quarter section, section, township, range, west of meridian, and EA
numbers are generally shown on the map.

Other identifiers or landmarks may also be shown to assist in finding specific locations. It is essential
that no part of your area, and no person living there, is overlooked.

Always inquire whether there are adjacent dwellings. A private dwelling is defined as a separate set of
living quarters with a private entrance from the outside, or from a common hallway, parking garage, or
stairway inside the building. This entrance should not be through someone else’s living quarters.

Do not overlook the possibility of caretakers’ quarters in commercial buildings, and other structures that
are non-residential. In addition, there may be motels, tourist camps, trailer camps, or types of
institutions such as nursing homes and jails that must be included if they house usual residents (see
page 63 for information on enumerating collective dwellings).

In summary, study your area map with care and investigate all places within your area where people
live or might be living.

Method of Covering Your Area

Enumerators should go through their entire route before focusing primarily on call-backs.

Block Enumeration

When enumerating a block, it is most important that a consistent direction is maintained. Be careful not
to miss houses situated back from the street or in lanes. The order or specific direction might be set up
by the census coordinator.

Figure 1: Urban Enumeration Area Map Example

The following instructions may be used as guidelines for
covering urban and rural areas. Your municipality may also e v Y\
have best practice guidelines. 2 O 7| A A Y

Urban Coverage: Cover your area on a block-by-block basis |3 =\ —\ T ; _
in a systematic fashion. For example, start in the northeast [“‘-' LT v L I, . 5 a R
corner of a block, enumerate that block in a clockwise e el AT
direction, then carry on to the next block and continue 'Ti i ] P B g
enumeration using this method. This will prevent you from Y WAP~ A A XA
going back and forth across the street and losing track of NALLLLLEL L AN - /"
the dwellings you have enumerated and those not SN T &= =X
enumerated. Not all blocks are laid out the same way; - JTTTTTTT ) —\ V3
therefore, this example may not apply in every case. S Qe gt Seng ¥ o Y g

Of primary importance is selecting the most efficient system E
for your EA ensuring that no dwellings are left out or . 'I_ ,
enumerated twice. After you enumerate each dwelling, L~ r
place an “X” on the lot of your map. This will help you to ) ZoN 4
know where you have enumerated and assist you in
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locating your call-backs. An “X” should also be placed on lots with no dwelling units.

Figure 2: Township Showing Section Numbering

Sequence

Rural Coverage: Cover your area in a systematic fashion,
guarter section by quarter section. There are 36 sections in
a township. Beginning with the lowest numbered section in
a township, take one quarter of this section at a time. If the
guarter section consists of a farmstead, mark the
appropriate location of the principal dwelling on your map
using the number (1). If there are other farmstead dwellings
where people live, such as cottages or trailers, mark their
location in the quarter section using successive numbers
(2), (3), etc.

If the quarter section is subdivided, use a similar method to
locate each dwelling systematically. For example, mark the

first dwelling you encounter as number (1) on your map and
then number the remaining dwellings in the quarter section

successively in the order in which they appear. When you

31 32 a3 34 35 3B
a0 29 28 27 26 25
19 20 21 22 23 24
18 17 16 15 14 13
7 8 4 10 11 12
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B & 4 a 2 1
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start in the next quarter section, begin your numbering system over again with dwelling number (1).

It is also advisable to mark any other landmarks on your map that can serve as identifiers. This will

prevent you from losing track of the dwellings you have not enumerated and assist you in finding

Non-Response Follow-Up locations.

Note that rural coverage can be modified depending on the population density of the area, such as

large residential subdivisions and hamlets.

In these cases, it may be more appropriate to cover the area on a block-by-block basis as described

under urban coverage.
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Completing the Census Form (Paper-based Census)

Be Accurate

Read the instructions carefully to make sure that you are asking questions as instructed and obtaining
the required information. Do not guess at any information; record only what you are given.

Print Clearly

With paper-based forms, someone else may have to interpret the information that you have gathered,
so it is vital that the forms are legible. This is not an issue with electronic forms.

Code Carefully

If your municipality uses codes, be sure to select and enter the code numbers of response categories
with care to eliminate confusion and error and place only one digit in each box. Coding should be right
justified — that is, adjust the position of the numbers so that the numbers are entered in boxes on the
right-hand side and any blank box is filled with a zero. For example, 8 would be entered 008; 38 would
be entered 038; and 138 would be entered 138.

Check Blank Spaces

You may leave a blank space only when you are not able to obtain information from the respondent. In
all other cases, all spaces should be filled. If data entry operators are used, they will be entering this
information only as they see it on the forms. Thus, it is very important that you fill in all information. After
completing the interview, recheck the form to make sure that you have not left blank spaces or boxes
by mistake.

Do Not Destroy Paper Forms

Every census form must be accounted for. If you make errors on a paper-based form and must begin
again, write VOID across the form and return it to your coordinator. If the number on the paper-form
was pre-printed, or if there is a tracking system in place, make sure the new form can be linked to the
dwelling. With an electronic form, if you make an error during the interview, simply delete the error and
enter in the correct information.

Return All Paper Census Forms

Return completed census forms to your coordinator as requested when you have completed your
enumeration.
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Conducting Interviews at the Door

Once you are familiar with your map, your area, and how to cover your area efficiently and completely,
you are ready to approach the dwellings and their household members. In preparation for this step, the
following procedures may be of assistance.

Where to Interview

Generally, it will accelerate the enumeration process if the interview is conducted at the door of the
residence.

Although you must attempt to complete the census questionnaire with the resident at the door, follow all
health and safety guidelines you have been instructed on during your training. You may turn down an
invitation to enter the dwelling by saying that all you need are a few questions answered concerning the
household members. Check with your census coordinator or municipality regarding policies on entering
dwellings during the interview process. Your safety is of utmost importance in these situations. Do not
enter a dwelling if you feel unsafe.

Additional Safety Tips
e Have your cell phone programmed with phone numbers for your coordinator and other
enumerators in or near your enumeration area.
e Check in regularly with the census coordinator.
e For areas where safety might be a concern, work in pairs with other enumerators.

Who to Interview

The person you interview must be a responsible adult (18 years of age or older) who is a member of
the residence and who can answer the questions accurately. If a child answers the door, ask to speak
to a responsible adult. If no one else is available, ask when an adult will be home. Also, avoid
interviewing before a group other than the family unit. Point out that replies to census questions are
confidential and that you would like to speak to the person alone.

