Interviewer's Manual for Retirement Survey



INTERVIEWTR'S MANUAL

RETIREMENT SURVEY

February 1975

Contents

1. Purpose of the survey

2. Drop-0ff procedure

3. Pick-up procedure

4, Interviewer's Control form RS-2
5. Shipping to Regional Office

6. The Survey Questionnaires - Retired
RS-1 and Pre-retired RS 1-A

Field Division
6 £000: 26-11-74

RS 100

4




1.

Purposce of the Survey

This survey is sponsored by Health and Welfare Canada (formerly department
of National Health and Welfare). The purpose of this survey is to provide
data which will increase the understanding of retirement as it is experi-
enced by approximately 2,000,000 retired (male & female) Canadians. In
order to do this, we are seeking information from retired people and from
people 55 years of age and over who are facing retiremant. Such an under-
standing is esseitial to all levels of goverrment in their efforts to
improve the quality of vetired life.

Drop-off Procedures ' : . -

Before becoming involved in the procedures for the Retirement
Survey it is essential tc know the following:

The Retirement survey is only applicable to houscholds which are
rotating out of the sample after the current (February) Labour
Force survey. These rotating-out households are easily identified
since the last digit of the Segment Number must be "3" AND only
those persons (in rotating-out households) who are 55 years of age
and over will be requested to complete a retirement questionnaire.

Complete your Labour Force Survey questionnaires for all members of the house-
hold before doing anything about the Retirement Survey.

When a household is rotating out (3 bLeing the last digit of the Segment number) -
CHECK THE LISTING ON THE HOUSEHOLD RECORD CARD FOR PERSONS 55 YEARS OF AGE
AND OLDER:

A, i) should one or more persons in this age group be present in the
dwelling at the time of the LFS interview -

@ ask the screening questions directly to the individuval(s) from
the "Interviewer's Control Form -— RS 2" and leave the appropriate
questionnaire(s) RS 1 or RS 14, arrange for the pick-up;

1i) should one or more of the persons in this age group be absent
at the time of the LFS interview —

© arrange to contact the individual(s} at another time when you can
ask the screening questions directly to him (from the Interviewer's
Control Form -~ R3 2") and leave the appropriate questionnaire(s)
RS 1 or RS 1A arrange for the pick-up;

1ii) if there is no person 55 years of age and clder listed on the

Houszhold Record Card ~ END INTERVIEW .



Households Interviewed by Telephone:

For houscholids normally interviewsd by telephone - as usuval, the Labour
¥orce Survey questionnaires will be completed first. When a household,
which is rotating out, has one or mere persons 55 years of age or

older listed on the HRC, the screeniung questicns can be asked over the

- telephone only if you vun speak directly to the individual(s). Then,

make an appeintment for the sole purpose of dropping-off the appropriate
questionnaire and arranging for its pick-up. In the case where there

is one or mose persons (S5 years ui age or older) with whom you cannct
speak over the telephone at the time of the regular LFS interview, you
must arrange a personal interview solely tc ask the screening questions
directly to the individual(s), leave the appropriate questionnaire

RS 1 or K5 1-A and arrange for its piclk-up.

In order to maximize accuracy irn the "drop-off' of the appro-
priate questionnaire RS 1 and RS 1-A, all persons 55 years of
age and older listed on the HRC which ie rotating-out must be
asked the screening quesitions directly (non-proxy), and proxy
screening will not normally be permitted. (Where circumstances
are such that a proxy screening must be done a reason must be
recorded in item 9 of the Interviewer's Control - RS 2.)

