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Foreword

Using the Manual

Chapters 2 (Outreach Workers), 3 (Canvassing), and S (Referral
and Follow-Up) are written for the Information and Referral Center
manager and other sdministrative staff. Chapter 4 (Interviewing) is
for the outreach workers. Chapter 1, which introduces the reasons
for an outreach service, should be read by both the sdministracive
staff and the outreach workers.

The administrative staff should acquaint themselves wicth all

sections. And the outreach vorkers, 1if interested should read

Chapters 2, 3, and 5.

%
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Chapter 1: Introducticn

What is Outreach

Outreach takes the services of informution and referral
out of the center and into the commumnity. Outreach workers are
skilled in talking to people and knowledgeable about their
commmity. They contact people in their homes ia an effort to

help thea use commurity services.

Why an Outreach Service

The purpose of the information and referral center is to
link community services with people vht; need them. Unfortuaately,
there are many older people who, without special help, arz unable
to make use of services in the community. People are often unsware
of services which exist. Some cannot rezd or do mot own a television
or radio, so they don't hear about helping gservices. Some have no
way of getting in touch with others. And in addition to these
problems, people are often afraid to ask for help. Therefore, the
information and referral center wants to reach out .to people who are

now unable to find help for their problems.

One of the reasons for an outreach service is to give information.
Many peoplie are unaware that there are services available to help them.

For example, an outreach worker might be talking to an
older man who does not have enough money. The worker may
find that the man is eligible for an aid program such as
Social Security or 01d Age Assistancs, but that he is
unavare of his pligibili;y.
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Not only can the outreach service give information, it can
also help the person make contact with the helping service.

The outreach worker might make an appointment for an
older person at a commmity agency. He may talk to

the agency on behalf of the older person and arrange
transportation for him.

The outreach worker is also very important in helping the older
person feel at ease in using community services. Many people are
afraid to talk to others, especially when it means telling them of
their problems. The outreach worker can Treassure the person that he

has a right to the help which the community can give.
By reaching out into the community, the information and referral

center is also "spreading the word" about the help that the community

can give.

In talking to an older person the outreach worker may find
that he does not have a problem now. However, six months
later the older person may have difficulty and remember his
talk with the outreach worker. HYe may then call the
information and referral center to ask for help.

Or in talking to a younger person the worker might find
that he has a mother or father who could use help.

Finally, the outreach service can aid the coumunity by learning

about older people, particularly those who do not usually come to the

attention of athers. y
For example, the outreach service might find that many
older people are living in poor housing. The community,
with this information, is in a position to do some useful
planning with its citizens.




Chapter 2: Outreach Workers

Job Description

The job of the outreach worker is to link older people who
have needs with places which can help meet those needs.

To do this jobythe worker helps the older person be at ease in
talking about the way his life is going. Then the worker decides with
him what problems he has.

To find help for the problem,the worker knows what places in the
community help others, exactly what help each gives, and which people
can receive help at each place.

After learning about the needs of the older person and the places
which can help him, the outreach worker brings the two together. He
gives information about community service. And he helps the older
person feel at ease in receiving help.

In doing his job the worker reads about community services and
records information about people's needs on simple forms.

The outreach worker's job is dome by visiting each home in areas
of town where many older people live. The worker finds out if an older
person 1lives at the home where he is calling and, if so, whether he

has a need which is not being met.

Recruitment
When you are ready to hire your outreach workers, you should try
to think of older people who are familiar with the community and vho

you feel might be good candidates for the job. Perhaps you know men
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and women who have been active in senior citizens' groups, church
groups, etc. Or possibly you can contact someone who is familiar with
active, older people, such as the director of a senior citizen group.

You can also list the job openings with the state employment cffice.

Selection

There are five basic criteria to consider in selecting an outreach
worker. First, he should be an older person, approximately 55 years of
age or more.

Second, the outreach worker must be physically able to do the job.
He must be able to work a four-hour day and spend a good deal of those
four hours on his feet, either standing and talking to others, or
walking in his canvassing activities. He will also need to be able
to climb stairs to reach the people he wants to interview. Therefore,
yvou will waﬁt to ask the person appl—ing for the job about any recent
injuries or illnesses (e.g., leg injury, stroke, etc.) which he might
have had, as well as any chronic illnesses which might affect his
ability to work {e.g., heart condition, bad back, breathing difficul-
ties, etc.). If you have auy doubt about his ability to perform the
job, for his sake and yours, you should obtain his written permission
to call his doctor or clinic to discuss his medical situationm.

Third, the person must be able to read and write. He will need to
£f111 out forms connected with the outreach activities and will need to
read non-technical material related to community resources. He will

need at least .a sixth grade reading level. You can probably judge how



w teads and writes by sshing him sbowt former jobds.

Tor enample, 1f the persca has vorked es s secretary,

o shipping and receiviag clerk, or in some similar jobd,

you can pretty well sseums that be will heve sufficient

teading and writiag skills.

Also you can aek hia 1f he resds the nswepaper regularly.

Tourth, the persoa vho wishes to be an outreach worker sust
possess the sbility to communicete clearly. While you are inter-
viewiag his, pay close attention to how he commmicates to you. ls
his spee-) clear! Are his remsrks ressonsbly brief and to the point?
it 1s a0t ot all important whether he uses "proper” grammsr, but he
ouwst sake himself umderstood to others. Does he seem to understand
what you are saying to him?! At the end of your interview vith him,
17 you etili bave s question in your mind about how wail he commumni-
cates, you might ash hi: to tr) a little "acting." He would take
the part of the outreach worker and would try to explain the infor-
astios snd refa..:l service program to you, who will be taking the
part of an older person.

Pifth, the vorker sust e able to make others feel comfortable
with him. Without this quality, people with whom he talks will not
feel free to give information or to receive the assistance which he
esa give. Check vhetner his appearance and mamner of speech are
reascnsbly siailar to those of the people whom he will be intervievwing.
You wight have second thoughts, for example, about hiring & man who
looks amd talks like g top executive, since he will be interviewing
low-incoms elderly. In addition get an idea of whether he is liked by
others. Does he have a number of friends? Does he participate in
social activities, such as church groups or clubs? Do you like him?

10s



You can see that the last two criteris, being able to communicate
clearly and having the ability to make others feel comfortable, are
qualities which have to be analyzed "subjectively.” That is, you must
use your own reaction to the person.

Since such judgments are difficult to make, you should allow for
some "mistakes" vhen you hire people. Depending on your specific
situation, you might want to hire approximately 50X more workers than
you will ultimately need for the program. You can expect to lose about
a third of the people because either you or the worker has decided that
this §s aot a suitable job for him. This may happen either during
training or during the first few days on the job. Others will drop
out because of medical problems or other personal situations.

As an example, if you want to end up with approximately ten
outreach workers it is desirable to hire 15 initially.

It should be pointed out to the workers that the initial hiring is
probationary, and that not all workers will be retained after the
first month of the program. If some qualified workers must be let
go at the end of the probationary period, their names should be kept
on file as substitutes, in case of emergency.
To summarize, the main points you should consider in selecting
an outreach worker are:
1. The person should be approximately 55 years of age
or older.
2. He should be able to be on his fect for four hours
a day and be able to climb stairs.
3. He must be able to read and write.
4., He should be able to communicate clearly.

5. He needs to be able to make others feel comfortable
with him.

i1



Sajagy

The amownt that outreach worker should be paid will vary
depending on 17cal vage conditions. It will probably be betwsen
$1.50 and $2.25 an hour. To decide on the appropriate pay for
your area, call your local gtate empivyuent service. Describe to
them the job duties of an outreach worker and ask them how much 1is
paid for similar jobs in your commmity.

Some of your outreach workers might be receiving Social Security
benefits. It is important for you to know that these workers can
earn up to $1680 a year without losing any of their henefits.*

As an example, at $2.00 an hour, the maximum they could

work and not earn more than $1680 is 42 weeks at 20

hours per week.
1f a number of your workers are in this situation you will want to
schedule their time in advance so that their 10 weeks away from the
job will not fall at the same time, unless you want to suspend the
outreach function for a specified amount of time, such as during
particularly cold or hot months or because the 1 & R center wants to
focus its efforts on another activity for a particular period.