Identification

If your municipality supplies you with an identification card, ensure you are wearing this prior to your
arrival. This will aid in establishing yourself as an official census enumerator.

Letter of Introduction

This letter identifies you as an official census enumerator, explains the purpose of the census and
importance of complete coverage, and assures confidentiality of individual responses. The letter should
be available for the respondent to read, if requested.

The Interview

When an adult is available, introduce yourself, and then begin the interview. It is advised that an
introductory statement be practiced so that you can say it automatically and smoothly. This will greatly
boost your interviewing confidence and the cooperation of the person you are interviewing.

Pay Attention to Your Conduct During the Interview

e Project confidence and professionalism with your appearance, tone of voice and body language.
e Ask questions in a positive manner.
e Handle all questions with sensitivity.
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Maintain a moderate pace and keep the interview as brief as possible.
Vary the tone of your voice to avoid sounding monotonous.

Completing the Questionnaire

Recheck the address assigned to the questionnaire.

Read the questions exactly as worded. If you change the wording of the question, you change
the meaning.

Do not skip questions unless they do not apply.

Read all questions in the order they were written, even if the respondent happened to answer
them previously.

Repeat and clarify questions that are misunderstood. If the respondent gives you a partial or an
incomplete answer even after you have probed, write down the answer.

Check the questionnaire for completeness and try to obtain any missing information before you
leave the dwelling.

Reacting to Situations That May Arise During an Interview

During enumeration, you may encounter various situations to which you will have to react. Tips for
dealing with situations that might arise are as follows:

Refusal to Give Information

Interview refusals may occur because a municipal census is voluntary and lacks the force of law, unlike
the federal census conducted by Statistics Canada. The following tips can be used at the door to
encourage residents to participate in the census:

Show the person your letter of introduction, which identifies you as a census enumerator, shows
the importance of complete coverage, and assures confidentiality of individual responses.
Remind them that complete coverage is needed so the municipal government can better plan
community services and assist the municipality to secure population-based funding for
community improvement projects (e.g., transportation projects, recreation facilities, parks).

Inform the respondent that the interview will not take long. If inconvenient timing appears to be
the problem, ask if there is a better time to do the interview or if they would like to arrange a
Non-Response Follow-Up. Use the Notice of Visit Card to record the respondent’s name and
preferred Non-Response Follow-Up date and time.

Ask the person if they would be more comfortable reporting their information directly to the
census coordinator. If so, provide the census coordinator’s contact information and the deadline
for the census. The coordinator must confirm that the person calling is the proper census
respondent, and that the response has not already been collected. After the interview, the
coordinator should inform you that the response has been collected to avoid duplication.

If the census questionnaire is available online, inform the occupant about their option to
complete the census online. Completing the online census is fast, easy, and confidential. For
residents who do not have home internet access, inform them of local facilities that offer secure
public access to the internet (e.g., libraries). Inform the resident that an enumerator will return
after a certain time if no internet response has been registered.

If all else fails, try to at least obtain a population count of the household by asking how many
people reside at the home.

If the person continues to refuse, politely leave the residence. Note the refusal at the top of the
census form, list the dwelling on the Non-Response Follow-Up form, and report the situation to
your census coordinator.

The coordinator should attempt to convert the refusal into a response by contacting the dwelling
and persuading them to participate. Sometimes, respondents are more comfortable sharing
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information with the coordinator compared to an enumerator. If a completed questionnaire is
obtained (by follow up or online), the original census form is voided. The coordinator is
responsible for the collection of all filled, void, and unused forms.

¢ In the event the municipality is unable to convert the refusal to a completed interview, the
enumerator can ask a neighbour for the number of people residing in the household.

Respondent is Unable to Complete the Questionnaire at the Time of the Visit

You can present the respondent with the following options:

e Ask if there is another adult in the household that would be available to complete the interview.
e Offer to come back at the respondent’s convenience.

e Obtain a contact number and offer to follow up by telephone to complete the questionnaire at
the respondent’s convenience.

Respondent claims that the questionnaire was already completed

In these situations, let the person know that the questionnaire information was not received. Ask to
complete a new questionnaire with them for their household.

e If the respondent agrees, proceed to complete the questionnaire.

o If the respondent does not wish to complete the questionnaire, make notes that the respondent
claims that the questionnaire was completed and refused to be interviewed.

e If the municipality conducts checks and the survey has not been completed in the last seven
days, inform the resident that a completed questionnaire has not been received, and give them
options on how to complete the survey.

Language Difficulties

If you encounter language difficulties with a usual resident, check to see if another adult member of the
household (who is also a usual resident) can provide the needed information. Alternatively, it may be
possible for another individual to act as an interpreter. In such a case, the respondent would need to
grant permission to conduct the interview using the interpreter. The interpreter can be anyone, as long
as the respondent approves of them doing the interview. Typical interpreters include neighbours,
children under the age of 18, visiting family members, etc.

If these options do not present themselves, another possible solution would be to return in the evening
when others may be at home.

If you cannot make yourself understood, try to determine the language spoken and list the house for a
call-back. Consider consulting with your coordinator, who may be familiar with, or have access to
additional information about the ethnicity of the household or enumeration area. In some cases, the
coordinator may provide you with a booklet with all census questions translated into a variety of
languages. Alternatively, it may be possible to have your coordinator arrange for an interpreter to
accompany you on your return visit. The respondent should be informed that the interpreter
accompanying you has been hired by the census coordinator and, like you, has also subscribed to a
statement to ensure the confidentiality of census information.

Respondent Informs You They Are Not the Usual Residents at This Address on Census Day
In this situation, first ask them if the dwelling was occupied or unoccupied on Census Day.
o If the dwelling was occupied, but the previous householders had moved, ask the current
householder if they know how many people were in the previous household and if they have

contact information with the previous householders. Enumerators can contact the previous
homeowner to obtain a count of usual residents only.

e If the dwelling was unoccupied on Census Day, enter the information on the census form.
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e If the respondent tells you that the usual residents of this household will be away until after the
enumeration date (e.g., on vacation, business trip), ask the person how many usual residents
live there and record the number.

Respondent Wishes to be Interviewed Separately From the Rest of the Household

Occasionally, a person who is a usual resident at the address on Census Day may want to be
enumerated separately for privacy or other reasons. You can interview the person in private. If they
agree, record their answers in the same questionnaire.