BEFORE LEAVING TilE APPROPRIATE QUESTIONNAIRE RS 1 OR RS 1-A:

Complete the identification on page 1 of the questionnaire in the spaces
provided - . :

Mame(surname)

{Given names) This questionnaire will be picked up by your interviewer on

i). " Inscribe the name and given name of the. individual respondent
to whom the particular questionnaire is givens

[
pis
~

Specify the date (no later than Saturday, March.l) arranged
with the respondent for the pick-up of the completed question-
naire; .
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iii)  Cepy the household identification numbers and the respondents' line
16-17

number and age A f:]::] from the lousehold Record Caxd by com-
i5

pleting the boxes no. 1 to 17. Check (v ¥ [i}o F [:11
one of the boxes in item 15 to identify the sex of the individual.

Ensure that all pertinent informaticn relating to this household
identification and respondent’'s pame is recorded on the Inter—
viewer's Control RS 2 and that the "pick-up date" arranged with
the respendent is the same as recorded on the questiomnaire.

Pick-up procedure

Only two (2) attempts should be made to pick-up the completed questionnaire.
If not successful on the first one, try to re-schedule pick-up by meking a

_teélephone call prior to your second visit. If still not successful,leave a

Kead Officze reply envelope (E37) with the respondent. In some cases,
respondents may need assistance in completing either form. You should
encourage the respondent to complete as many questions as he can by himself
or with the help of some other member of his houschold. However, you should
assure hiwm that you will be available to help him with difficult questions
when you return to pick up the questiornaire. ’

When you "pick-up” the completed questionnaire,  interviewers are asked to

. check certain questions to ensure that the respondent has completed the

guestionnajire in a satisfactory manner. On both the Retired RS 1 and Pre~
retired RS 1-A forms question 1 is very important as it determines those
questions which are applicable to the irdividual. The ofhers are listed
here also. :

Retired Form RS 1

Question 1 - : -
Ensure that the proper "SKIP" has been followed. If not,
attempt to complete required gquestions.

Questions 7, 8, 9, 10 & 11 -
These questions relate to the person's work history and
require answers only for those persens who permanently
stopped full-time work (fer pay or profit) at age 45 or

later.

Question 27 -
This question concerns the person's marital states and should
be completed on all Retired RS 1 questionnaires.




Queﬁtlons 39 to 45 - .
T? so"(ﬂjnstjonc are asked regarding the person's incoma
‘ol various sources during 1974. These questions apply
for all persons who receivéd this aquestionnaire. -

Pre-retired Form - RS 1--A

Question 1 -
Ensure that the proper "SKIP" has been followed. If not
attempt to complete the required questions.

Quections 5, 6, 7, 8, 9 &'10 -

. These questions relate to the person’s work history and
reqguire aaswers for those persuns who answered "Yes' in
question 1 that they bhad worked full time for pay or profit
since the age of 45.

Question 13 ~
This questicn asks the person's opinion concerning retirement
and should be answered by all persons (including those marked
''No" in question 1) who vzceived this pre-retirement form.

Question 1§ - .
This question concerns the person's marital status and should
be completed on all RS 1-A questionnaires.

" Question 19 -
ThlS question asks for the person's income from all sources
durlng 1974 and should be answered by all persons who

received this pre-retirenent form.
s

Question 37 to 48 -
These questions are asked to determine from what sources and
the approximata amounts of finances this person expects to
re eiye/@hen they will be permanently (or consider themsalves
to bé) retired from full time work (for pay or profit).
These questions should be znswered by all persons who yeceived
this pre-retirement form.

As you check the questionnaire for completiviess you could ask the respondent
if he/she had any difficulty with a particular question for which they
require your help. If the "check points™ are answered you should assume
that the respondent has been able to complete the questionnaire properly.
However, if any respondent has left all or part of the questiommaire blank
ard refuses to accept your assistance, or to give you the required answers,
record this fact on your Interviewers.Control Form RS 2 and do not press
him/her for the information.