For earnings betwecen $1680 and $2880, one dollar is deducted from
Social Security benefits for every two that the.worker earns. After
$2880 one dollar is deducted for each dollar earned.* Some of your
workers might be willing to earn up to $2880, as they would be losing
only part of their benefits. You will need to work out these arrange-
ments with them and make your decisions based on the workers' situations,

your need for their time, and your financial and time situation.

* This figure is accurate as of January 1971.
o :
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Other vorkers may be receiving some kind of public assistance,
such as Old Age Assistance, Aid to the Disabled, or General Relief.
dsve the cutreach wvorkers contact their social workers to see if
there are arrangements made for working recipients to keep all or part
of their earnings. If these arrangements aren't mede, you may be able

to work cut an agreement with the welfare department.

Morking Hours

The best time for conducting interviews seems to be from about
9:30 a.m. - 12:30 p.m, Before 9:30 many people will be sleeping or
not prepared to receive callers. And after the lunch hour many older
people nap.

To allow time for the outreach workers to discuss the results of
the previous day with you and to receive their new assignments, it is
suggested that they report to the center at 8:30 a.m. (After the
workers become quite familiar with their job, particularly if trans-
portation or weather is a problem, you may want to have them report
less often. Or You may ask them to report in at different times in
the morning so that you can talk to them individually.) Of course,
there will be days when the workers spend more of their time at the
center to participate in ongoing training, group meetings, etc. The
outreach workers will then be working four hours a day, five days a
week. (Working 20 hours a week at $2.00 an hour is compatible with
the Social Security maximum. See previous section, Salary.)

Occasionally, there may be a need for an outreach worker to be
available in the evening or weekend to contact people who are not
home at other times, but these occasions will probably be rare and

kaan be worked out on an individual basie.




ITxalping
Initiel training of the outreach workers is discussed io the manuals

Informstion and Referral Services: A Guide for State and Nacional

Adainistrators, and Informstion and Referral Services: A Treining

Syllabus.
The kind of ongoing training you will have will depend on the
needs of your workers. It will probably center around learning asbout

commmity resources and improving interviewing skills. Outside

people can be used as'resources, if you wish, and the training sessions
should employ a variety of techniques (speakers, role playing,
discussion, etc.). For further ideas about the content and techniques
of training refer to the manuals mentioned above.

Since your workers will be having daily contect with people who
have physical problems, it is suggested that you errange for a first
aid course. The American Red Cross will provide this for no fee,
otﬁer than a small charge for a textbook. The course will take about
12 hours. To conta:t them look up the phore number of the American
Red Cross. If there is no listing, call the chamber of commerce to

find out who is the First Aid Chairman for your county.

Supervision

The basic objective of the information and referral center is to
help older people use the resources which exist for them in the community.
The people whom you supervise are the "go-betweens" for the older person
and those community resources. Therefore, your service will be only as
good as the people who are serving as the "go-betwegns."_ Because of
this, you should maximize the talents which your outreach workers possess.
You need to give them sufficient information to do the job adequately,

and you should encourage them to.do the best job they can.

o 14



There has been much that has been vwritten about how to supervise
people and you can no doubt find books and articles on the subject in
your library, if you are mtomtod.* The following will give vou in
a very brief form some of the basic ideas.

The vay ia vhich you follow up might be called "taking the middle
ground."” You should follow up to the extent that you have a fairly
good idea of what results your outreach workers are achieving and so
that you are familiar with any problems they might be having. At
the same time you don't want to exercise too much control so that you
take away their confidence in themselves and stifle new ideas they
might have about performing their job.

If you tt'nk of the people that you have worked under in the
past whom you feel are "good bosses,' you will probably find that
those are perople who encourage your ideas and are open to your thoughts.
You will want to try to do the same,because it will keep up the morale
of your workers, and because you will want to make use of their ideas
to improve the outreach service. The kinds of ideas you want from
them could be classified into two categories. Ome would be new ideas
about how better results might be obtained.

For example, an outreach worker might come up with the
idea that it would be best to do the work in pairs rather
than individually.

*
The following may be referred to for further information about
supervision:

l. Bradt, A. Gordon, The Secrets of Cetting Results Through People.
Parker Publications, Inc., West Nyack, New York, 1967.

2. Given, W. B.,' Jr., How To Manage Peo le, ‘Prentice Hall, 1964.

134
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Many ideas that outreach workers give you will probably be good. These
workers are "on the ground floor" and perhaps have a more realistic picture
of just what is happening in the lives of older people than you as a super-
visor do. Give careful consideration to each idea, regardless >f how far-
fetched it might seem in the beginning. Of course, you will have to temper
some of the ideas with vour own thoughts and with realities, such as budget
considerations, steaffing, etc. But if you do decide not to implement an
idea that an outreach worker has suggested to you, be sure to tell him why
you are not doing it end have a good discussion with him about his reaction.

The second kind of idea that you want t> encourage is the workers'
ideas about how you as a supervisor are acting towards them and how they
perceive other people on the staff behaving towards them. Workers are,
of course, often reluctant to come up with such ataﬁeménts because they
are fearful of provoking your disfavor or perhaps losing their job.
Therefore, try to set aside a time that you want to discﬁss these types of
things. And, of course, when unpleasant femarks do come up, you should
try not to act emotionally,but rather to consider thoroughly what they are
saying to you.

You will probably f£ind in working with your groups of outreach
workers that there are considerable individual differences among them.
For example, one person might be particularly good in knowing details
about resources which exist in the community, while another might be some-
what lax in that, but might have a particularly good skill in interviewing.
While you will want to help people who have gaps to improve their perform-
ance, it ia likely .that some individual differences will atill exist. You

can make effective use of these differences.

18,




For example, if you have one worker who is particularly knowledge-
able about resources, you might have that worker explain the
resources to the other workers. Or if you have a worker who is
particularly good in interviewing you might have that person do
more actual outreach interviews and assign other people to some
other tasks which may need to be done in the office.

Of course, you will want to explain differential assigomments, and get your
staff's reaction to this way of dividing up the work. The person who is
good in interviewing may prefer not to do that all the time; he may prefer
to have a variety of tasks.

Praise is the most potent tool you have to maintain and improve the
quality of your workers' performance. It is suggested that you use praise

frequently and that you be quite specific about what you feel is good in

the person's work.

For example, you would not want to say such things,as, ''You did
a good job today," or "I like the way you talked to Mrs. Jomes."
Rather you would want to come up with more specific statements
such as, "I am very pleased that you were ahle to help Mrs. Jomnes
ugse the recreation center, because I know she was quite hesitant
to do so" or "I am quite happy with the way in which you have
been following up with your clients. I notice on your report
today that you contacted Mr. Smith, Mrs. Long, and Mrs. Harrison

and made sure that they all received their first 01d Age Assis-
tance checks."

In addition to wanting to make your praise specific and frequent, you also
want, of course, to base it on fact. 1In other words, you would only want
to tell someone that what he has done is good if you actually feel that it
is.

An effective way of discussing a job problem is to ask the worker to
judge his own performance. You could say something like "And how do you
think you can improve? How can I help &ou to do a better job?" By using

this technique, you avoid attacking the person and you emphasize your

willingness to be of help.




In discussing the problem, you and the worker need to talk about
specifics. If he is having trouble doing adequate follow-up, talk about
some of his recent cases as examples. See if the two of you can decide
on wvhat he needs to do to obtailn better results.

You should always discuss a problem in a private place so that the
worker is not embarrassed in front of others. And, of course, you will

not talk with other workers about the comments you have made.

Elements of Supervision

One of the first things that you, as a supervisor, want to communicate
with your supervisees is the results you expect them to achieve.

For example, if you expect the outreach workers to refer at

least one out of ten people they visit tc a community resource,

specify this to them. If they have a difference of opinion

about the goals you set, you can discuss it with them.