You Discover a New or Missed Dwelling During the Interview

Occasionally, you may find a new dwelling that may need to be added to your address list. In some
instances, you may also discover hidden dwellings. These are a set of living quarters not obviously
recognizable for detectable from the street, road, or highway. It should meet the definition of a dwelling
as having a source of heat and power and providing shelter from the elements. For example, a
basement of a house has been converted into a separate basement suite that has its own entrance and
otherwise meets the definition of a private dwelling.

To help you find every hidden dwelling:

e Examine every structure from the outside for signs of dwelling(s) within (several doorbells,
and/or mailboxes, side entrances, stairs at rear of building, gas and hydro meters, etc.)

e Ask stores, garages, restaurants, schools, churches, etc., if there are living quarters within,
above or behind.

e Look up telephone wires, lanes, mailboxes, etc., which may lead you to a dwelling not visible
from the road.

e During the contact with the resident, ask if there are any other separate living quarters in the
dwelling.

e When making contact, ensure you follow health and safety guidelines and instructions you
received in your training.

For each new dwelling, use a new questionnaire to enter the address and dwelling information and
interview the residents and inform the census coordinator to update the address records for the census.

You Feel Harassed

Do not challenge the respondent and withdraw immediately. Note the circumstances on the survey form
and report the situation immediately to your supervisor.

No One Answers and the Dwelling Appears Unoccupied

If a dwelling appears to be unoccupied (i.e., no curtains on windows or the house looks empty), be
careful as it could have been occupied on Census Day. To obtain this information, speak to neighbours
to determine if the dwelling was occupied and how many residents lived there on Census Day. Apply a
note to the form that the information was obtained from neighbours. Please note that you will be
required to obtain the name and phone number of the person who confirmed the occupancy status.

If you cannot determine the occupancy status of the dwelling, indicate that further follow up is required.

There is No Private Dwelling at the Address

This may happen when a dwelling has been demolished, destroyed, or merged with another residence.
This can also happen when the address corresponds to a different type of establishment such as a
business or store. In this situation, record the information on the census form.
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Telephone Interviews
Enumerators can contact a dwelling by telephone or in-person to complete the questionnaires. In

general, it is a good idea to vary the way you contact the household to maximize your chances of
reaching them.

For enumerators to contact residents, the municipality must have a database of telephone numbers by
residential address. Municipalities should check with their FOIP Coordinator to ensure they are able to
use other municipal databases to conduct their municipal census.

A municipality may also choose to provide residents with a telephone number to contact the
municipality to complete the census. During telephone interviews, you will have to verify the address for
the number you call since you are not able to see the dwelling itself.

Reacting to Situations That May Arise During the Interview

Many situations you will encounter by phone are similar to those for in-person interviews. For example:

e dealing with reluctant respondents;
e reassuring respondents about the confidentiality of information; and
e answering any questions related to the use of census data and its importance.

The following tips can be used to encourage residents to participate in the census:

Respondents Have Privacy Concerns About Using Their Cell Phone

If a respondent answers your call and expresses privacy concerns about data being transmitted over
the cell phone or being overheard:

e Ask for a landline number, if one is available. If yes, call back at this number.
e If no, inform the respondent you will visit them to complete the questionnaire.
The Number You Dial is Invalid and Does Not Correspond to the Address

Occasionally, the number you dial may no longer be in service, may be that of a business, or may not
correspond to the address.

e Assign code or note for incorrect phone number.
e Follow up with a field visit to the address.

Refusal to Complete the Survey Over the Land Line or Cell Phone

Attempt to follow up with a field visit on the same day or no longer than 24 hours after the initial contact.
e Note the appointment time on your assigned list.

¢ Enter refusal on the address list.

e Follow up with a field visit to complete the questionnaire in-person and/or encourage the
respondent to complete the survey online, if this option is available.

Someone Hangs Up

e Add code or note that this requires further follow up and that someone hung up.
e Follow up with a field visit to complete the questionnaire in person.

No One Answers the Phone
e Do not leave a message on an answering machine or voicemail.

e Add a note that there was no answer on phone and that this requires further follow up.
e Follow up with a field visit to the address.
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Enumerating Collective Dwellings

Collective dwellings are communal, commercial, or institutional buildings where multiple people live. To
be a usual resident of a collective dwelling, a person must reside in the collective dwelling for six or
more months on Census Day or live there permanently as they have no other usual home.

In all cases, persons residing in collective dwellings must also fit the definition of usual resident to be
enumerated. For a complete information of how to enumerate usual residents, please refer to Table 1,
page 18 under definitions.

Types of Collective Dwellings

There are 10 types of collective dwellings:

e hospitals;

e nursing home and/or residence for senior citizens;

e residential care facility, such as a group home for persons with disabilities or addictions;
e shelter;

e correctional or custodial facility;

e lodging or rooming house;

e religious establishment, such as a convent, monastery, or seminary;

e Hutterite colony;

e establishment with temporary accommodation services such as a hotel, campground, YMCA,
Ronald McDonald House, or hostel;

e other establishment such as a school residence, military base, or work camp; and

e an establishment that is being used for non-residential purposes, such as a business,
commercial office, church, clinic, etc. is not considered to be a collective dwelling.

Usual Residents of Collective Dwellings

People can live in a collective dwelling either temporarily or permanently. For example, guests of hotels
and motels are typically staying for a short time and are considered temporary residents. Some guests
or hotel owners or managers could live there permanently as their main or only residence. These
people are considered usual residents at the address and should be included in the census count.

Persons residing in collective dwellings must also fit the definition of usual resident to be enumerated.
For a complete information on how to enumerate usual residents, please refer to Table 1, page 18,
under definitions.

The census includes usual persons living in the municipality on Census Day. Use the information in the
following table to decide in which dwelling a person should be enumerated.

Table 4: Where to enumerate usual residents of a collective dwelling

Was admitted less than six months prior to At their usual residence.
Census Day and has a usual residence
elsewhere.
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Was admitted six or more months prior to
Census Day.

At the collective dwelling.

Was admitted at any time AND has no usual
residence.

At the collective dwelling.

