


The entries f\t the tnp of the schcIlule rclatin!j to geographical location will be the
l!l\IDe lJ,S on tho Pre-listing kern for the Bloc.k. In addition you should enter the CellSU:3
number of the unit in the schedule.

Cages 1-7 should be filled In Cor all units Including VACANT UNITS.

Cage I «(l) Description of unit
If tho unit is a housin::(' unit. circle 1. If tho unit correspont}g to living ql:,...rtcr~
other than !\ housiu!.; unit :\>1 (iefintI. e.:,!. hotel. boarding house, 011-'<0.-.:1:s,
hospital.. etc., Gircle 2 anti speciiy what it is in the space provilled.

•

2:

H:

Cf\ge

Cl'ge

(b) If tho hOllSiIl!; lIrlit or li\in~ '1'larters other th:m housing unit. :18 the case ID'ly
be, is use,l ,~xclusi\'elv for rcsiden:ial purposes unly, eircle 1. If the 'mit :s
used for residential purposes 'IS well as fnr some non-residential purpose "11<:11
0.9 0. shop, hOllseholtl "nterpriso etc., such that the residential part is E0t

clerdy sepf"\['lted from the non-residential part, circle 2.

Is th9 unit occupied or vac;>,nt }

Type of strncture

Circle thn appmprilltc nlllnher ill C:lr::es 2 :lnd :3. Living quarters other than
housing units such as Lwh.ds, etc. should be indllcled under 7, other, anti should
be specified [1>1 hotel. etc.

Cag

Cf\ge '1: Principal materIal of outer walls 1ClJ,ge 5: PrincIpal mz.terlal of reof

JCnge (j: PrIncipal I1I:\terhi of fleol'

Circle thp appropriah~ m:rnb!'f in each ca~e :lltCt' checkin~ the correct mllteri,l!
by 'l!JscrYlltion. If the Illth'r walls. roof or lloor lire construeted of more than
ODO material, a~cert:lin the material of the major part of the outer \valls. roof
or floot· and cireI,~ Ule :Ippropriate number to indicllte this.

Cl\ge 7: Year of constrllctlon of the unit

Ascertain th'_' yenr in which the construction of the unit wns compietcli and
circle the appr;'priate numlJl'r.

In tho case of :\ vncllnt unit you m:\y bo ablJ to ascertain this information trOtH
the neighbours,

NUrfiJ.--(l) Tn the case of vacant units ca;;es 3 onwards need not be filled in.

Cage

Cage

(2) Some of the CIlr::CS 8 to lG inclusiye m:\.. not he IIpplicl\ble 'to
carhin types of living qllllrt~rs other th:;n housing units. C,!Z ..

hosptbls, prison~, de. in sueh cases the cn:ie:3 \~-hich :11'8 nut
f\pplj"nbh) m;\y !Jfl Jdt u'dille,!.

C::>,ge 8:

Cr-ge 0:

C1',ge 10:

20

Water Snpply }-

Fhthing fa.!1l\ltles

Toilet fncilHlps

Pnch of thes'J thrce e:\~,'S h:\F~ been lliville,l into two parts (a) and (Ii).

Tn p:ut (II) "f cadl e:IC:" tll'~ type of wat,'r supp]y. the type of bathing bcilitie~

"nd tnild, heilities Ilrc listt'd :\11" the appropriltte number shoulll b,\ circle,l to
indic31:e \vhich type is most.ly used by t,he occnpants of the unit.

Cage

Cage
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In part (h) of each cage indicate whether the type mentioned in part (~) is
meant for exclusive use of the memberil of the unit or is shared \.... ith occupants
of other units.

Cage 11: Principal type of lighting

The . categories given in the above 4: cflges are self-explanatory. Circle
appropriate number in each cage.

Cage 12: Rooms

Enter here the total number of rooms in the unit which are used for living
purposes. such as bed-rooms. living rooms. dining rOelliS. Sllrv:~uts rOOliS. etc.
The following should not be counted flS rooms:-

Verandahs. bath-rooms. closets. pantries, kitchens. store rooms. gnmges.
stables, etc., unless nny of these h,\s been couvertl',j fnt' "h'llpingj living
purposes. Any room us~d solely for bu,?inllss purposes shoul,l abo uot ho
counted.

Cage 13: Floor space

If the occupants are unable to state the total door space. l'stilllate tho floor
space of the \\"hole unit. This may be dono for eX:llIlplu b.... estimating the
outer length a.ad breadth of tho unit if it is rcctan~lI!ar. aud lIlultiplying tllll
two. Lxclucl.e any rooms used for business purposes. If thL'rc is m,lrc than one
floor. the floor space will he the totfll area of all the Huot's. Circl,j tho ;\PPW­
printe number to indicate into whi(;h group tho floor area of thu unit falls.

Cage 14: Cooking facilitIes

Does th~ unit have fI kitchen? A kitchen is d,'fined a" ;~ room which i3 uliet!
primarily for the cooking of mcals :\Il,l which is "'juipp,:,l for this [Jurpo,;c with
a fireplace, stove, cooker or other cooking- "'l'liprnent.

If such a separate room is available in the l:nit an,l is us",l as 1\ kitcht~n
circle l.

If there is a kitchen which is shared with others. ,:ircl'J:.!. If no kitchen is
available, circle 3.

...
Cage 15: Tenure or unIt

If the o\vner or his family r~sicl~" in tho unit it will he regal'llc,l:lii owner
occupied. In this case, ci~cle 1.

If the unit is not owned by any of the occupants of tho unit. but is rented or
leased. circle 2.