Along with this, you should emphasize results more than activity.
In other words, if one of your outreach workers ié dealing with a womaﬁ
who is in need of new clothing, you would want to emphasize not the fact
that the outreach worker ‘should visit her agéin, but rather that he should
do those activities which‘wﬁuld result in"ﬁér getfing heﬁ.qlothing. With
the inexperienced outreach wdrker you will, éfléoﬁfée;;have to tell him
what activities he can do to achieve this result. 'Théikmphééis.should be
on results rather than time spent in activities. o |

Just as important as setting goals is to follow-up on éﬁdgé goals.
In othér words, if YOu‘have told ydur wetkefsvthét:théyiéhould fefét one
out of ten people they interview, then you will wéﬁf to.check; étobéﬁly
on a weekly basis, héﬁ many référréls'they gxeﬁﬁékihg.':if;tﬂéré,ié ﬁ

18
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great variance from the goal of one out of ten, you will want to discuss
this, so that you can decide with them how they can improve. Alsoc, you
want to let them know that you do consistently follow-up.

One way of helping your outreach workers to arrange their day is
to ask them to arrive at 8:30 a.m. to discuss their previous day'’s
results and to pick up their assignment sheets, which you will have
prepared in advance. Then they can be canvassing from 9:30 to 12:30.
You will also need blocks of time to deal with particular issues
which arise, and to continue training. You will probsbly want to
set up a weekly group meeting. Imnitially, you will want to allow

time to meet with each worker individually, perhaps once a week.

Supervisor's Job Duties

Wﬁen you begin your job as an outreach supervisor it will be
worth your while to list the duties which seem to be iﬁvolved in the
job. .

Fo; example, tﬁe list would probably include such fhings as:

1. Making individual assignments for workers to do door-to-
door canvassing. :

2. Reviewing the worker's activities and discussing them
with him. ’ '

3. Preparing repcrts.

4. Meeting with others on the administrative level of the
organization.

5. Explaining the outreach service to other people in the
community. ' :

After you have listed‘aly these dutigs as well as you can, try to ramk
them in order of priority.

Fbr.eg;mple,jdo you feel that making the assignments or

following up on the *s more important? Or is it more

important to talk t¢ others about your outreach service
than it is to keep records?

19
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Aftsr you have ordered these in terms of priority, try to give some .
idea of what would be a reasonable amount of time to spend in the
activities. Of courée, as you progress in your job the nature of some
of the duties will change and your priority list might be altered. But
the important thing to remember is that you should rationally make a
decision, perhaps with your immediate supervisor, about what you feel
your duties are, what p:iorities you set on various job duties, and
what amount of time you think will ba involved in the various tasks.
Periodically, (perhaps every six weeks), i: is a good idea to review
your duties, priorities, and time allotments to see how closely you
are coming to following what you originally set ué. If it differs
greatly, you will want to reconcilg‘those‘differences.

In carrying out the duties that are involved in your job, one of
the most important things you cam do is to prepare in advance. When
making block sssignments to individuals for canvassing, you will want
to have decided cm specific assignments befqre talking to the workers.
This will save them:time and will help to have your approach more

organized.




Chapter 3.- Canvassing

How to Select the Outreach Service Area

There are 12 steps which you will need to follow to use your census
tract data in deciding upon your outreach area. In order to reduce the
time involved in selecting the outreach areca, the first two steps.result
in eliminating from consideration approximately one~half of the census
tracts in your city. This is done by considering only those census tracts
where the median* age is above the median age for the total city. (It would
be handy if you could use the median to decide on which census tracts have
the greatest number of older people, but unfortunately this would steer you
in the wrong direction. erquently census tracts are homogeneous, that is,
many people of the same age tend to live together in an area. Therefore,
if the median age for a tract is 50 it could be that everybody in the area
is about 50 and very few are over 65. |

Even though half oF.tﬁe.tracts have been eliminated if you are dealing
with a large city it will probably seem that you mave a monumental task ahead
of you. Attualiy;vif yeu'feliow the steps listed verﬁ carefully and allow
yourself pléﬁty of'uninterrﬁﬁted time you won't have any problem. You will
probably be able to deal with about ten tracts an hour. Therefore, if you
are dealing with.a small city such as Mini~City (see Appendix ¢), which has
23 tracts, you will want to allow yourself appzoximately 2} hours to com-
plete the steps which are listed in the aext few pages. If your city is
considerably larger such as Maxi-City (see Appendix D), which has 188 tracts,
you will want to allow yourself more time. In the case of Maxi-City, you

would need approximately 19 hours, or 2% days.

*The median is a statistical term indicating the middle value in.a distri-
bution. In this case it indicates the middle age, that is, one-half of the
people would be older and one-half younger t:on this age.

..-!
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The firet etep in deweloping the outreach service is to decide which
ares of the cormumity will recei-re the services. To do this it is necessary
te know whcre many of the elderl- live. Sometimes there are available in
communitiss directories ov other kinds of survey information that give
people's namss, ages, and addresses. This information is not the best to
wse in doing ocutreach because the directory quickly becomes outdated. Also,
the outreach service wants not only to reach the older person, but rzlatives
of older people and concesrned friends. Frequently the older poor person,
particularly the one who moves around a lot, would not be included in this
type of directory. Therefore, vhat is needed is general information about
vhere the older poor pecple in the community tend to live.

The best {ufommation of this type is census tract data. This data
gives iaformation sbout different aress in the community, including the age
and incoms lsvel (of people by tract). Census tract data haj been compiled
for sany sstropolitan areas of 50,000 or more. To see if your area has been
tracted see Appendix A. If the data has been compiied, go right on to the

ssxt section, “Whgt to do If You gre Uging Cengus Tract Data." If census
tract data is not svailable skip the next section and go on to section

st £0 90 If You gre Mot Using Census Tract Data.”

1f You gre Using Cepsus Tract Data
1f your commmity has been tractod, you will be able to obtain or

borvew & copy of tho csnsus tract data from the Department of Commerce.
For the regional office nearest you, sea Appendix B.
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Before you begin using the data you will need a copy of the census
tract map which you can mark on. If you have been given your census tract
data, you can use that one. 1f you have borrowed it you will want to havé
a copy made (perhaps more than one) which you can mark on. In addition,
you will need filing cards -- one for each tract which you will be considering.
It is also helpful to have an adding machine or preferably a calculator.
These are not essential pieccs of equipment but would be especially helpful
if you are dealing with a large city. Perhaps you can borrow or rent this
equipment, if it is not readily available from the local university, health,

and welfare council, etc.

1. In the census data for your city, turn to Table P-2, Age, Color,
and Marital Status of the Population, by Sex, by Census Tracts.
In the second row of numbers down the left hand side of the page
in Table P-2 you will find a figure which says median age. (See
the area indicated by "a" on the sample on the following page.)
In the first column after this there will be a median age for the
total male population and for the total female population. Write
these figures down.

2. As you «will note by the numbers indicated by "b'" in the sample
toble, a median age is given for the male and female population
for each tract. Go through the census tracts for your city one
by one and make a file card for each tract (put the number of
the tract in the right hand corner) where either of the median
ages is higher than the total population median ages which you
wrote down in step 1.

For example, if the median age for the total is 35.7 for
males and 32.%4 for females and tract 0004 has listed 31.8
for males and 32.7 for females you would list tract 0004
since 32.7 is higher than 32.4.

Because you have selected for consideration only those tracts
‘where the median age is higher than the total median age, you
will not have file cards made out for slightly more than half
the census tracts in your area. '

3. For each of the tracts for which you have just made cards, you will
want to add up the number of people who are 65 or older. Looking
at the same sample of Table P-2 you can see that the number of people
in each tract is categorized into age groups spanning five years.
To find the number of people ‘older than 65 you will want to take in
the following categories: 65-60, 7gi£f, 75-79, 80-84, 85 and older.