Methodology

There are four methods to enumerate collective dwellings:

1. Request a headcount: Access to the administrative records is not required. Only a headcount

of those that satisfy the requirements of being a usual resident in a collective dwelling. For the
usual resident count, the enumerator will need to ask the census contact how many people are
living there as their main residence. If the collective dwelling contact cannot determine for the
enumerator the number of usual residents living in their establishment, the enumerator must
choose the three other approved methods to enumerate the collective dwelling. For institutional
residents, the person is considered a usual resident of the collective dwelling if they have no
fixed address or has been at the collective dwelling for more than six months prior to Census
Day.

Administrative records: The collective dwelling census contact may choose to provide the
municipality with a printout of the required census information.

Face-to-face interviews: Enumerators can conduct an interview with the census contact or
usual residents of the collective dwelling with the census questionnaire if more detailed
information is required.

Self-enumeration: For non-institutional dwellings, you can leave census questionnaires with a
census contact to distribute to all usual residents. The residents complete the questionnaire on
their own and return it to the census contact. The enumerator then arranges a time to pick up
the completed questionnaires.
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You can also leave Municipal Census Cards with the census contact to distribute to all residents. Once
completed, the resident can return the cards to the census contact or front desk.

20__ Municipal Census Card

The census provides a picture of all people to live in this municipality. You can make a
difference in this municipality by being counted in the census.

If this is your only residence in Canada and you are:

e a Canadian Citizen MARK THIS CIRCLE WITH AN
e alanded immigrant (permanent "X
-re3|dent) _ Please return your
e in Canada asking for refugee status completed card to
e aperson from another country with a the front desk or
manager.

work for study permit

Please complete one card per person. Should you require more cards, please contact the front
desk or manager of the establishment to ensure that you and other persons living with you, are
counted in the census.

Thank you for your cooperation.

Preparing for Enumeration

To help enumerators, the municipality may choose to call and/or send out a pre-contact letter to each
collective dwelling (Appendix D).

Prior to an enumerator visit, the census coordinator or enumerator should:

e Establish contact with an administrator of the collective dwelling.

e Check to ensure that the collective dwelling is recorded correctly.

e Confirm they reached the correct collective dwelling and the address.
¢ Inform the administrator of the upcoming census enumeration.

e Gather information about the collective dwelling contact who will be providing the required
information.

e Determine if the administrator prefers to submit administrative records or computer printouts.
Information you will require are the admission date and whether each usual resident or
employee (including family members) residing in the collective dwelling has a main residence in
the municipality. This information is required for usual residents only.

o If administrative records are to be provided, request time for an enumerator to pick up a
computer printout.
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Take notes of any relevant information (i.e., optimal times for enumerator visits, preferred language of
communication, how to obtain access to the building, etc.) and schedule a time and date for the
enumerator to meet with the designated census contact.

Enumerator Visit

During the visit at the collective dwelling, the enumerator should:

Ensure the name and addresses of the dwelling in the address portion of the census form are
correct and record the dwelling type. In the case of institutions (e.g., hospitals, nursing homes,
prisons), include all patients or inmates who have been full-time residents for six months or
more and meet the other qualifications of a usual resident.

Ask the designated census contact of the collective dwelling the date of admission, type of
resident (employee, employee’s family, patient), and whether the resident has a usual residence
elsewhere in Canada.

Record the information on the units and use it later to track which units have been enumerated.

Create a profile of the dwelling that contains its name, address, capacity, and contact
information. Statistics Canada uses a similar approach to improve categorization of collective
dwellings.

Allow enough time to cover all the occupied units within the building.
Wear your identification upon arrival.

If contact cannot be made with the census contact for the collective dwelling before
enumeration, bring a cell phone and attempt to contact them before arriving at the building.

Before leaving the premises, and if administrative records are obtained, the enumerator must check to
make sure the administrative records are complete. For usual residents, verify that all mandatory data
requirements are completed.

After the administrative records checks have been completed, the enumerator must follow up on
each outstanding data requirement and mark it for follow up. This can be done by speaking to
the collective dwelling census contact, a knowledgeable staff member, or the resident (if granted
permission to do so).

The enumerator is required to complete the Collective Dwelling Record (Appendix D) and attach
the administrative records to the form. The supervisor is required to check the information for
completeness and accuracy.

Census Coordinator Quality Checks

Quiality checks are an important part of supervising enumerators and ensuring high-quality results for
the census. The enumerator must plan to have their completed work sent to a supervisor on a regular
basis. The supervisor can have enumerators deliver completed census forms to the office or the
supervisor may arrange to pick up completed forms. Tasks that may be undertaken by a supervisor
include:

Identifying enumerator mistakes early and quickly by checking the Collective Dwelling Records
daily. All collective dwelling information submitted by enumerators should be checked daily for
completeness and accuracy.

Conducting field visits with the enumerators. Observe the enumerators performing the
interviews.

Ensuring that enumerators complete their work quickly and efficiently. Check the progress made
in relation to both the time available and the progress of other enumerators.
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e Monitoring the hours worked by enumerators daily to ensure sufficient hours are worked each
day at the appropriate time of day.

e Discussing performance issues with enumerators as quickly as possible. Low productivity and
poor-quality work slows the progress of enumeration and causes additional work for others.
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Shadow Population

Within every municipality there is a portion of the population that may only use municipal services for a
portion of the year. This “shadow population” resides within the municipality temporarily while using
local services, much like the permanent population, but is not captured through municipal taxation. In
resource-rich areas of the province, there exists a gap between municipal services that are essential
and who within the population pays for services through taxation. Including a shadow population count
with a municipal census allows municipalities to temporally adjust their population counts to reflect the
additional demand on utilities, roads, and other essential municipal services.

Mandatory Requirements for a Shadow Population Count

The Municipal Census Regulation sets out the mandatory requirements for conducting a shadow
population count:

e The municipality must notify Municipal Affairs by February 28 of the year the census will be
conducted that the municipality intends to include a shadow population count with its municipal
census.

e The shadow population count must be conducted during the same three-month enumeration
period as the municipal census and must reference the same Census Day.
e The shadow population must be significant (a minimum of 1,000 individuals or 10 per cent of the
permanent resident population.
e To be included in the shadow population count, a temporary worker must:
O have a permanent residence in another municipality;
O be atemporary resident of the municipality on Census Day; and
0 have been employed by an industrial or commercial establishment in the municipality

and have worked for that employer at least 120 hours in the three-month period prior to
Census Day.

e The results of the shadow population count must be submitted on the Shadow Population
Verification Form to Municipal Affairs by September 1 of the municipal census year.

e The shadow population count will remain as part of the population figure in the Municipal Affairs
Population until the release of the next federal population numbers.