If the unit is not owned by· :my of the occupants; hut no rent or other fee IS
paid for its occupation. circle ;j.

If the unit is occupied uncleI.' flny other tenure, circle'!. and tlescribe th6
tenure in the space provided.

Cage 18: Rent

If the unit ie Ti'nted enter the monthly rent paid. If it iij leased cnlculate tho
equivalent monthly rent payable find enter here. In all other ClIse" state tho
monthly rent which the unit is likely to fetch if rented out.



Cage 17: FamlIles and persons In the unit

For the purp?se of 'this Census a "f~mily" is defined as
parent / s living with his/her itheir unmarried child ren,
definition the following groups of persons will each from a

a married couple or
c\ccording to this

separate family.

(a)

(b)

(0)

A married couple without children

A married couple living ~ith one or more unmarried children

One parent (either father or mother) livin;:; with one or more unmarried
children.

~otf, that a family will consist of at least two members :md that a sin;;!," person
shaul'! not be counted as a bmilv. The iamilv defined as above would exclude
related persons living with a f~ily nucleus." Examples are a widowed £ather
livinv with his married son and son's familv, a relati\'e such:ls an unele, or
nephew liviD::, with a family. Such relative~ will be included l:n,ier .. <)ther
pereons" in ca~(I 17. Lodgers, serV:lnts etc .. too would be included under'" other
Fers'.'Tls" here. Unmarried brothers and sisters livin'! together without their
parents, or f1.n aunt living with ::m unmarried niece will not be Cousiliered as a
"family" for census purposes. They will be counted as ,. other persons". A
man find wife liviug with :2 unmarried children and ala with a married lhu'!hter
and her husb;md would be counted as 2 separate families. -

As an example of a housing unit with a nuwber of families, consider the foi1owing
p!'rBoDs living together in one housing unit:-

The cilief occupant, living with his wife and 2 unmarried children, his married ,
dflugl,ter with 2 unmarried children but whose husband is away, a sister of the
chief occupant and two servants. In this case the chief occupant. lii;; wife and
two unm nrried children will form one family; the married daughter with her ~

unm'll'!'i!),! clddrcn will form :mother family; the chief occupant's sister and
the t,,:o scrvcluts will be "other persons". Enter the number of families in the
space fit the top, the number of family members belonging to each f:umly
sopar3tdy in the spp,ce provided below using a separate cage 'for each family and
the !lumber o[ all "other persons" in the whole unit. whichever familv they
belong to, all toget,her in the space below. These other persons could c;mprig"e

.other relati',es of any or ;Ill at the families residing in the unit (i.e., if the:-e is
more than 1 family), their servants, lodgers etc.

Please note Uw.t this ca~c should be filled for all housing units as well as living
quart,ers other than hot'lsing units. If there are no families in the housing
unit/or the living quarters other th;m housing unit, all the occupants will be
other persons ond th8 total number of such persons should be entered against
"o~her perso!:'.s in the unit".

Cage 18: Number of households In nnlt

A household is definerl as n. single person or a group of perSOllS WllO ltve LogeLuer
and haVf~ common cooking arrangements. A household includes not only members
01' the fami! v slich as father, mother and children but also others, who ·Iive
\vit:h such far'nilies, such as rebtiYes, boarders or servants, and share meals with
th~rn. ,\ household coulll be either (It) a one-person, household i.e., where a
pers'Jn mnkes provision for his food :lnd Eying without combining "\\·ith any other
person or pf1rsons, or (b) :\ multi-person household i.e., where [\ group or 2 or
mo~e persons make common provision for food and other essentials for living.
Such persons ma.v be related or unrelctted persons or a combination or both. Two
or more houspholrls could be sharing a housing unit. Enter here the number of
hou<;ehrlds sharing the unit.
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APP ENDIX J (iv)

Instruction Pamphlet I. P. 6

1971 CENSUS OF POPULATION AND HOUSING

Instructions to Outdoor Enumerators-Final Census

PART I-GENERAL INSTRUCTIO~8

1. Your Act of Appointment

You will be issued an Act of Appointment as nn Enumerator whidl you should
always take with you when you are doing Census work so as to oe aole tn show it to :lny
person who may challenge .your authority. You will work under the illlmcdiattl supervisiol'
of your Supervisor but any ins,ructions issued direct to you by the Chid Supervisor.
Assista:lt (;0tllmisSlOner cr Commissioner should also oe eomplied with. You should attend
all instruction classes or meetings arranged by your Supervisor or i..llgher Census Ullil.:er

2. Take your Oath or Affirmation of Secrecy

Bef(\r~ commenciu:; the Census work you should subscribe to all ,\tlirnution or Oath
of Seeree.'\" all the prescribed from which should be attested by Your Supervisor or a hight.lL"
Census Officer.

3. Census Information is Confidential

The Census information is confidential and you are forbidden under the penalty of
the law to divulge to any person other than a Census Orficcr :Ul.V inEunnatiun ootained by
you for filling up a Census Schedule or any inform~ltilm entert!d on a schedulu. You are
also not permitted to show the entries made by you in the sehedules to any u1l3utllOriscJ
person or to retain copies of them.

4. Enumeration Technique

In order to win the confidence and co-operation of the respondents it is import3nb
that your approach should be both friendly anu CO~lrtcoUS. (jll(kr n'l c:rcumst:lne(~S shtlukl
you lose your temper or il1duige in :lr~urnent,; or t:ln'ats. ,\s an \'nurner:1tor vou !Ian! thl"
right to ask all qlJ('shons that are necessary to enau!e you to enter the re(!uir~d particularr
on the Census Schedules.