4. Intervicwer's Control Form
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The Regional office will have completed the top left-hand cerner cf one
of these forms; i.e., Interviewer, Assignment No,, Ho. of BRC's rotating--

.out and the Regional Office name.
required should be placed in the front part of your binder.

form is very important as it is your only record of:

1)
2)
3

applicable);
4) :
5)
6)

respondent's name and address,

the type of questionnaire'left,

the reason for non-response or other Comment.

record of date and time to "pick~up® the questiomnaire;

This form arnd any additicnal ccpies
This control

record of date and time to "drop-off" the questionnaire (when

vhether the questionnaire was “picked~-yp™ or an envelope left;

A1l persons 55 years of age or older who are listed on your rotating-out

Household Record Cards must be accounted for on the RS 2 - Control Form
whether or not they have been given a questionnaire.
all cases of Non-response to the Retirement Survey.

interviewer was unable to contact these individuals or the questicunaire

was refused, must be recorded in item 9.

in the Labour Force Survey enter the same reason as recorded in
of the Household Record Card.

This will apply for

The reason why'

the

If it was a Non-interview household
item 14
As you make your visits during Interview

Week and a person 55 years of age or older has lLeen asked the screening
“"questions and a questionnaire is left, complete items 1, 2, 3, 4, 5, 6
1f, however, the person 55 years of age or older is

(Pick-up date) & 10.



not avallab%e to ?e asked the "screening questions’, avrange to call-back
at a convenient time and complete items 1, 2, 3, 4, 6 (Drop-off date) and
10. When he is.interviewed for the "screening guestions” complete items 5
and 6 (Pick-up date).

In the case of a "non-response" complete entries 1, 2, 3, 4, § and 10.
Entries

1 - P.S.VU.
2 - Seg.

: ‘fo be copied from H.R.C.

3 ~ Listing Heo.
"4 - Line No.

: vy

5 - Screening Questions

v
Before asking the screening questions read the following definition
to each respondent. :

"Full-time employment - is working for 35 or more hours per week
for more than nalf the year or its equivalent."”

The questions A, B and € must be asked directly-to all persons listed on
~the H.R.C. who are 55 years of age or older.

A - Are you presently working full-time for pay or profit? If the
respondent answers “YES'" check () YES{Z}JD& Screen and leave form
RS 1A - PRE-RETIRED FORM. Do not ask questions B & C. If the
respondent answers “RO", check (v) NO .-.)As\; B .

B - Are you presently looking for full-time work for pay or profit? If

the respondent answers 'YES", check (V) YES{EJ-&MSuun and leave
form RS 1A -- PRE-RETIRED FCRM. Do not ask question C. If the
respondent answers "NO" check (v') NO [V 1z Ak c

C - Do you consider yourself permancatly retired from full-time work
( for pay or profit)? If the respondent answers "YES", check (v')
YEShﬂ-umeme RS 1 - RETIRED FORM. 1If the respondent answers "NO",
chicck (¢ NOEBAMNFNme 1A ~-PRE-RETIRED TORM.

Note: A problem may arise with persomns, mostly females, who are presently
neither working nor looking for full-time work, and who bave never
worked to any extent. These persons may not feel that they have a
retirement decision to make and thus may have seme difficulty with
this question. They should be enccuraged to consider whether or not
they are apt to commence working full-time in the future. If not,
then the RETIRED FORM{RS 1) should be given to the respondent.



6 - Call-Back Date/Time

Drop-off - Inter here the date and time for the call-back tentatively
arranged betwecn the respondent and yourself to enable you to contact
the individual(s) 55 years of age and over who was not available during
the Labour Force Survey interview.

Pick-up - Entev here the date & time for the call-back, teatatively
arranged between the person and yourself, to pick-up his completed
Retirement Survey questicnnaire (no later than March 1st).

7 = Questionneire Picked-up

To be checked (v/) only when the questionnairc has been picked-up.

.8 - Envelope left

To be checked (v') when a Head Office reply envelone is left for the
respendent after 7 persornal call-packs have been unsuccesslul in
picking-up the compléeted questionnaire. .