18
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18 Census Tracts
Table P-2.—AGE, COLOR, AND MARITAL STATUS OF THE POPULATION, BY SEX, BY CENSUS TRACTS
{Medinn not ehown where base ie less than 80}
COUNTY M ey
‘ .
SUBJECY TOTAL MmNy ¢ITY BALANCE (UNTRACTED) TRACTY TRACT TRACT
ool 0002 0003
naLe FEMALE MALE FEMALE MALE FENALE MALE FEMALE MALE FEMALE MALE FEMALE
AGE
TOTALe ¢ o ¢ 6 ¢ 0 o 0 0 0 o 76 608 o8 o76]l 27 Ses 31 a9 238 s2 098 Gu Wl | 1 -oo't 1 364 1 15-!
UNDER 1 YEAR ¢ ¢ s ¢ ¢ 0 0 ¢ o ¢ o 1873 1 546 s1 1 022 1 063 TR —
1 YEAR o s o o 0 006000001, 1 623 1 on8 507 1116 1173 33 30 10 7 14 21
2 YEARSe + ¢ o 0o 6 s 0601 0000 1 Sse 1 548 ey 1 102 1 063 30 17 [] 10 17 18
3YEARSe o« « o o 6 6 600 00 es 1 578 1 482 493 1 08s; 1 088 26 23 10 7 17 14
G YEARSe ¢ s o ¢ 6 6 6 s o0 000 1 634 1 asg s24 1 110 1 038 23 33 1s [ 14 1
S YEARSe s o o o 6 6 600000 1873 1 382 58S 1 ose 943 2s 26 16 8 16 18
6 YEARSe o o 0 o o s 06 00 06 01 ¢ 1 480 137 424 1 028 983 24 27 11 10 7 11
T VEARSe o o ¢ ¢ 6 s 0 00 0 00 1 482 1 888 489 993 1 014 36 34 11 11 18 15
8 YEARS. ¢ o 0 o o o 06 s 0 06 1 4 1 a3 1333 428 2 008 91la 27 21 12 7 18 22
9 YEARS. o o ¢ ¢ 6 06 00 0 000 o 1321 1 246 399 922 86y 22 23 13 4 18 16
e e e e e e a0 1372 1 289 qss 914 887 27 23 13 12 23 14
RS . 1336 1332 aus 888 898 23 22 22 12 15 27
R . 1 466 1 348 490 976 9:S 29 22 17 18 18 12
P . 1 436 1 da7 437 999 9L 22 19 18 20 19 23
. . 1133 L 098 309 764 733 17 18 11 18 21 11
. e 1119 1 128 372 787 88 21 24 12 25 12 20
N R 1 109 1037 368 744/ 498 20 18 17 13 26 15
e e e o0 0 e e e 1107 1 093 364 743 719 12 19 18 19 24 23
RS 764 84y 270 a9q s16 7 12 [} 11 4 13
R 628 749 2a7 381 a8y 6 9 8 6 14 14
e o 00 0000000 633 726 P11} 379 480 3, 7 11 9 13 13
21 YEARS AND OVERe o o o o o o s o 9 607 87 s22 18 868 23 ues 30 730 3 027 828 638 898 1134 1 017 1 823
TOTALe o o o6 0 s 000 u o] 76808 on 27 see| 31978 a9 238] 42 oss 1% 1 7en
v e e e . TemHl 7 2 439 2 s S 438 S 390 9 78
PO . 7 220 6 2 188 2 138 s 03s| s 688 69 78
P . 6 743 6 2 202 2 068 4 S8y 4 381 94 87
. . a4 r27 q 1 618 1 679 3 109 3 172 92 8s
. . 3 #27 3 1 2¢7 1 478 2 130 2 s21 60 71
. e e o s 3 909 [ 1 318 1 498 2 891 2 714 6S 72
30 TO 36 YEARS ¢ o o o o o 0 ¢ o o a4 629 s 1 510 1 791 3 119, 3 466 s6 83 .
35 T0O 39 YEARS « o 0 o 0 0 0 0 s o s 182 s 1 690 2 003 3 492 3 840 75 73
80 TO G4 YEARS o o o o o o 0 0 o o 4 978 s 1 608 2 o83 3 367 3 636 [ 131
45 TO 49 YEARS v o ¢ o o o 0 ¢ o , 4 892 L 1 681 2 180 > 23 3 a>7 e 136
TO S8 YEARS ¢ o ¢ o 0 0 0 0 0 4 4 678 s 1 702 2 123 2 773 3 101 1. 149
88 TO SO YEARS ¢ o o ¢ o o o 0 o o 4 $30 3 1 851 2 243 2 479 2 783 113 168
AR R 4 109 s 1 80S 2 408 2303 2627 112 173
v e e s e e 2 908 q 1 788 2 323 2 124 2 Je6 99 187
veoe e 3 187 3 1 818 1 863 1 669 1 810 a8 112
e 000 1 727 2 808 1 068 919, 1113 46 7
e o000 [T 1 378 s13 7y 628 13 3%
——ﬁ 198 298 249 438 -
—0T3 38.6 82,5 2.9 3446
WMITEe o o o o s et oo, 63 310] ¢ 17 362§ 20 aa? 8% ous| 48 S96
UNDER S YEARSs o o o0 o o o o o o 6 215 6 1 227 1 093 4 987 8 909
STO O YEAPS o 4 o 0 6 0 0 0 0 0 o s 763 5 1 102 1 081 & 661 4 324
‘10 TO 18 YEARS ¢ o ¢ o o v o 0 o o S 871 s 1 270 1189 4 201 4 058
15 TO 19 YEURS ¢ o o o 0 0 0 o o 3 830 3 967 1 000 2 863 2 912
20 TO 24 YEARS o o ¢ ¢ 0 0 6 o s o 2 661 3 718 781 1 ag? 2 333
25 T0 29 YEARS ¢ o o o 0 0 6 s o o 3 107 3 759 786 2 a28 2 529
30 TO 34 YEARS o o o o o 0 0 0 o o 3 759 4 83s 962 2 928 3 241
35 TO 39 YEARS ¢ o s ¢ o 0 0 0 o o a4 283 q 976 1183 3 307 3 637
80 TO GU YEARS ¢ o o o o o 0 o o o a4 230 a 1 026 1 328 3 204 3 382
45 TO 4% YEARS ¢ o ¢ o o 0 o o o o . 182 q 1110 1391 3 071 3 283
SO TO S YEARS « o s o o 0 0 0 ¢ o 3 790 [3 1 164 1 480 2 626 2 928
SS Y0 SO YEARS ¢ o o v o o o ¢ s o 3 811 [ 1 298 1 606 2 817 2 s89
60 TO 64 YEARS 4 o o o . 3 812 4 1 266 1818 2 186 2 483
6S T0 69 YEARS . . 3 330 [ 1 338 L 86a 1 998 2 230
70 T0 78 YEARS o . 2 794 3 1 228 1 847 1 867 1 697
7S YEARS AND OVER. 4 o o o o 0 o o 2 593 3 1 089 1818 1 S04 2 038
MEDIAN ASE ¢ ¢ 5 s 1 ¢ 0 0 0 0 0 o 38,9 38.8 [T 4.3 33.2 38,0
WHITE o ¢ o o o 06 6 6 0 0 o 13 avs 18 %0 208 11 891 3 290 3 so2
UNDER S YEARSe o o o o o o ¢ 5 o o 1 60 1 1212 3 222 483 a8y
S TO 9 YEARS ¢ » o o 0 o 0 0 0 0 o 1 4s? 1 1 083 1 087 374 364
10 TO 18 YEARS « o ¢ o 0 0 06 0 o & 1272 1 932 906 340 323
15 TO 190 YEARS o o s o 0 o 0 0 o o 897 651 679 246 260
20 TO 26 YEARS o o o o o 0o o 0 o o 766 583 733 183 188
25 TO 29 YEARS o o o o o o o 0 o o 722 s89 709 163 188
30 TO S8 YEARS ¢ o o ¢ 0 0 © o o o 870 1 678 829 198 22%
35 TO 39 YEARS , ¢ o o o o 1 0 0 o 899 1 718 820 188 203
80 TO 44 YEARS o o 0 o o o o . 748 582 718 163 194 ves’
45 TO 49 YEARS o . 711 581 749 160 184 .o 1
50 TO S4 YEARS . . N 683 s38 673 147 176 .os 1
$3 T0 59 YCARE o "0 00 00 00 719 557 37 162 164 X} ose
60 70 6K YEARS ¢ o ¢ o o 0 0 0 0 o 897 $39 Son 158 148 oot e ven
65 TO 69 YEARS ¢ ¢ o ¢ o o 0 s o o s78 849 459 120 186 v ) o “ee
TG TO 74 YEARS o o o 6 o 0 0 0 ¢ o 392 290 34 102 113 coe vee ave "ee
75 YEARS AND OVERe + ¢ ¢ o 0 ¢ o o a4 289 388 138 142 ese oo oss se “ee
MEDIAN m:\. s e s 00 e0e s ene 29.8 31.8 3046 3247 26.7 28.6 s ves oes ™ "ee
MARITAL STATUS
TOTAL: 18 YEARS AND OVER . o . 56 100] o4 193 21 109} 23 821 3% 991 38 372 611 7358 [1ad 1 2%, 2 163 1832
. 12 836 11 852{| *5 s00 s 223 7 33%| 682 126 138 208 23 228 204
. 38 847 39 13 276 13 988 28 571 2s 891 4ss 488 703 719 820 838
. 1 So8 2 1 048 1 883 ssq 778 s 27 8 24 38 s3
. 3 327 10 1 781 s 672 1 876 s 203 21 92 s6 268 66 338
DIVORCED ¢ ¢ ¢ s 0 ¢ o 0 0 06 0 0 o 1 090 1 s82 938 508 849 & 23 13 36 32 «2
NONWHITE: 18 YEZARS AND OVER. o 9 303 10 T 116 s 457 2 187 2 393 1 1 7 2 2
SINGLE ¢ 0 0 6 # ¢ ¢ = 6 0 00 o & 2 687 2 2 091 1 792 596 a79 ) ooe ) eee oo
MARRIEOs o o o o o ¢ o 0 0 8 0 s o s 707 6 278 . 777 1829 1 489 ™ ™ 2 ose .
. SEPARATEDe » o o v o o o o 0 o o 762 1 626 1 032 136 $80 ors oes oo 2 "es
WIOOVED: ¢ v o o o © ¢ o 6 0 0 o o 711 2 79 1 628 132 386 “er oer 2 ver 1
DIVORCED o o o o o o o o ¢ o s o o 198 168 260 30 39 ves ore 1 .ee 1
Q 24 19a
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(See the area indicated by "c" on the sample table.) On the
individual file card for each tract, add up (either by hand,
adding machine, or calculator) the number of people both male
and female, who are over 65 in that particular tract. At this
point your file cards will resemble this one:

0002

130
134
128
177
98
111
72
77
45
59
13
31
11
17
1103

You will notice that the first set of numbers under each tract
liste the total male and total female population for that tract.
(See the area indicated by "d" on the sample.) For each tract you
are considering add up the number of males and females to arrive
at a total population figure for that tract. Record these num—
bers in the middle of each file card.

On each of the file cards you now have listed the number of
people 65 or older .in that census tract and the total number of
people in the tract. To obtain the percentage of older people
divide the total population into the number of older people.
Your cards will look like this one:

0002
130 1159 | 43.1 or 43.1%
134 1400 2259) 1103.000
128 2559 1023 6
177 79 40

98 76 77
111 2 630
72 : 2 559
77 A 71
45 |
59
13
31
11 _—
1103 20 '
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6. Order each one of the file cards according to percentage with
the highest percentage being first and so ou down until the
tract with the lowest percentage of older people is last.

7. Divide the totial number of cards into four equal groups and
label the first quarter of the cards (those with the highest
percentage) "1", the second quarter '"2'", the third quarter i
and the fourth quarter "4".

8. In the census data for your community, turn to Table P-1:
General Characteristics of the Population. A sample table
appears on the following page. At the bottom on Table P-1
is listed a figure cailed '"Median Income: Family and Unre-
lated Individuals.'" (See area indicated by "a" on sample.)

For each of the tracts you are considering write on that card
the median incocme figure for the family and unrelated individual
category.

9. According to income, order the cards, with the lowest income
coming first and so on until the tract with the highest median
income is last. )

10. Divide the cards into four equal groups, labelling the first
quarter (the lowest income cards) "l", the second quarter nar,
the third quarter "3", and the fourth quarter "4". Your cards
will now resemble this one:

0002 °
130 1159 N 43.1 or 43.1%Z $6067
134 1400 2559 ) 1103.000
128 1559 1023 6
177 79 40

98 76 77
111 2 630 1,4
72 , : : 2 559

77 71

45

59

13

31

11
17
1103

The "1" refers to the fact that tract 0002 is in the first quarter
in terms of its percentage of older people. The "4'" indicates
that it is in the fourth quarter in terms of income.
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14 Census Tracts

Table P~1.~GENERAL CHARACTERISTICS OF THE POPULATION, BY CENSUS TRACTS
{Asterisk (*) @ statistics basod on 25-pricent ample. Dopulation per househok! not hown where leas than 50 persons in househiolds, Median not shown where hase i leas than 200!