5. How to deal with refusals

If any person refuses to answer any (}ues:ion Pllt bv ',1)11. pl":Lse explain to hiro
cOUlieously that the inform:ltion ;i\'en is strictly erlllridenti:d. th:lt :til Ilndrr;IT:ltors :LnQ
other" Census Oaicers " are ~Wl)rn to secrcc\" and :hat the inionn:lti'JIl will IJC llspd for
statistical purposes onI, and wiil not be reve:{IL!d to :tnvone nr used in :Lny W:ty that wiil
harm his interest,. If even this dncs nlJt pcrsl:adc him tn ~ivc yOll the recfllirecl
information. yGll may inform him that a reEusal to ~ive the rf''l:lired information is an
offence under sec:ion ~l (2) of the CC:lSllS Ordill~\llce. the rJunishm,'nt for which may be [],
fine of H5. 108 or impri:.;onment IIp to one montil or iYltli. [f the r'~rS()n still reil;~'~S tc
answer, please enter in the proper column or space .. r::iu"Oed to answer" awl report the
facts to your Supen-isor.

6. Your duties

You will be re~ponsible fo:: the enumeration ')f the '. . .or POplllation. that is,
persons who are found ou~ of rIoors d'lrinC!" the time of the Final Census which will he
between 6 p.m. and l:.! midni;ht on 27th .July, lall.

• I



Tho outdoor popuhtion will consist of-­

(1) pe(1e'strinug;
(2) persous tmvelling by cycle, cart, motor car, bus or other vehicle;
(3) persons tnw"?lling by boat on any river or canal;
(4) persons who may b~ sh~,eping out of doors on carts or boats, or in publi~

pir\(~es sllch as sl,,)ps, pavements, parks, etc.; ,
(5) persons of no fixed abode such as beggars who ID!lV be loitering about.

You will be on duty from- 5pm to l1um ()fi 9th Oct 1\)71.

7. Arrangements for. Enumer<ltlnn
YOll will be posted at', p!:lcr:s where there is normally considerable traffic at night,

namely rnfld junetiOlls. ferries, railwr\Y st!ltions, bus stands, etc., or you will have t<>
patrol n strip of rrJ!ldw!lY. (If yOll nrc doing p!ltrol duty, it may be convenient for you t<>
perform' it on a bicycle.) Your 3upervisor will tell you the exact location and area you
will have to cover.

8. Scherlnh tn be nsc(l (luring th~ Final Census by Outdoor Enumerators

You shnul<l enumcmte the outdoor popubtion on the Population Schedule (Special)
(Form F. JI). Plcnse write the words "OCiTDOOR E:;\U~IEIL\TI0:;\" in Block letters
on th3 top ri'iht hawl corner of cach sehe,lule used by you. Detailed instructions on filling
lip the YflriOlls columns of this schedule nrc given in 1J art n of this Instruction Pamphlet.
You should obtain from your Supervisor nn adequate supply of Population Schedules and
Enumeration Passe!!.

fl. Procedure for Ellumet'~tlon

On the nl(;ht of the Finrd C(~nSlls, plerlse question nIl persons you meet between
5pm nnr1 l:l prn 'Jht at. your plnco of duty. or in the area patrolled by you, in order to
find out whether they have been enumerated that night. If a person has been so­
enumerated he ShOIII,l be (l,ble to produce aD Enumeration Pass as evide::lCe that he has
been enumemtecl. If ftll Enumeration Pass is procluced, you may allow the person t,o.
proceed. Otherwise plcnse question him carefully once more and ascertain whether he has
been enumerflted, not merely at the Preliminary Census, but also on the Final C~nsus
night. If ht' hflS not been enumemted on the Final Census night, please take down his
full pflrticulars 0n your Popllhti'on Schedule and issue him an Enumeration Pass. (The
particulars of this pcrson bken down nt the Preliminrlry Census by some other enumerator­
woultl be deleted by th~\t cnumemtor 'on the Final Census night as this person would not
be present nt the place where he W!lS enumerated at the Preliminary Census.) Please ask
the person to show the Enumeration Pass to any other Census Ot1icer who might question
him that night, but not to surrender it.

You should b1u) e:irc that you yourself f\re enumernted on the Final Census night.
This should bCJ done by entering the particuhrs about yourself on your .. Outdoor
Enumemtion " Schedule before you commence work on that night.

to, Action :>.ftn.r the Fin"} Cf)nsu~

You sholl1<l remain at yom post, of duty till 11pm on 9th Oct .1971. Ths-
ne:'l:lJ morning the following ndion should be promptly taken by you:-

If yon }un'A used more th!ln one schedule on the· night of the Fmal Census
vlenstl number tI'e schcdule;\ in ser-:al order. ,

Then hin'l yom schedules together into f\ qook with the cover provided for
tho purpose. On this cover enter the particulars Buch as <listric••
D. H. O. Division, et~.
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(c) You should then serially number in cage 2 all the persons enumerated on
the schedules. The last number in this series will ,.:ive the total popula­
tion enumerated by you on the Final Census nigut. I t IS therefore
important that the serial numbering should be doue very accumtely.
Pleas!3 re-check the serial numbers very carefully.

(d) You should also prepare an abstract for your census block. A Corm called
the .. Enumerator's Abstract" is provided for the pllrpose 11tHI it wiU
provide a summary of the population enumerated in the block classiried
by Sex, Age, Citizenship, Ethnic Group and Religion. To prepll1"e this
abstract you should count the number of persons in each clltt>gory llnd
enter this in the abstract. The tkures entered in the abstract should then
be tallied. In the event of any ~difficulty consult your Supervisor.