Enumeration

The shadow population may reside in private dwellings or work camps within the municipality. The
census coordinator may choose to add additional questions to the municipal census questionnaire or
enumerate the shadow population at work camps only.

Work Camps

Resource based economies in Alberta use work camps to address chronic housing shortages in the
municipality. The rapidly growing population at those camps strains local infrastructure and service
levels. Many of these camps exist to meet the temporary and short-term housing needs of workers. In
Alberta camps can be operated by a single company or several companies.

During different times of the year, there can be variations in the camp occupancy. To accommodate the
seasonal variation in shadow population, municipalities are required to conduct the shadow population
count during the same time period as the municipal census. This will provide a snapshot of the total
population of the municipality on Census Day.
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Enumeration Procedures

At work camps, administrators will be required to provide a count of temporary residents that meet the
requirements for shadow population enumeration. The municipality can choose to contact the
businesses that are using the camp to obtain a headcount or choose to distribute shadow population
cards to residents of the camp for self-enumeration.

Self-Enumeration Procedures — Shadow Population Cards

The census coordinator or enumerator can contact the administrator of the camp a week prior to the
start of enumeration to explain the purpose of the shadow population census and to arrange a time to
drop off and pick up the shadow population census forms. The census contact or administrator would
be directed to drop off a shadow population form to each room in the camp the night prior to Census
Day.

The Shadow Population Census Form has instructions and directs persons who are temporary
residents of the work camp to place an “X” on the form placed in their room on the evening prior to

Census Day. Each resident is instructed to return the form to the front desk. It is the enumerator’s job to

count the number of cards with a “X”.
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Form No: XXXXXXX

20 Municipal Census
Shadow Population Form

Within every municipality there is a component of the population that use municipal
services for a portion of the year. Including a shadow population count with a municipal
census allows municipalities to temporally adjust their population counts to accommodate
the additional demand placed utilities, roads, and other essential municipal services, such
as policing and fire.

Completion of this form ensures that the municipality can better anticipate the needs of its
community. No personal information is collected in this process, and completion of this
card ensures that the municipality is able to secure the necessary funds to pay for roads,
and other municipal services.

If you:

MARK THE CIRCLE WITH AN

e Have your permanent residence in X

another municipality in Canada;
e Are employed in a commercial or

industrial establishment in this

municipality;
e Worked at least 120 hours in the

municipality in the last 3 months.

Please return your completed card to the front desk or manager.

Enumeration in Private Dwellings
The municipality may choose to include questions on the census questionnaire to capture shadow
population. The suggested questions are as follows:

Is there anyone in the household that lives here temporarily, and has a permanent residence in another
municipality, and has worked at least 120 hours in an industrial or commercial establishment for the past
3 months?

[Yes [ /No

IF THE RESPONDENT INDICATES THAT THEY DO NOT KNOW THE ANSWER, THE ENUMERATOR
MAY LEAVE A SHADOW POPULATION CARD, AND HAVE THE TEMPORARY RESIDENT
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COMPLETE AND RETURN IT IN A SELF-ADDRESSED ENVELOPE TO THE MUNICIPALITY OR
MAKE ARRANGEMENTS TO PICK UP THE CARD AT A LATER DATE.
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Homeless Population

The federal census counts usual residents in private and collective dwellings. For private dwellings or
homes, a person who is temporarily living with someone on Census Day and has no other place to live
is counted at the dwelling in which they are staying.

Statistics Canada counts usual residents in other collective dwellings such as emergency shelters,
extreme weather shelters, and domestic violence shelters. Where applicable, Statistics Canada may
also include hotel or motel rooms provided to families or individuals experiencing homelessness in lieu
of shelter beds.

The accepted methodology to count homelessness is to provide a one-day snapshot of homelessness
at core locations in the community. For emergency shelters, the municipality can obtain a count of the
population that spent the night at the facility on Census Day. Unsheltered locations, such as streets,
parks, transit stations, abandoned building, and vehicles are more challenging, and are not enumerated
in the federal census.

Strategies incorporated by other Canadian municipalities were explored and reviewed. The challenge
was to devote time to count people experiencing homelessness with checks in place to ensure that
people are counted only once.

Enumerating Unsheltered Locations

1. ldentify known locations: seek input from social agencies, police, businesses, etc. to help
identify known hot spots for the night to count.

2. Develop safety protocols: in the weeks leading up to the count, work with your local police force
to develop a safety protocol for the day of the count. Provide police with details about your
methodology.

3. Enumerate the unsheltered count at all locations at the same time on the night of Census Day.

4. Assign two enumerators for each location and ensure both enumerators have cell phones in

case of an emergency.

Once enumerator teams are deployed, a supervisor should check in with the group every hour.

At each location, each enumerator should have cell phones and emergency contact numbers.

Each enumerator performs a count. The criteria for including someone is based on observed

homelessness. For example, if they are embedded down at the location or have many

belongings with them.

8. Enumerators then double check the count with each other before recording the final count.

No o
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Appendices
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Appendix A: Oath and Statement
Oath of a Census Coordinator

Abmﬁ Qath of Census Co-ordinator

Public (when completed) Municipal Census Manual Appendix A

Municipal Authority , Province of Alberta.

Municipal Census Date

Mame of Person taking Cath

. appointed Census Co-ordinator for
Residential Address

solemnly swear (affirm)
Mame of Municipality
THAT I will act diligently, faithfully and o the best of my ability in my capacity as Census Co-ordinator;

THAT I will not, without authority, discloge or make known any information that comes to my knowledge by reason of my activities
as a Census Co-ordinator; and

THAT I'will supervize the municipal census and all census enumerators to the best of my ability and in accordance with the
Municipal Census Manual approved by the Minister and published by the department.

SWORN (AFFIRMED) before me

at the of ,

in the Province of Alberta -_

this day of , 20 . .
Signature of Person taking Oath

[

Signature of Commissioner for Oaths

The personal information that is being collected under the authaority of the Municipal Govermment Act will be used for the purposes of that Act. It is
protected by the privacy provisions of the Freedom of Information and Profection of Privacy Act. If you have any questions about the collection, contact:

Title and Business Phone Mumber of the Responsible Official
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Statement of a Census Enumerator

A(b@fbﬁ_ﬂ Statement of Census Enumerator

Public (when completed) Municipal Census Manual Appendix A

Municipal Authority , Province of Alberta.