COUNTY MINt a1ty
SUBUECT ATLAN= | BALANCE
TOTAL TIC (UN= TRACT TRACT TRACT TRACT TRACT  TRACT TRACT  TRACT TRACT- TRACT
CITY |TRACTED) 0001 og02 0003 0008 0003 0006 0007 0008 0ocoe 0010
RACE AND COUNTRY OF ORIGIN
TOTAL PUPULATION « ¢ ¢ 1 o ¢ ¢ « o 180 880 39 244} 101 334 2 06} 2 she 3 128 2 881 2 83 3631 2611 271
ITEe ¢ ¢ ¢ ¢ ¢ 00 0 e o of 132 3931 37 sao| o8 Sax 2. 059 2 ssi 3 128 2 83 2 s2s 3 609 2 ssp 258
NEGROe © o o o o o o o o 28 225)| 23 s32 6 693 2 [ ] 3 [+] .o 19 12 2 469
OTHER RACESe o o o o ¢ 0 ¢ 06 0 0 9 0 o 262 163 99 eee .ee 1 s -] 6 49 7
BORN TN PUERTO RICO® ¢ o ¢ o5 ¢ o o o 702 7] . e27 see cee ree e ere .o
PUERTO RICAN PARENTAGE®e o ¢ o o ¢ o o 220 58 162 aee oo cee .ve .o e
TOTAL FOREIGN STOCK® o ¢ o » o o of U3 698 16 s18] 27 i1a0 s23 1 889 s 433 783 1 e8s
FOREIGN BORN ¢ ¢ ¢ o ¢ ¢ ¢ o o s] 13 708 6 678 7 123 138 502 s1e 249 821
MATIVEs FOR. OR MIXED PARENTAGE.| 29 900 9 sall 20 099 38s °87 916 494 867
UNITED KINGDOM ¢ ¢ + o o 3 ¢ ¢ o 6 o o 5 204 3 882 3 322 108 * 107 68 220
IRELAND (EIRE) o ¢ o ¢ e ¢ 0 0 ¢ 0 o o 2 786 1 304 1 882 o3 81 i66 10t
NORWAY ¢ ¢ o s ¢ ¢ ¢ 0 00 c0eo0qsece 367 97 270 cen .o eoe .ee s
SWEDEN ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢+ 6 0 66 6 ¢ 0 ¢ 297 52 265 oo o ees ree
GERMANYs o o ¢ ¢ ¢ ¢ ¢ s 0 006 00 d e 4 437 1 038 3 a9 89 18 3 104
POLAND ¢ ¢ ¢ ¢ ¢ o ¢ ¢ 60 066060 2 193 697 1 496 S 36 12 16 89
CZECHOSLOVAKIA ¢ ¢ ¢ ¢ o o o o o o 438 76 382 o eoe eve 10
AUSTRZAe ¢ ¢ ¢ o 0o ¢ ¢ o o o N 1 529 64y 888 22 117 29 26 43
HUNGARYe ¢ ¢ ¢ o o o . . 1 036 353 683 a s3 18 ver 22
UeSeSeRe ¢« o o . 7 078 8 266 2 nos 21 600 6S 677
ITALY. o o o o 11954 3 108 8 850 119 217 98s 313 3s
CANAOA . .. e o of -1 067 329 738 48 13 sS4 7 26
MEX1CO . LR I S50 21 29 oo cee “-e e ove
ALL OTHER ANO NOT REPORTED ¢ ¢ o ¢ o o 5 2083 2 osp 2628 ¢ ap 23s 188 L1} 358
HOUSEMOLD RELATIONSHI®
POPULATION IN HOUSEHOLDS « » ¢ o o « o| 257 757(| 87 723 100 034 2 061 -2 859 3111 2 606 2800 313121 213 3839 2373 2 %S
HEAD OF HOUSEMOLDe o ¢ o o ¢ o « o« of st 103/l 21 021 31 172 378 976 1 288 1 248 8an 970 745 1 809 1 186 1 ¢s2
HEAD OF PRIMARY FAMILY ¢ ¢ o o o of B Sa8 18 686| 26 sss S22 787 938 802 T80 797 sat ey 566 533
PRIMARY INDIVIDUAL o ¢ o o o o o of 10 649 6 338 8 318 S6 189 311 108 173 204 as 590 517
WIFE OF HEAD © ¢ ¢ ¢ 6 0 0 6 ¢ 0 6o 3 793 11 132 23 es1 ise 59 729 39 [21) 619 e e 380 360
CHMILD UNDER 18 OF MEAD « o « » o o o] &8 001} 13 3o4| 31 ¢07 823 821 961 323 763 832 B ) i 220 "0
OTHER RELATIVE OF NEAD ¢ o ¢ o o o of 21 853 9 567 12 ome 191 4359 523 323 510 613 S b w2 429
NONRELATIVE OF HEADe o o ¢ o o o o o 4 117 2 609 1 508 21 b1 s3 53 63 87 1. e A 274
POPULATION IN GRCAUP QUARTERS . o , , o & 2r 1 821 1 302 .o eee 17 275 33 as a7 iy 238 186
INMATE OF INSTITUTIONe o o o - 1. 339 483 876 .o con 4 116 8 11 2 28 vee
OTHERe ¢ o o ¢ ¢ o o o e ¢ s 0 v 1 T68 1 338 426 ' ses 13 159 28 36 r 103 210 186
POPULATION PER MOUSENOLD « ¢ o o o o o 3.02 278 3.21 3.57 2.62 250 2.09 3.32 3.22 2.87 1.90 2.08 2,42
MARRIED COUPLES® ¢ o ¢ o o o o ¢ o o o] 36 107| 11 573 24 s3a aas 707 809 6499 636 676 399 717 aas 404
WITH OWN HOUSEMOLD ¢ « ¢ ¢ ¢ o o o o] 3% 106]] 11 128 23 981 44S 680 T70 637 605 639 387 700 824 a3
WITH OWN CMILDREN UNDER €e o ¢ o o o 10 112 2 616 496, 170 8s 119 49 159 203 116 90 63 72
WITH OWN CHILDREN UNDER 18 « o o .« o 16 313 % 7691 13 sqa 312 193 290 133 336 361 196 162 103 136
WITH HUSBAND UNDER 45¢ o o o o ¢ o of 1% 722 8 213 11 509, 259 141 238 86 293 303 158 170 5 148
WITH OWN CMILDREN UNDER 18 o ¢ o o i 928 3 238 9 683 231 9s 167 261 263 133 93 50 100
UNASLATED INDIVIDUALS® ¢ o o ¢ o ¢ » of 16 133|| 10 300 S 8s3 61 172 320 si9 1e9 288 388 1349 1012 ! 018
PERSGNS UNDER 18 YEARS OLD®s o o o o o] 8% ss?]l 15 328] 38 133 a78 838 629 434 839 893 S19 341 299 574
LIVING WITH BOTH PARENTS®: ¢ ¢ o o o 80 870/l 10 g02| 30 ues ™2 3ss sag 197 691 736 493 247 207 310
O3CHOOL ENROLLMENT
TOTAL ENROLLEDs S TG 38 YEARS 0LD.] 37 63| 10 227| 22 woe 591 3ss s1s 331 637 624 127 223 298
KINDERGARTEN ¢ ¢ ¢ ¢ ¢« o 0 ¢ o o o i 361 629 1 732 29 21 1L .o a1 32 8 27 10
AR EEEEE i 169 557 1612 23 12 ere eoe 37 20 eon 27 10
ZLEMENTARY (1 TO 8 YEARS 2% 276 7 061 18 218 07 233 284 230 402 44 78 118 187
PUB| ® v o0 0000000 16 281 S 672[ 12 s79 287 203 158 130 283 205 4 79 187
MIGH SCHOOL (1 TO 8 YEARS) o ¢ o o o o T 837 2 407 S 130 158 102 206 101 190 127 32 75 96
PUBLIC ¢ ¢ ¢ ¢ ¢ ¢ ¢ s 00 e vese e ¢ 633 2 050 8 384 us 95 176 80 128 127 23 39 96
COLLEGE. ¢ ¢ ¢ ¢ ¢ ¢ 0o 6 0 6 ¢ 060 s 862 130 332 .o 29 1 cee & 21 9 [ s
SYEARS OF SCHOOL COMPLETED
PERSONS 25 YEARS OLD AND OVER, . .| 100 7ss]] 3¢ 9311 60 827 1 080 1 967 2 329 2 328 1 789 2 003 18520 31117 2172 1 978
NO SCHOOL YEARS COMPLETEDe o ¢ ¢ o o » 3 188 1 782 1 303 L 83 77 238 30 99 253 a7 70
ELEMENTARY: 1 TO 8 YEARSe ¢ ¢ ¢ o o o % 479 2 743 2 736 3% 61 76 153 187 187 105 100 59 177
S TO 7 YEARSe o ¢ ¢ o o of 16 832 7 536 9 296 132 268 320 293 188 566 33s 580 397 509
B YEARS ¢ o o o o 0 o o of 20 034 8 339] 11 68 279 817 436 39 433 478 254 s88 618 353
MIGH SCHOOLS 1 TO 3 YEARS: ¢ « o ¢ o of 21 682 8 p23t 12 as9 281 e 240 384 404 319 291 629 380 444
B YEARS o o o o 0 ¢ o0 of 23706 7 887 15 839 297 523 652 413 u7s 309 364 708 423 292
coLLYGE: LTO S YEARSe ¢ ¢ ¢ ¢ o o 1 671 1 788 3 88> 38 132 19> 138 S1 36 70 137 147 122
8 YEARS OR MORE ¢ o ¢ ¢ o 4h 2 . 1103 3 106 17 137 as 136 46 12 19 128 101 u
MEDIAN SCHOOL YEARS COMPLETES, - . o . 97 9.0 102 10.0 10.3 10.8 849 9.6 8.3 8.9 9e2 8.9 8.
ARESIOENCE IN 958
PERSONS S YEARS OLD AND OVER: 1960| 1a:3 301]| sa 70| e0 s11 1 800, 2 %67 29 2 789 2616 2903 205 3S53 2S48 2 "39
SAME HOUSE AS 34 1960e o o'¢ o « o « o| 8) 88sl 28 978] s1 e07 1109 1 877 1 570 1 236 1768 1989 1322 1863 1361 1 481
OIFFERENT HOUSE IN UsSes o e o of &) 34811 23 830 36 ses 626 976 1 326 L a18 786 831 608 1 aes 34 752
CENTRAL CITY OF THIS SMSA. e o of 22 727| 16 959 s 768 as8 810 86s 730 560 704 a72 924 603 554
OTHER PART OF THIS SMSA» o v o of 13 894 1 423| 17 a7) 72 228 193 18 5 13 soe 110 3s 17
OUTSIDE THIS S4SAe o« o o o e o of 13827 S 868| 13 389 9% 338 267 537 17 66 136 454 333 181
NORTH AND FEST & « o o o e oo 13836 8 103( 11 733 6s 32, 215 892 152 66 69 376 307 111
SOUTHe ¢ ¢ ¢ o ¢ ¢ » o o oo e 299 1 363 1 626 3 17 52 4s ° .ee 67 78 26 70
ABROAD ¢ ¢ ¢ ¢ ¢ ¢ 0 0 0 ¢ @ .o 1 168 353 813 23 L] N 84 eer 83 k4 17 19 eve
MOVEDs RESIDENGE IN 1955 NOT REPORTED. 2 800 1 609 1191 32 9 45 91 2 80 L] 188 197 136
SFAMILY INCOME (N 1939
ALL FAMILIES ¢ 5 ¢ ¢ 20 o o o ol 4l 828 18 735{ 27 o070 s21 833 964 822 768 772 s31 1.1 ] sn2 827
. $10000 ¢ ¢ ¢ ¢ 0000 acqo0e 2 218 998 1 217 ) 3s 31 [ 3 s1 3 a9 30 70
$16000 TO 211999 ¢ » ¢ ¢ ¢ ¢ o 0 ¢ ¢ o 3 136 1 652 1 384 30 s3 82 96 s3 82 65 92 ss 11
821000 TO 820799 o ¢ ¢ ¢ ¢ 6.0 o 4 284 2 298 1 9a9| 3 69 [ 99 92 113 87 108 a9 100
.$3:000 TO $3.999 ¢ o o 4 o . 4 839 2 198 2 s6l 97 Se 138 123 83 100 97 99 108 136
344000 TO 841999 o o o o S S04 2 168 3 338 72 o4 123 86 136 182 70 181 4s 43
$5.000 TO $5.999 o o .. 5 184 1432 3 789 s7 62 149 36 104 72 68 49 61 [}
$6:000 TO $6.999 Y 4 398 1 08s 3 310 40 82 108 &9 64 87 s3 S5 6 6
$70000 TO £7.999 .o 3 304 26s 2 439 42 70 78 64 43 63 3 38 S0 .oe
88,000 TN 38,999 .o 2 su8 ‘599, 1 8a9|, s1 3a 50 a7 7 11 1s 3 57 res
$91000' TO $9,999 .o y 399 489 1 150 20 33 3 22 46 14 9 .2 4 vee
810,000 Y0 $18:999 e o . 3380 e8] 2 e52 1s 108 [ 1] [T k] 30 23 75 20 “er
815,000 TO $28.999 of -1 073 198) - ars|- .a 72 16 .33 e ree ese 17 ™ ver
D 845 128 317 eoe 61 10 23 .8 P ase ese vee aer
45 176|] €8 108] 33 750| se ¢18 35 810 S8 140 35 260 S84 220 3 831 N 309 33 267 $2 §2%
$8 093[| $2 778 sS 180 s 2% $8 625 83 130 33 769 $3 355 82 832 $2 204 $2 200 $1 696