(e) Thereafter please proceed immediately to your Supervisor's belldquarterl1,
comply with any further instructions given by him o.nd ho.nd over ilia
schedules to him.

PAR'f II-HOW TO FILL IN THE POPULATION SCHEDULE (SPECIAL)

How to make the entrIes

The questions on the schedule are arranged vertically one below the other. One
column should be used for each person and the entries in respdct of eudl tluch peCllOll
should be recorded in the column under the person's name.

For most of the questions the possible answcrd aro w."'ady pl'inted iu the Cltgu
meant for the answer and these alternative answers are numbered. It iu ouly nCOdl:l8ary

for you to circle the number against the appropriate answer, e.g'. in cage 5 Sex: the wonl
, male' appears under 1 and . female' appears under 2. If the person is Il male, oiecla
number 1 thus (} If the person is a female, circle the number 2 thus @. Please not..
in this and all other cages that only one number should be 80 encircl6d.

In some cages in addition to circling a number, you are also required ro enter Barno
particulars, e.g. in cage 10 Citizenship, if the person is a foreign citizen you tihoulJciecla
number 3 and also enter in the space provided the name of tha country of which he/tihtl
is a citizen.

Cages left blank in the schedule should be completed by wi'iting the required enh-y,
e.g. cage 15 relating to Principal Occupation, the occupation must be written in full herd
inhccordance with the instructions.

Please use blue or black ink and circle neatly and write clearly and legibly. Do
not be in a hurry ancI be sure that you know the proper answe.' and where it should bo
entered before making the entry so that you may aVOid erasures and corrections. Kever
use ditto marks or any marks to avoid repetition.

There is space on each schedule for entrieil relating to 10 persons. Please continue
on & fresh schedule only when all the columns on both sides of the sch"dule have been
used up.

EntrIes on Top of Schedule

The items on t~e top of the schedule refer to the location of etleL Census Block, and
would be the same for all the schedules handled by a single enumerat'Or.•?ul'ticulnrs at tho
top of the sch.:dule under (a) with regard to til., District, D.R.G. Division, Electorate und
Cens:Js Block should be entered in every Cllse whether it be l> rural, urban 0,· d;tl1te are<..
Particulars unu6r tb) relating to G.S. Division, Village Council ale. stwul.L be enwa.d in



8dditi0Tl for 011 rurnl ar~ns including estatl:<S whose names should be entered where rele·
vant. As far I',S M.C .• U.C., & T.C. area are concerned all particulars under (a) above and
(c) should be rcc:rded.

The obove rnrticllhlrs may be obtained from your Supervisor.

Schedulo Number,

The SPhC'B for f:chedule number should be left blank for use after the end of the
Finnl Censll.:!.

Cage 1: Census No. of honslng unit, living quart~rs other than housing unit or
non-housing Hnit

Leave this column blank.

Cage 2: Serhl number of person

'Ihig t:n;e Sh01J!cl be numbered serially onlv after the night of the Final Census.
Th.} lasL serial number will show the number of persons enumerated by you on
ttlO F~t1nl Census nirllt.

C9g0 3: Nnme

Enter here the name of the person.

Caga 4: RelationshIp to Head of Household

In this cage cnter " 0 " to indicate " Outdoor ..

Cag') fi: Sex

Circlo 1 for mllies and 2 for females.

Caga 6: Date of birth and age

Enter the date of birth giving- first the year, then the month and then the date.
e,~. Year 1912 :\Ionth 3 D:lte 23. Ii the eX:lct d:,te is tnt 1,111)",n, ('nter
o~l!v th8 veal' and month.. or if thc month is also not: known, the vcar. If the
:e:l';, t(jO i~g not known enter a uash - :!'!ainst year. In the "paec {or :1~e enter
the ag~ in completed yeflr as on the Fiufll Census date. Thus, :1 person \\'hose
CXflct ac;e on the census date is 17 years, 11 months anti :.:;) days should be
clltere<! as 17. Give the exact a~e and do not r~port the f1'!C in round numbers.
lihC :;l: or 40 or " about 45 .. when tllat is not the exact: age. For infants less
tb,l,!1 OJ:e ywr enter" 0 .. against· age '.

'Vtle,;) the year of birth is not known by the person or is doubtful you should
make ""ry cttart to find out the correct llJoLELof the ner.son__

Note Instruction in e respect of cages 7-24 were the same
as contained in "Instruction to Enumerators of Census
Blocks". As such these are; not repe~ted here.

-
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APPENDIX 3 (v)

Instruction Pamphlet IP. 8

1971, CENSUS OF POPULATION AND HOUSING

Notes for the guidance of Chief Occupants and Person~­

in-charge of Institutions

PART I-GENERAL INSTRUCTIONS

Introduction
The Census will be taken in two stages, viz.,-

(a) The Preliminary Census which will be spread over a period of
ten. days commencing from :20th September, 1971.

(b) The Final Census which ',vill be taken between· 5pm and l1plU •
- on 9th October, 1971.

If the enumerator hands over to you a Population Schedule {General or
Special) and/or a housing schedule please till in these schedules as
requested by the enumerator. He will call over to collect the completed
schedule and will re-issue the schedule on the day prior to the linal
Census. -

These notes are meant to exnlain how the schedules should be tilled in
by you. .