9 -~ Non-Interview — Reason/Commeants

A non-interview household in the Labour Force Survey will be a non~-
interview for the Retirement Survey because there was no opportunity to
ask the screening questions and leave a questionnaire. Therefore, you
nust recerd the reason on the RS 2 for the non-interview which should
agrec with what is recorded in item 14 of the HRC. For all other cases
where an eligible person is neot able or dees not intend to complete a
retirement questionnaire, the specific reason for the non-response must
"be given under col. 9 of the RS 2. i.e., Refused; in hospital with
serious illness; etc. '

10 - Name - Address - Tel. No. To be copied from H.R.C.

§gipﬁing to Regional Office

Interviewers are to retain 211 of their Retirement Survey documents until the
assignment is completed. Please number the pages of your RS 2 - INTERVIEWER'S
CONTROL forms and arrange your RS 1 ~ Retired and RS 1-A - Pre-retired forms
in order behind their respective control form. These documents will then be
forwvarded to Regional Office in one shipment no later than Monday, March 3xd.

All unused Retirement Survey supplies (dincluding the small reply envelope
E-37, addressed to lHead Office) should be returned to the Regional Office
approximztely one week later and should be identified as such on the outside
of the envelope.

UNDER NO CIRCUMSTANCES SHOULD THE RETIREMENT SURVEY DELAY YNUR
LABOUR TFORCE SURVEY RETURKS REYOND YOUR REGULAR DEADLINES.




6. The Retirement Survey Questionnaires RS 1 and R3 1-A
The Retired RS 1 form

This document is dropped off to those respondents who considercd themselves
permancrily recired from full-time work (for pay or profit) (i.e., a "yes"
responsz¢ to screening questions #3 on Control Ferm RS 2}. As you will ob-
serve, the R-fo 1 questionnaire begins by asking a further screening question
2bout the age vhzn the respondent retired. Note the skip patterns involved
with this question.

At what age did yoo permanently stop full-time work for pay or profit (that is: working 35 or 1aore houss per week for an employer or for
yoursell)?
Age 45 or later..

. 19 - 20
What '

yeris.—gme Go to guestion 2.

Before age 45

. ) j o (o quesiivn 27.
Never worked ... s ) )

The rest of the questionnaire is divided iunto six groi}ps of questions with
an introductory statement in italics at the beginning of each group.



The Pre-retired RS 1-A form

This document is dropped off to those respondents who are either:

{a) working full-time

(b) 1ldoking for full-time work, or

(c) do not consider themselves permanently retired.

See the séreening gquestions ou Control Form RS 2. The first two questions on
this document repeat some of the screening questions in order to send the

respondent to the appropriate parts of the questionnaire. Note the skip
patterns dnvoived here,

1. Haeyou worked full-time for pay or profit since the ;v.,r;é of 457
) 13 ] o
No e Go 10 quesiion 13.
Yes [: .
rA Are you presently working for pay or profit?
. ) 19 . ce
~ . Ne : ;. e Jt == G0 to question 5.
Y5 s el : 1h

The rest of the questicnnaire is divided into sixz groups of questions with
an introductory statement in italics at the beginning of each group.

The respondent may enquire concerning the reason for the little numbers
printed over the boxes to be check-marked (»#) on the questjonmaire. (In
some cases they seem to suggest an answer.) These numbers are used solely
for coding purposes and should be ignored. '

Most respondents will have no difficulty in understanding and completing
the questionnaire since the information required is usually known by the
respondent and the questions which are not applicable are clearly indicated
on the Retired RS 1 and Pre-retired RS 1A forms. )

These questiomnaires are designed for self-enumeration and it is not our
intentien that the interviewer should spend time with persons who are
physically or mentally incapable of complering a questionnaire. As mentionned,
in item 3 -~ Pick-up procedure, should a respondent have difficulty undexr-
standing what information is required for one or more questions you will be
able to help him/her when you pick-up the completed questionnaire.

NOTE: Should a respondent complain regarding the size of the retirement
questionnaire explain that it is a bilingual form with the questions
weil spaced and instructions in bold type for his/her convenience.