ERIC

Aruitoxt provided by Eic:



and the income quite low. The cards in this category will be
your primary target area. On your census tract map put a "1" in
each census tract which is a primary target area. -

12. Separate all cards which are labelled "1,2", that is, they fall in
the first quarter in terms of older people and the second quarter
in terms of income. Label these census tracts "2" on your map.

Do the same for cards marked "2,1", labelling those census tracts
n"3"  Label cards "1,3" tracts "4", cards "2,2" tracts "5", and
cards "3,1" tracts "6". See Appendices C and D for how this is done
for two cities, one small and one large.

After you have labelled your census tracts you will probébly'see a
tern developing. Census tracts with a high number of older people and
ow income tend to be together in one or more areas of the city.

For example, in Maxi-City (Appendix D) you will note that all

the "1's" are located generally in the centzr of the city.

Sometimes the pattern will not be as clear as this, and you -

will have to take a good look at where most of the "1's", "2's",

and "3's" fall in order to get a picture of one or more areas of

concentration.
may be that there are census tracts in the primary target area which you
e not labelled. Refer to your data and chkeck to make sure that your cal-
ations are right; also check to see whether this area has a fairly high
centage of older people. It would be reasonatle to include it if the
ire census tract, or even part of the tract, has a reasonébly high per-
tage of older people.

Draw a line, as’ close to a circle as you can, around the area which
s to be the primary target area for the outreach service. It may be
it this area will be in the downtown section of your city. And it could
|1 be; as it is ih'MaxI-City,"that this is an area. of fairly low density,
3, few‘peoble in é”lafge area. After‘deciding on the area, you should
ve through it to find what it is like and what kind of housing is pre-
pinant.,
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When dealing with a smaller city you might need to be more
flexible in the way you set up the primary outreach area.

For example, in Mini-City (Appendix C) census tract 7, which

is unlabelled, comes between tracts 8 and 9, which are "'s",

and census tract 4, which is a "4" area. In this case, in

tract 7 the percentage of older people is 16.9. While 16.9%

is not high for Mini-City, it is quite high for the total

national population (which is about 10 percent).

There are certainly enough people living in tract 7 to warrant an out-
reach effort. Also, in looking at the other data for this area, you will
note that tract 7 has a very low income level, which is another gbod reason
to include it in the primary dutreachkarea. For Mini-City, the outline

for the outreach area is nct a circlé, but a rectangle, which would then
include census tracts 9, 8, 18, 7; and 4. This thén is your primary out-
reach area.

It would be ideél to canvass the whole city'in your efforts to find
and assist older mople. Usually, this will not be possible. You will
want to concentrate, after you have finished with the primary outreach
area, on other areas which have a_high population‘of older people. Thesg‘
areas may be adjacent to the primary outreach area, as in Mini-City wherg_
tracts 2 and 3 have over 20 perqent,older people. _Or these areas may be
in a different part of the city than the primary outreach area.

For,example, in Maxi-City, there are a number of secondary areas,

such as the one including B8, D9, E5 and the area including K1,

X5, and Ké.

In dealing with these other areas you will want to follow the same principle,

that is, to decide on a general area, to make it as close to a circle pattern

as you can, and to work out from the middle of this pattern in your outreach
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activity. The reason for proceeding this way is that it allows word to

spread about your activity and people are more likely to be receptive to
¢

talking to you.

If Tou are Not Using Census Tract Data

if census tract data is not available, check with local agencies such
as the Health and Welfare Council and Public Health Department, to find out
if they have done a recent survey of the community which might give you
informaticn about where older people live.. Also, contact the Social Security
Office and/or the 01d Age Assistance Section of the county welfare department
. to ask their cconeration in dbtaining information about‘where'most of the
recipients of their serviceshlive. This would not be-a breach of confidence,
as‘you.do not wish tc kﬁé& SPecific names, but rather the areas of the
communi ty where moet clder peonle resi&e. 1f this information is not avail-
able, it will be necessary to use your own knowledge of the cormmunity and
the knowledge of others who are quite familiar with it to decide the areas
in which tc provide the outreach service.

For example, you might want to talk with'a local minister‘who is
active in community affairs, a member of a governing body of the
area, such as the mayor, or perhaps a service for older people
which now exists in the community, such as Meals on Wheels,
Visiting Nurse Association, senior centers, and housing for the
elderly.

After haning cbtained the infcrmation»about where many of the older
poor in the area live, refer to a map of the city to obtain a perspective
of.how the areas ﬁhere the older peopie live fit into the total community
pattern. Indicate on the map the ontreach serrice areas byvshading or
outiining them. “

b
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The next step is to divide the selected outreach service area into
sections. A logical way to do this is to begin with the central section
of the outreach area and to work out from the center. The reason for doing
this is that the information about the outreach service tends to spread out
from the center of the circle. People who have already heard about the
information and referral center.will usually be more receptive to the out-
reach worker. |

It may be that the older‘people in the community do not 1live in one
particular area, but in a number of separated areas in the community. If
feasible, it would then make sense to start with the area which has the
' highest concentration of older poor people and then to move on to the other
areas, with the preference given to those areas which have the highest con=-
centration of older poor people. Density of population is another factor

to consider.

For example, if there are two areas which have approximately
the same number of older poor living in them, but one area has
a higher population density (that is, more people living closer
together), it would be preferable to start with this area since
it would take less time to cover.

Making Canvassing Assignments

You need to have a city map on hand. If you have used‘census tract
data, transfer the boundaries that you have set up on your census tract
to the city map. | o |

In making the'canvassing assignments start with:the‘blocks around the
center of the area and work out from there. How fast your workers will be
able to cover the area'will depend on how many people live in the area, how

dense the population.is, how many people are interested in talking to them,

and the living situation in the area.

K}
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For example, it will usually be easier to canvass a senior

citizen high rise project than a number of individually owned

homes which are far apart.

You can roughly estimate that your outreach workers, after a bit of
initial experience,'will!be able to complete interviews with two people
a day. Therefore, ip setting up your canvassing you can estimz~e how
long it will take your workers to cover blocks or areas.