2. 'Vhom to include on the Population Schedule at the Preliminury Census

At the Preliminary Census only such persons as are likely to reside in
your household on the night of 9th October, 1971, should be included. If a
member of your household is temporarily away fwm home on a VIsit, or
travelling for pleasure or temporarily in hospital, such absent person
should be included in the schedule if he is likely to return by the Final
Census night.

On the other hand any visitor present should NOT be included with the
members of the household unless he/she is likely to be present on the Final
Census night.

Employees and servants living and sleeping in the household should
also be included.

3. Procedure on Final Census Night

On the evening of the day prior to the Fin31 Census the enumerator will
re-issue to the chief occupant or other responsible person the Population
Schedule which was earlier entered up in respect of these units. Soon after

" 6 p.m. on the Final Census night you should-
(a) cross out the entries in respect of any person who is not present

on the Final Census night by drawing a line diagonally down
the column relating to such person.

(b) fill in the particulars in respect of any visitor or other new person
or a newly born Inf.:lI1t, whose partlculars have not been entered
at :he Preliminary Census but is present on the Final Census
night even if he/she had been enumerated elsewhere at the
Preliminary Census.

(c) if it becomes nece,ssary for a person to leave the premises between
6 p.m. and 12 midni~ht on the Final Census night, you should
first make sure that the particulars in respect of that person
have been entered on the schedule before the person goes out
and then issue an enumeration pass to him. This is in order to
ensure that the person is not. enumerated ar.;ain when he goes
out. An enumeration pass will be supplied to you by the
enumerator.

K)!466 (3/71)•a •••••••••ILIJIIM.\\~,¥llj\#Il;"!,~*;;;~M:i#~,,i7~,~ '~--~~-~--~-~~-



PART II-HOW TO FILL IN THE POPULATION SCHEDULE

How to make the entries

Thl' questions on the schedule are arranged vertically one below the
other. One column should be used for each person and the entries in
respect of each such person should be recorded in the column under the
person's name.

For most of the questions the possible answers are already printed in
the cage meant for the answer and these alternative answers are
numbered. It is only necessary for you to circle the number against the
appropriate answer, e.g., in cage 5 Sex: the word' male' appears under 1
and l female' appears under 2. If the person is a male circle number 1
thus CD. If ~he person is a female circle the number 2 thus ®. Please
note in this and all other cages that only one number should be so en­
circled.

In some cages in addition to circling a number you are also required
to enter some particulars. e.g., in cage 10 Citizenship, if the person is a
foreign citizer. you should circle number 3 and al.so enter in the spate
provided the name of the country-<>f which he/she is a citizen.

Cages left blank in the schedule should be completed by '.vriting the
req~lired entry, e.g., case 15 relating to Principal Occupation. toe occupa­
tion mllst be written in full here in accordance with the instructions.

Please use blue or black ink and circle neatly and write clearly and
legibly.

There is space on each schedule for entries relating to 10 persons.

Entries on top of Schedule

Th~ items on the top of the schedule refer to the location and will have
already been filled in by the enumerator.

SefledllJe Numher

This is meant to be filled in by the enumerator.

Cage 1: Census No. of hOllsin~ unit, living quarters other than housing
unit Qr non-housing unit.

This is the number marked on the label for Census purposes
and affixed on your Q\'..;elling.

Cage 2: Serial Numher of person
This should be left blank.

Cage 3: Name
Enter the names of the persons in the household starting with
the Head of the household..

Cage 4: Relationship to Head of Household
Enter' Head' for the head of the household. Thereait~r enter
the rela tionship of each person to the head. e.g., wife, son,
father, grandson. daughter-in-law. uncle. boarder. servant.
etc. If a child has not been named, enter" Not named ". Gt!
names need not be entered. Take special care to includE all
infants and children under ;) years 01 age as they are lLl{ely
to be omitted.
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APPENDIX 3 (vi)

Instruction Pamphlet I.P. 7

1971 Census of Population and Housing

INSTRUCTIONS TO SUPERVISORS OF CENSUS-PRELIMINARY
CENSUS AND FINAL CENSUS

1. Your Duties

You will be responsible for the supervision of the Census arrangements
and the work of the Census enumerators within your Census Circle which
is an area consisting of a number of Census Blocks. Before commencing
your duties you will receive from the Chief Supervisor of your area an
Act of Appointment as a Supervisor which yOll should always take with
you when you are doing Census work.

You will work under the immediate direction and guidance of the
Chief Supervisor of your area but instructions may sometimes be issued
to you direct by the Commissioner or Assistant Commissioner of Census.
You have the authority to summon the enumerators of your Census
Circle for instruction classes or other Census work to any convenient
place within your Circle at any reasonable time.

2. Census Information is Confidential

Before commencing your duties you should take an Oath or make an
Affirmation on the prescribed form. This may be done before your
Chief Supervisor. All information collected during the Census is
confidential and you are forbidden by law to divulge it to any person
other than a Census Officer.

3. Supervisor's List of Census Blocks and Enumerat.ors

You will be provided with a list of your Census Blocks and the names
and addresses of the Enumerators assigned to these blocks and also
the names of outdoor enumerators, if any, who will work in your Census
Circle on Form F 14 "Supervisor's List of Census Blocks and Enumera­
tors' Pay sheet... The various columns of this form should be filled in
by you as and when necessary to keep a record of the progress of the
Census work in each block.

4. Sampling Scheme and Type of Schedules to be used

While most of the information on population will be collected from
the entire population certain additional information on place of birth,
usual residence, fertility and marriage will be collected from the
population in 10% of the Census Blocks, which are designated Sample
Ct:nsus Blocks In these Sample Census Blocks the PopUlation Schedule
(Special) will be used. In all other areas the Population Schedule
(General) will be used.