Municipal Census Date

Name of Perzon taking Statement

, appointed census enumerator for
Residential Address

solemnly state
Mame of Municipality
THAT | will act diligently, faithfully and to the best of my ability in my capacity as census enumerator,;

THAT | will not, without authority, disclose or make known any information that comes to my knowledge by
reason of my activities as a census enumerator; and

THAT | will carry out the census of the area to which | have been assigned to the best of my ability and in
accordance with the Municipal Census Manual approved by the Minister and published by the department.

Signature of Census Enumerator

The personal information is being collected under the authorty of the Municipal Government Act will be used for the purposes of that Act. It is protected
by the privacy provigicns of the Freedom of information and Protection of Privacy Act. If you have any questions about the collection, eontact:

Title and Business Phone Mumber of the Responsible Official
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Appendix B: Enumeration Materials

Summary of Enumeration Procedures

Before you begin:

Sign the Statement of Census Enumerator. This statement is good for the person’s lifetime.
Become familiar with your enumeration area (EA) and plan your route.

Know all the questions you will be asking.

Adhere to the privacy provisions in the FOIP Act and respect respondent confidentiality.

For your personal safety, check with your census coordinator or municipality regarding policies
on entering dwellings during the interview process. Your safety is of utmost importance.

Know your census coordinator’'s phone number. Do not hesitate to contact the coordinator if you
have any questions or concerns, or if there is an emergency.

Review and be clear on how to complete the census form accurately.

Review and be clear on how to track completed properties and dwellings requiring enumerator
Visits.

Practice your introductory statement for visiting dwellings before you start so you can say it
automatically and naturally, without having to read from a paper. This will boost your confidence
and increase the cooperation of the person you are interviewing.

Make sure you have all the necessary census materials. The materials provided will vary by
municipality. Some important materials may include the following:

- photo identification and letter of introduction;

- paper census forms or wireless device;

- enumeration area map (EA map);

- Notice of Visit Cards (to leave at dwellings when there is no one home);

- Call-back Tracking form (for recording dwellings requiring enumerator visits);

- Shadow Population Cards;

- response category cards;

- acover sheet for identifying information to be returned with the completed census forms;
- cell phone;

- pencils and paper clips;
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- the Municipal Census Manual.

Strategies to consider:

e Take note of landmarks on your EA map to assist in finding specific locations.

Use a systematic approach to enumeration. For urban areas, cover your area on a

block-by-block basis. For rural areas, cover your area quarter section by quarter section. Adapt

as needed to ensure efficient enumeration in urban and rural areas.

Mark an “X” on your map after you enumerate each dwelling. Also mark an “X” on lots with no
dwelling units.

For collective dwellings, plan how you will gain access to the building. Contact the building
supervisor and arrange a time to visit the building.

Manage your time carefully. Go through your entire route before returning for a field visit.
Call-backs should be kept to a minimum and may be done in person or over the phone.

During enumeration:

e Be courteous, tactful, and professionally dressed.

Prior to arrival, be sure your identification card (if available) is clearly visible. Be ready to show
your letter of introduction if asked.

Interview all usual residents within your enumeration area.

Make sure the respondent is a responsible adult who is a member of the dwelling and can
answer questions accurately.

If the respondent becomes uncooperative or unpleasant, politely leave and refer the case to
your coordinator.

When filling out the census form, record responses carefully and accurately.

Write “Void” on any paper census forms that contain errors. Return voided forms to your
coordinator. Do not destroy paper forms.

Do not overlook any part of your area or any person living there. Be vigilant and take note of

dwellings that may not be marked on your EA map (new dwellings or adjacent dwellings that are

not obvious, for example). A dwelling is defined as a separate set of living quarters with a

private entrance from the outside or from a common hallway, parking garage, or stairway inside

the building. The entrance should not be through someone else’s living quarters.

Use the tips provided in the Municipal Census Manual if you encounter situations such as
refusals to give information, language barriers, or if you are unsure about the different types of
residents and dwellings in your enumeration area.
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Discuss any questions and concerns you have about the enumeration process with your
census coordinator.
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Letter of Introduction

Re: Municipal Census

This letter introduces (name of enumerator) who is an official

municipal census enumerator for the Municipality of (name of Municipality)

The purpose of the census is to:

1. help plan for improvements to our community such as transportation needs, recreational facilities,
and parks; and
2. (May add additional rationale here).

This municipal census is being conducted under the authority of the Municipal Government Act. The
collection of personal information is authorized by Section 33(c) of the Freedom of Information and
Protection of Privacy (FOIP) Act.

The enumerators involved in the census have subscribed to a statement. All information collected will
be kept confidential and used only for the production of anonymous statistics.

Your cooperation in providing the requested information is important to the census and is greatly
appreciated.

If you have any other questions about the collection of this information or about the census in general,
please call the census office at (telephone number of the census office).

Yours truly,

Chief Administrator Officer
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Notice of Visit Card

Notice of Visit Card

This is to advise you that a municipal census enumerator visited your residence on

(date of visit)

| will return on (day) : (morning/afternoon/evening).

If another time will be more suitable or if you wish to complete your census
interview by phone, please call me at (XXX) XXX-XXX.

Please quote reference number XXXXXXXXXX.

Thank you for participating in the municipal census.
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Call-back Tracking Form

CALL-BACKS TRACKING FORM
Enumerator:
Date of Notice of

Day of Visit Card
eNo. [ Address B (vv/oDBl TimeB week [l Left (Y/N)

Referenc Visit
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Example of Quality Assurance Check Script

Hello, my name is (your name goes here), and | work for the (name of municipality). May | please
speak to (name of person for quality assurance check)?

I am a supervisor for the municipal census. An enumerator had visited your home to obtain some basic
census information. For the purpose of quality assurance, | am calling to confirm that we have the
correct number of usual residents at this address. People are considered to be usual residents if they
usually live at this address and have no other usual place of residence.

How many people are considered, for census purposes, to be usual residents at this address?
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Appendix C
Census Questionnaire Sample

Municipal Census Questionnaire
Section 1:
Security Access Code: | Private Dwelling Type: [
Address: | Enumerator: I
Occupancy: |
Section 2:

1. Including yourself, how many persons usually live at this address on <census day>?
2. Did you leave anyone out because you were unsure whether they should be included? For example, a student, a child in joint custody, a personal temporarily away, etc.)?