The information on housing will be collected in all Census Blocks
in urban areas but in only 10% of the blocks Le., in the Sample Census
Blocks, in Rural Areas.

The Schedules to be used are thus:-

(1) The Population Schedule (General) which contains the questions
to be asked from the entire population.
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Cage 5: Sex
Circle 1 for males and 2 for females.

Cage 6: Date of birth and age
Enter the date of birth giving first the year. then the month and
thea t.he date, e.g., Year: 1912 Month: :3 Date: 23. If the exact
date is not known, enter only the year and months. or iJ the month
is also not known, the year. If the year too is not known enter
a dash (-) against year. In the space for age enter the age in
completed years as on the Final Census date. Thus, a persoll
whose exact age on the Census date is 17 years 11 months. and
25 days should be entered as 17. Give the exact age and do
not report the age in round numbers, like 30 or 40 or .. about
45" when that is not the exact age. For infants less than one
year enter" 0" against • age '.

Note Instruction in respect of cages 7-2[* of the Popu­
lation schedule were the same as contained in
"Instruction to enumerator of Census Dlock.:>".Ho w­
ever the following note was added after CdQe 19

cages 20 +0 24 appear only in the Population
Schedule (Special) Hence if you have been
given the Popula~ion Schedule (General) yoU
may ignore the instructions relating to cages
20 - 24.

Instruction on how to fill sthe uousinQ Schedule
were also the same as in "Instruction to EnullJora­
i:ors of Census Blocks ll



(2) The Population Schedule (Special) which contains the questions
on the General Schedule as well as the additional questions
to be asked on a sample basis in 10% of the blocks only i.e. the
Sample Blocks.

(3) Thl' Housing Schedule which contains the questions on housing.
The housing schedule will be completed in alI urban areas. but
in only the Sample Blocks in rural areas.

The Schedules to be completed in the General Census Blocks and in
the Sample Census Blocks in the different areas are follows:-

Tn Municipal, Urban and TotJJn Council Areas

General Census Blocks - (1) The Population Schedule (General)
(2) The Housing Schedule

Sample Census Blocks (1) The Population Schedule (Special)
(2) The Housing Schedule

areas outside Municipal. Urban and Town CouncilIn Rural and Estate
Areas

General Census Blocks­
Sample Census Blocks

(1) The Population Schedule (General)
(1) The Population Schedule (Special)
(2) The Housing Schedule

Sample Census Blocks will be those for which the letter .. S" has been
written on the top right hand corner of the Pre-listing form for the
Block. Your Chief Supervisor will also indicate to you the Sample
Census Blocks in your Circle.

You should instruct each enumerator in your circle as to whether his
Census Block is a Sample Census Block or not and what schedule should
~ filled in by him for his Block.

5. Training CI:lS.'les for Ennmerators

One of your chief duties will be to hold training classes for the
enumerators assigned to you. It is most important that alI your
enumerators are adequately trained as the success of the Census will
largely depend on the mariner in which they fill up the Census Schedules.
Detailed instructions in regard to the Census procedures and the
method of filling up the schedules are given in the folIowing instruction
Pamphlets :-

InstrHctioIL Pamphlet IP 4.-Instructions to Enumerators of Census
Blocks.

Instruction Pamphlet IP 6.-lnstructions to Ol.ltnoor Enumerators
Final Census.

These Instruction Pamphlets should be carefully studied by you
before you hold the Training Classes for the enumerators. You should
also make ita point to attend the Training Class for Supervisors at
which these instructions \vill be explained to you. Any doubtful points
which occur to you before the Training Class for Supervisors should be
referred to the officer holding that Training Class. and any doubtful
~> ..,ints that occur to you later should be referred to your Chief
Supervisor.

------------------_._-----_.._-~-_. ----_._------
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You should arrange to hold a training class for all your enumerators
prior to the Preliminary Census and explain to them the procedure for
the Census and the instructions on how to till in the Census Schedule.
A practice enumeration should also be conducted by filling up a Census
Schedule for an imaginary family.

Thereafter on the 9th and lOth of July, please cheel, the work of
your enumerators and point out any mistake they may have made. The
importance of giving proper training to the enumerators cannot be
over-emphasised.

The Instructions relating to columns 20-24 of the Population Schedule
(Special) are meant for enumerators of 'Sample Blocks. lIenee these
instructions should be clearly explained ta Enumerators of Sample
Blocks. Instructions relating to Housing in Part III of IP ·1 should be
explained to all enumerators within M.C., U.C. and T.C. areas and
enumerators of the Sample Blocks in other areas.

All Training Classes for your enumerators should be ('omnlMPrt, at
least 4 clay.,> before the Preliminary Census commences on20thSept71.

6. Distribution of Census Schedules, & etc., tv Enumerators

You will receive from your Chief Supervisor the Census Schedules.
Instruction Po.mphlets and other supplies requIred by your enumerators.
These should be distributed as earl v as possible iO \'our enwnerators.
1\1:o1'e de~a.ilod :n,cruction,; on the 'di.stri·bution I)!' .~chcdllJeS 10 enu·
mero.tors will be issued separately. A small reserve 'hould be m,untained
by you for iSS1l2 later to any enumerator who need.; extra supplies.