O Yes (specify the reason |

3.including yourself, can | have the first name of all persons who lived here on <census day>?
In the space provided, write the first name of all persons who live here on census day.

Person 1: First Name Person 2: First Name Person 3: First Name Person 4: First Name Person 5: First Name
4. What Is this person’s sex? O Male O male O Male O Male O Male

() Female O Female ) Female () Female ) Femnale

% Ox Ox Ox Ox
5. What Is this person's age? Qo Qo7 Qo7 Qo7 Qo7

Oe2e Oe-2a Ore-24 Oe24 Oe-ad

2544 544 2544 Cras-a4 2544

Oasse Cas-64 Cas6e Oassa O as64

)65+ 85+ a5+ Osse Oese

Sectlon 3: Quality Assurance Checks

Municipalities are required to conduct quality assurance to verify that accuracy of information collected. This would involve a supervisor contacting a sample of residents that took part in the census. Would you be
interested in participating?

if yes,
6. Can | please have your first name.’]
7. Would you prefer if | contact you by: telephone

text

email

Saction 4 S e =

Call back required: | |
Refusal O ves Cine | Neighbor R O ves Qe Non-Contacted Dwelling: Oyves O Mo
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Appendix D: Collective Dwelling Enumeration Materials
Contact Letter to Establishment with Temporary Accommodations

Dear Sir or Madam:

The <name of municipality> will be conducting a municipal census on <Census Day>. All usual residents of this
municipality should be counted in the census, including those living in facilities such as yours.

A census representative will be contacting your facility to request assistance in enumerating all persons who are
residents, as well as employees and their family members living with them. To determine if these individuals are
to be included in the census, we will need to confirm dates of admission and if residents have another address in
Canada.

The <name of municipality>will collect this information with minimal inconvenience to your facility. Your assistance
with the census is greatly appreciated.

There are four options for enumerating your facility:

e A headcount only: only a headcount is required for residents who satisfy the requirements of being a
usual resident as per the definition in the attached document.

e Administrative records: you may choose to submit administrative records with a printout of the required
information. Administrative records are electronic records that contain information about residents who
live in this facility. If your facility keeps electronic records that contain the required information to answer
the census questions, we request that you print out this information and provide it to the enumerator. An
example of an electronic print-out is included in this information package.

e Face-to-face interviews: a census representative can conduct an interview with the census contact or the
usual residents of the facility <use this option if more detailed information is required of the residents in
the facility>.

e Self-enumeration: a census representative can drop off questionnaires with a census contact to distribute
to residents and arrange to time to pick up the completed questionnaires.

All usual residents of <name of collective dwelling> must be counted in the census. The <name of
municipality>will collect this information with minimal inconvenience to your facility. A census employee will
contact you for assistance in completing the census for the residents who live in this establishment.

If you are not the administrator, please ensure that this letter is given to the person responsible for administration
at your establishment so they can assist us with upcoming census activities.

This municipal census is conducted under the authority of the Municipal Government Act. The collection of
personal information is authorized by Section 33(c) of the Freedom of Information and Protection of Privacy
(FOIP) Act.

Please ensure that this letter and the attachment is given to the administrator of your facility to help with the
upcoming enumeration activities.

Thank you in advance for your help with the municipal census.

Chief Administrative Officer

Municipal Census Manual | Requirements and Guidelines for Conducting a Municipal Census 77



Collective Dwellings Information Package

Municipal Census Information Package

What is the municipal census?

The municipal census provides information on the people who live in this municipality. Your responses
ensure the community has the census data it needs to for planning housing, emergency services,
roads, public transportation, and other community services.

What information is collected on the municipal census?
The census provides information on

e the number of usual residents in the community
o <list all required variables here such as age, sex, gender, marital status, etc.>

How is the municipality protecting the data?

The municipality places the highest priority on maintaining the confidentiality of the information it
collects. Stringent instructions and procedures are followed to ensure that confidentiality is maintained
at all times.

All census employees must take an oath or statement, which remains in effect for life — even after
employment has ended.

Who must be included in the municipal census? <Choose the appropriate type of facility and
response below>

Lodging and Rooming House

All persons living in this municipality must be counted in the census at their usual place of residence,
including those living in an establishment such as yours. This will ensure that every person is counted
only once in the census.

Hutterite Colony

All persons living in this municipality must be counted in the census at their usual place of residence,
including those living in Hutterite colonies such as yours. This will ensure that every person is counted
only once in the census.

Establishment with Temporary Accommodations

All persons living in this municipality must be counted in the census as their usual place of residence.
People living in this establishment should be counted at this address if this is their only residence in
Canada even if they are temporarily away.

These persons must fall under these categories:
e owners, if they live on site
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o employees, if they live on site
o family member(s) of owner(s) and employee(s) living on site
e persons who rent a room for a long period of time and have no other primary residence

e persons who usually live at this address, receive mail at this address, and have no other primary
residence

Do not include:

e Students who live at this location while attending school but return to live with their parents
during the year (on weekends, holiday breaks, study weeks, semester breaks, etc.).

e A spouse who lives at this location while working but returns to live at their family residence
periodically (on weekends, days off, etc.).

e Persons who live at this location temporarily but have a primary residence elsewhere in
Canada.

¢ Residents of another country who are visiting here or are taking a vacation or business trip in
Canada.

e Government representatives of another country who are assigned to an embassy, a consulate,
a high commission, or any other diplomatic or military mission, as well as family members living
here with them.

e Members of the armed forces of another country who are stationed in Canada and members of
their family living with them.

Institutional Collectives

Hospitals, nursing home, and/or residential care facilities (group homes for persons with disabilities or
addictions), correctional or custodial facility, religious establishment (convent, monastery, seminary)

All persons living in this municipality must be counted in the census as their usual place of residence.
People living in this establishment should be counted at this address if this is:

e their only residence in Canada,; or
e they were admitted to the facility for six months or more prior to Census Day.

Shelter

All persons living in this municipality must be counted in the census at their usual place of residence,
including those living in an establishment such as yours. This will ensure that every person is counted
only once in the census.

People living in this establishment should be counted at this address if they stayed overnight at this
address on Census Day and have no main residence elsewhere in Canada.

How can you assist the municipality?

The <name of municipality> is requesting your help to enumerating this facility. We do not require personal
information on usual residents but a count of those that meet the criteria for inclusion described above.