7. Census Blocks and Census Block Num~ers

You should see that each enumeratc" is thorou~hly acquainterl with
the limits of his area which will consist of one Ol' more Cen~US E,lock:;.
If necessary you should arrange for the officer who pl'cpared the Pre­
listing form to proceed with the enumerators to ;;how thelll the kcatlUn
of their respective Census Blocks. ¥uu should yourself personaily .nake
a tour of your Circle in order to get acquainted with It. It is IrllrJor­
tant to make sure that every building within ':our Census Circle i<.llls
into a Census Block. If you discover any huildings that do not fall IOta
any Census Block, please assign them to a suitable Censu:; Wock,

8. The Preliminary Census

The Preliminary Census will commence on 20t hS epti71. and wtll
go on for IO days. During this period the enumerators will carry out
the Preliminary Enumero.tion in their respective Census Blocks. You
shoulcLmake it a soecial point to meet all your "numerators dUring the
,wo days 21st&22ndSept go through the schr'dltlcs that th'~y have
already filled up with therr. and point out any mi.Hake.s that they hav..
made. It is very important that this personal check IS made by you on
the work of each enumerator on eIther the Uth or 10th July. as it is at
this stage you will be <.Ible to assess the quality of work of the
enumerators and to cbrify and doubtful points r;j,,,,,,d by thp.Tn. Ounnj{
the rest of the PreJiminary Census. i.e. from 2Jrdto29thSept"
please keep in close touch with your enumerators and satisfy yourself
that th('y are carrying out their duties corre~tly.



9. Servin~ of Schedules to Chief Occupants in Municipal, Urban and
Town Council Areas

.In the case of Municipal, Urban and Town Council areas. the officers
who prepared the Prc-listing Forms were instructed to place a tick

v in Column 11. of the Form FI to indicate the units where the
chief occupant of the housing unit was able to fill up the Census
Schedule himself. In para. 18 of Part I of Instruction Pamphlet IP 4.
Instructions to Enumerators of Census Blocks. the enumerators have
been directed to serve schedules on the chief occupants to such housing
units so that they may fill up the schedules .themselves. In the case of
non-urban areas. Column 11 should not have been filled in It is
possible however. that by an oversight such ticks may have been ...
inserted against housing units in those areas. If your Circle is not in a
Municipal. Urban or Town Council area. please request your
enumerators to be on the look-out for mistakes of this nature and not
to serve schedules to such housing units.

10. Notification of Preliminary Census Results

At the end of the Preliminary Census please obtain from all your
enumerators the figures of the total number of persons enumerated by
them during the PrelirninJry Census. Please add up those figures to
obtain the total number of persons enumerated within your Circle. This
total number should be entered on the Form F 15. "Preliminary Census
Results" and handed over to your Chief Supervisor personally or sent
to him by express post. (If you intend to send it by express post, please
obtain an envelope from your Chief Supervisor).

11. Final Census Procedure

Please J:£'1uest all your enumerators to meet you on the 6th or
7th Oct and go through with them once again the procedure
that should be followed at the Final Census (vide paragraphs 21-26 of
Instruction Pamphlet IP 4). Please make quite sure that all your
enumerators are fully conversant with the exact nature of the duties
they have to perform on the Final Census night. Le., the night of
9th Oct ~971. .

Ii' there are any out-door enumerators in your Circle, you should
inform them of the exact location of their points of duty or patrol beats.
accompanying them to the places if necessary. You should also explain
to them their duties as set out in Instruction Pamplet IP 6.

Please also make sure that both the general and Out-Door Enumera­
tors have sufficient supplies of Enumeration Passes and blank Population
Schedules for use on the Final Censw; night.

12. Action if any Enumerator Falls nl
When you m!"et your enumerators on the 6th Or 7thOct please

request them to inform you immediately if owing to an accident, sudden
illness or other unforseen reason thev are unable to carrv out the
enumeration on the Final Census night.- If for any reason an- enumera­
tor is unable to carry out his duties on the Fhal Census night. please
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arrange at once for a reserve enumerator to do his work. If no reserve
enumerators have been attached to you, your Chief Supervisor should
be able to provide you with one. If you fail to obtain a reserve
enumerator then you should proceed to do the FinaL enumeration ill
that block yourself.

13. Enumeration of Special Places

13.1 ENUMERATION OF HOSPTTALS

In the -case of Hospitals. the enumeration during the Preliminary
Census 20thto 29thSept should be carried out only in respect ot the
quarters occupied by the doctors, nurses and any other permanent
residents in the Hospital premises. No Preliminary Census should be
carried out in the wards or rooms meant for patients during the period

18th to ~tPSept The Census Schedules should be collected back as usual
after the Preiiminary Census anrl then re-issued to the Hospital autho­
rities on the morning of the 7th-. The Hospital authorities should be
rpqIJ~~ted to enumerate a I] the patients in the Hospital during the
period 7thtc8thOctY. and thereafter do a tina I check on the nlc:ht
of the Innal census.. ah Oct. on all the patients. doctors. nurses
and any other permanent reSidents. Births or deaths which occur in
wards or rooms after the enumerator s visit on the Final Census night
should not b~ taken into 'lccount.

13.2 FISHERMEN OUT AT SEA ON FINAL CE~SUS NIGHT

In the coastal areas where there are fishermen. Enumerators should
be instructed not to cross out the names of those fishermen who have
gone out to the sea on the final census night.