If you would like to verify an employee’s identity, you can contact the Census Help Line at (XXX) XXX-XXXX.
Hours of operation will be from 0:00 a.m. to 0:00 p.m.
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Collective Dwelling Record

Survey Specific Identifier: Enumerator: Outcome Status:

COLLECTIVE DWELLING RECORD

|_ Section 1 - Identification

(Name of Collective Dwelling Address

M. o] Number of Private Dwellings Attached Occupied Dwelling:  |Unoccupied Dwellings Uszual Resident Count
[Contact Name Telephone Number

Contact Address Contact Email

(Collective Dwelling

O Hespital

Type: O Nursing home or residence for zeniors
D Residential care facility or group home
O Sheiter
O Correctional or Custedial faciity
O Lodging or rooming house
D Religious establishment such 35 3 convent, monastry or seminary
O Hutterite Colony
D Establishment with temporary accommodstion services such as 3 hotel, campground, YMCA or hoste
O Orher Establshment such 33 3 school residence., military baze. work camp or vesse
Section 2: Occupancy Census Day
[Room or Unit No.

Date of Admission Uzuzlly Live here (X}  |Unoccupied (X) Name of Occupant (mark X [N of Usual R

if Name not available)

Municipal Census Manual | Requirements and Guidelines for Conducting a Municipal Census

80



Example of Administrative Records or Form for Collective Dwellings

Room Occupancy | Date of Number | Has Address in Status at
No. Status (yes | Admission | of Usual | residence municipality | Facility
if usual residents | elsewhere (resident
resident(s)) in the or
municipality employee)
101 Yes 5/1/2016 1 No Patient
102 No 4/1/2012 2 No Employee
103 No 6/1/2015 1 Yes 9901 99 Patient
Street
104 No 3/1/2016 1 No Patient

Note: This table contains fictitious information.
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Appendix E: Private Dwelling Types
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Appendix F: Forms to Submit to Municipal Affairs

Municipal Census Form

The Municipal Census Form is available for download here: Municipal Census Form

Field Report
The Municipal Census Field Report is available for download here: Field Report
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https://cfr.forms.gov.ab.ca/Form/MSD0007
https://www.alberta.ca/system/files/ma-estimates-non-contacted-refusals-template.xlsx

Estimates for Non-contacted Private Dwellings and Refusals for Occupied Private Dwellings

-Municipal Census:

Estimates for Non-Contacted Private Dwellings and Refusals for Occupied Private Dwellings

ma.updates@gov.ab.ca

f you have g

Municipality Name: -

ons, require support and to submit form, p

Apartments

Single Detached House Semi-Detached House Row House Flat in Duplex Building that has 5 or | Building that has less than 5 Other Single-Attached Home Mobile Home Other Movable Dwelling | Total Dwellings

maore Storeys storeys
e

Frrn Ij ST o)

P i - = e T

Enumerated - Usual R

Onling

Telephone

Paper Survey

Enumerator Visit

Neighbor Contact

olojo|ala|a

Total 0 0 0 0 0 0 0 0 0

Enumerated - D

Online

Telephone

Paper Survey

Enumerator Visit

Neighbor Contact

olajo|lo|a|a

Total o 0 0 o 0 o o 0 0

Mot Enumerated

Refusals

Non-Contacted Dwellings

Not Occupied Dwellings

olo|le|a

Total 0 0 0 0 0 0 0 0 0

Esti Usual

Ratio 0.0 00 0.0 0.0 0.0 0.0 0.0 0.0 0.0

Refusals 0 0 0 0 0 0 0 0 0

=]

Non-Contacted o 0 0 o 0 o o 0 0

=

Total o 0 0 o 0 o o 0 0 0

Total Usual Residents
(enumerated plus




Metis Settlements Members on Leave Verification Form

The Metis Settlements Members on Leave Verification Form is available for download here.


https://cfr.forms.gov.ab.ca/Form/MSD11849.pdf

Appendix G: FOIP Information for Conducting a Municipal Census

FATTIONT OF P OENTA TIO0W
AND FROTL o

FOIP Information for Conducting a
Municipal Census

As public bodies subject to FOIP, municipalities must collect, use, disclose,
protect, retain, and dispose of personal information, including census
information, in accordance with the Act. The following tips are offered for

consideration in planning a municipal census.

CTICM OF F

Decide whether personal information is needed

Only collect the personal information that relates directly to and is necessary for an operating program or
activity of the municipality (Section 33(c)).

Review the municipal census form and decide which data elements are needed. Only collect the data
elements necessary for a municipal program or activity.

For example, if a new program for children is in the planning stages, you may need to collect the dates of
birth of residents if you need to know the distribution of children of various ages in the community. Or if
the municipality is planning programs to support home businesses, you may need to collect employment
location information.

If the purpose of conducting the census is to collect the municipal grant from Alberta Municipal Affairs,
collect a head count of residents per dwelling. Do not collect any personal information such as names,
birth dates, gender, and etc.

Collecting personal information

Personal information should be collected directly from each household, not from neighbours or
caretakers.

Households should be advised how the information will be used, to meet the requirement of FOIP to give
notice (Section 34(2)). The “Letter of Introduction” in Appendix B of the census manual can be revised
for this purpose. The notice should cover the use of the information, the authority for collection (Section
33(c) of FOIP) and who to call if the resident has questions.

The notice can be given orally or in writing.

Households should be advised that participation in the census is voluntary.

Using and disclosing personal information

Use and disclose the personal information only for the purposes given by the enumerator at the time the
information is collected; for a consistent purpose (one that has a reasonable and direct connection to the
original purpose and is necessary for operating a legally authorized program of the municipality); or for a
purpose authorized under Section 39 of FOIP.

Protecting personal information

Protect census information by making reasonable security arrangements against such risks as
unauthorized access, collection, use, disclosure, or destruction.

Protect identifiable personal information from the time it is collected until it is properly disposed.
Reasonable security arrangements include requiring enumerators to take the Oath of Duty; keeping all
identifiable information collected in locked cabinets; restricting access through the use of passwords or
user verification for electronic information; and shredding the information after its approved retention
period.

Retaining and disposing of personal information

Retain personal information for the period of time specified in the municipality's approved retention and
disposition schedule for the type of record. Dispose of the information at the end of this period. If
identifiable information has been collected, documents should be destroyed in a secure manner.

Questions? Visit our website at www.servicealberta.ca/FOIP/
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