13.3 RAILWAY STATIONS

If there happens to be a railway station in a Census Block it would
have been listed as a non-housing Unit (the StatIOn Masters bungalow
or other quarters would of course, have been listed separately as a
housing unit). Every Enumerator in whose block a Railway Station
falls should please check up with the StatIOn Master whether
Special Railway Enumerators are being appolllted for the statIOn. It
such special Railway Enumerators are being appointed the Enumerator
of the Census Block need not enumerate persons inside the Railway
Station (i.e.. on the platform. in waiting rooms etc.) on the Final Census
night. If Special Railway Enumerators are not being appointed he
should visit the Railway Station and enumerate persons inSide the
Railway Station (such stations will usually be very small stations).
He must however visit the housing units such as Station Master's
bungalow. and other bungalows the occupants of which he would have
enumerated at the Preliminary Census and carry out the Final Census
as in the case of other housing units.

13.4 OUTDOOR E:-.zU:l.tERATORS ,\PPOINTED TO RAILWAY STATIONS

Except ni the case of very small stations, speCial arrangements will be
made with the railway authorities for the enumeration of passengers
and raIlway staff on duty within railway station premises to which
the general public will not normally have access without a railway
ticket. If Outdoor Enumerators have been appointed to railway stations
please enquire from the Station :'vlaster whether Special Railway
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Enumerators have been appomted for such stations. If so the outdoor
enumerator may be requested to confine his attentIOn to the streets Qut­
side the station and enumerate persons found there. who have no passes.

14. Enumeration Passes

14.1 ENUMERATION PASSES

The number of passes given to each Enumerator should in most cases
be adequate. However If an enumerator finds that he runs short of
passes he may write out a pass as in the specimen given below and issue
it under his signature:-

CENSUS

Bearer ....................................•.
has been enumerated by me.

Enumerator.

An outdoor Enumerator will have to issue a pass to each person
enumerated by him. The Outdoor Enumerator too. may if he runs short
of passes. write out and issue passes as above.

14.2 PcnSONS IN POSSESSIO~I OF ENU:VIERATION PASSES AT THE TIME AN

ENU~.TERATOR VISITS THEIR HOMES

If anv person is found to pOSSESS an enumera~icn pass at the time
of the Enumerator's visit. it indicates that such person has already been
enumerated that night. The Enumerator should therefore treat that
person as not present in the housing unit and cross out his name and
particulars on the population schedule.

15. Action on the Final Census Ni~ht

On the night of the Final Census. please make it a point to be out
inspecting the worle of the enumerators as much as possible. Please
take with you a stock of Population Schedules and Enumeration Passes
and enumerate any person whom you find outdoors and who has nut
been enumerated un that night. They should be issued Enumeration
Passes after enumeration.

After 9.30 p.m., please visit some of the places below and satisfy
yourself that they have been visited by your enumerators :-

(a) Temples, Churches. Mosques, etc.
(b) P1::lces where there are night workmen. e.g. mills, markets.
(c) Places wherf' there are night watchers, e.g. stores, offices.
(d) Clubs, public parks and ambalamas.
(e) Places that might serve as sleeping places for persons without

any fixed abode.

Please write the words ., OUT-DOOR ENUMERATION" in block letters
on the top right-hand corner of each schedule used by you.
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You 5hould tak~ care that vou vourself are enumerated on the Final
Census night. This should be done by entering the particulars about
yourielf on your" OUT-DOOR ENUMERATION" schedules before you
commence work on that night.

16. Outdoor Enumerators-Stopping of Vehicles

It is desirable. wherever possible. to stop vehicles, at important road
junctions and enumerate the persons therein. The assistance of the
Police should be obtained whenever it is proposed to stop vehicles as
enumerators have no leg-al power to do so. The 1. G. P. is being
requ~sted to instruct Police Officers to render suitable assistance.

17. AeUen after the Final Census

On the morning after the Final Census you should be at your head­
quartE:rs as early as possible to receive the completed schedules from
the enum~rators. As each enumerator returns his schedules, please
take the followine action: - '

(11) Peruse all the entries made on the Final Census night and make
surf' that they are in order.

(b) Check that all the persons entered on the schedules have been
serially numbered and that there are no mistakes or omissions
in the s~rial numb~rin~.

(d That the entries on the cover of the Enumeration Books have
been correctly made. .

(d) That the enumerator's abstract on Form F13 has been correctly
prepared and submitted.

18. Netiacation of Final Results

Please note the total population in each of your Census Blocks on the
Final Census night. (This will be the last serial number in Cage 2 in
respect of the schedules for each Census Block). Please add up these
fi«ures together with the figures on the schedules used by your outdoor
enum~rators and yourself on the Final Census night. This will give
the total population of your Census Circle. Please report this figure
to your Chief Sup~rvisor on Form F 16, .. Final Census Results ". This
form should be handed over to your Chief Supervisor as early as
possible on the day after the Final Census.

19. n_patch of Completed Population Schedules to Chief Supervisor

The Enumerator's Abstracts prepared by your enumerators (including
outdoor enumerators) should be arranged in order and sent separately
to your Chief Supervisor for despatch to the Census Office in Colombo.

The books of completed Population Schedules returned by your
enumerators should be despatched to your Chief Supervisor as early
as p~jble along with any unused schedules. Please keep a record of
the books of schedules despatched, and see that you receive an
acknowledgment for them.

29
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20. Persons 'lmitted

Please retain some unused Population Schedules with you to enter
particulars of any persons who may have been omitted from the Final
Census Enumeration. Such persons may get in touch with you shortly
after th~ Final Census night. Advertisements will be published in the
newspapers asking persons who have been omitted to report themselves.
You must in addition personally verify anyinfonnation you receive
regarding omission of persons from the Final Census Enumeration.

If within four days of the Final Census you are informed of any
pE:rsons who have been omitted. please enumerate them yourself and
despatch the schedule to your Chief Supervisor. The schedule should
be clearly marked" LATE ENUMERATION" on top.
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