For example, in census tract 8 of Mini—city; there are 1307

people who are age 65 or over. Looking on the city map you

will see that cnesus tract 8 (see Appendix E) covers 14

blocks. There are approximately 93 older people living in

each block of the area. Using the figure of two interviews

a day, if you had five workers working in that block, it

would take them approximately ten days to canvass that en-

tire block. It would take the same five workers approximately

six months to canvass all of census tract 8. (It should be

noted here that this is an extremely high number of older

people living in a census tract and probably would not be

found in most situations.)

If you are not using census tract data, you will have to rely more
on your knowledge of the area to estimate how much of it your workers can
cover. Since the area is to be worked from the center outward, you can
gear the extent of the activity to the number of workers and the time that

you have.

For example, in Mini-City, covering tract 8 might be all that
you could expect to do in your outreach service, with five workers.

Pridr to starting the outreach service, you will want ﬁo announce to
the feéidenté by letter drop that you will be coming to their homes. While
your wgrkefs are‘doing this, you will want to have them make careful note
of the living arrangzments and building which exist in the blocks which
they plan to canvass. In an area such as census tract 8 of Mini-City,
there:ﬁight be a 1éfge library or hospital which takes(up one entire block.
You could then.eliminate thet block when you make your canvassing assign-
ments. You wiil want to make your daily assignment sheets to include one

side of a block.
©
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For example, in Mini-City one assigmment would be to cover the
north side of Michigan Avenue between Boardwalk and Pacific. At
the same time another worker would be covering the east side of
Pacific Avenue between Michigan and Ohio. Be careful that each

' assignment can be finished in two >r three days. You will want
to be slightly ahead of the workers so that if they should finish
their block early in the day, they would not have to come back to
the center for their next assigmment. TFor a suggested Canvassing
Assignment Sheet form, see Appendix F. '

Pre-canvassing activities*

1. It has been found in dﬁhér outreach programs that people who have
heard of the prdgraﬁ before are more Treceptive to talking to the
outre 'h worker. They are also ﬁorerlikely"tpAavail.themselves
of the services which the information éﬁd'rcfétral center has to
nffer. Therefore, beginning two Wééks to a month prior to the
onset of the outreach canvassing, ¥o2u will want to begin a program

of infbrming the area about the information and referral center

"and the outreach program.

One way of doing this is to contact the public media, such
aé the newspaper, radio, and television stations. A second, and
also a very effective way of informing people of the outzreach
program; is to enlist the assistance of people who come irto con-
tact with the elderiy. It is suggested that ministers whose
churches an@ synagogues are in the outreach area be contacted.
1f they are willing, they can mention the program in a service,

in the bulletin, and to particular groups of older people.

¥Acknowledgement and appreciation is given to Mr. Lester Fox of REAL

Services, South Bend, Indiana, who supplied many of the ideas discussed
in this sectiom. '
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2.

Also, 1f the area :0 be covered includes a senior citizens'
center or club, it would be wise to speak either to the mem-
bership directly or to the people on the staff. Other people
to be contacted will depend on the community and the particular

area to be covered.

The second pre-canvass task is to discuss the ocutreach function

with the Better Business Buresu and the police department. This

is done as a protection to the outreach service. Frequently
people whoms you will wish to interview will be suspicious taat
you are trying to sell them something or to obtain entrance to
their homes for illegal purposes. If you have cleared the ser-
vice with the Better Business Bureau and police department, the
outreach service can then suggest to them that they can call
these places if they wish to.

The third task to be done before the outreach service is begun

is to drop an announcement letter at esch home in the area. It

is dest if the anncuncement letter is written by a person who

is well respected and known in the community. This person might
wvell be a minister, doctor, or a person involved in providing
social services for the commmity. Probably you have someone on
your advisory board who would be willing to announce the service
by letter. It is suggested that the letter be dropped one or
two daye prior to the time that the outreach worker will be
coming to the home. Therefore, after deciding in wvhich order
the blocks will be canvassed, you will need to keep a day or

tvo ahead of the canvassing group in the letter drop. Your
Jetier might read like the sample one in Appendix G.
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Prior to beginning the outreach service, assemble with the
outreach workers their interviewing kit. The interviewing
kit, which the outreach worker will carry with him as he can-
vasses, whould include the following:

1) The interviewing schedule (see Appendix H).

2) A copy of the announcement letter which was dropped at
each home prior to the outreach worker going to inter-
view the person. This annéuncement letter should be
enclosed in plaétic or some other protective material
so that it will continue to look clean and neat. It
ié also prefefable to have on the other side of the
announcement letter a copy of a newspaper clipping
which has recently apéeared announcing the information
and referral center or the outreach service. (Ideally,
this clipping should include a photograph.)

3) A copy of the directory to be given to each person
interviewed. |

4) A lettef to be left at homes wﬁere there is no answer.
For a sample let;ef, see Appendix I. |

5) Self-addressed postcards which will be. given to those
people whovare unakle to contact the center by tele-

phone or other means (see Appendix J).
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Chapter 4: Being an Outreach Worker

The Job of Outreach Worker

The job of the outreach worker is to bring together older
people who have needs with places which can help meet those needs.

To do this job the worker must help the older person be at
ease in talking about the way his life is going. Then the worker
can decide what problems the older person needs help with.

To find help for the problem, the worker will need to know
what places in the community help others, exactly what help each
gives, and which people can receive help at each place.

After knowing about the needs of the older person and the
places which can help him, the outreach worker has io bring the
two together. He will need to know what information to give the
helping place. And he will have to help the older person feel at
ease in receiving help.

In doing his job the worker will be reading about helping
places aﬁd writing down information about people's needs on simple
forms.

The outreach worker's job will be done by going to each home
in areas of town where many older people live. The worker will find
out if an older person lives at the home where he is calling and, if
so, whether the older person has a need which is not being met. Then
the outreach worker can begin his job of aiding the older person use

the helping places which are in the community for him.

3€
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How to Interview

introduggigg: Interviewing is the way you will make corntact
with older people. Through interviews you will help them make use
of helping places in your town. Being a good interviewer ° there-

fore very important.

Dress: One of the first things to think about is the way you
will dress. The type of clothing you Qear and your general appearance
can influence how another person feels when he is with you. It is
best to look neat, of course. Also your clothes should probably not
look much different from what 1is usually worn in the area where you
will be working. A woman will probably wish to wear stockings, a.
comfortable dress; and low-heeled shoes. Some people you will want
to talk to might be ''scared off'" if they think you are a salesman.
Therefore, it is suggested that men not wear a business suit and top-
coat but rather a neat looking pair of slacks, comfortable shirt,
and coat or jacket when needed. For the same reason, it is suggested
that you not carry a brigfcase, but rather carry your materials in a

notebook or clipboard.

Beginning the Interview: Before you can actually begin an inter-

view you will have to think about the definition of an older person.

Any definition of "older," whether it be 45, 60, or 65 is artificial,
so it is therefore not necessary to be strict about it. The best way
to think about it is that anybody who feels he is old enough for the
service is old enough. It is just as important to talk to a person
who is 49 as it is to talk to a persomn who is 80. Some people,
particularly those between 45iéﬁd 65, do not wish to think of them-

gelves as older...it is important to respect their feelings.
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At the beginning of the interview, it is important to make the

older person feel comfortable with you. The first question on the

interview schedule (see Appendix H) is a general one, "How are things
going for you?" By asking it, you hope to show the clder person that
vou are interested in him. You are not taking a survey. You are
there to listen to him and to try to help. Your asking this question
in a relaxed way will help him feel at ease with you.

After you have asked the first question, and perhaps as you go .
along, there may be pauses or silences. Don't feel you have to. talk
or ask another question. Wait. Give him a chance to answer yég.

It is not important to obtain answers to all the.questions in
a very brief period of time or in a particular crder. If the inter-.
view can be finished quickly that is fine. But if it takes longer
to establish a comfortable relationship with the person so that he
feels at ease in talking to you about his problems, then it is
important to spend that time with him.

Most people like to tell things in_;hgir cwn time and in their
own way. Because of this you might find yourself "of£ the,spbject"
at times. While it is important to go at the older pepsonzg speed, .
you should draw him back to his present situation and how you might
help him.

For example, if a womar iz talking gbout an-illness she had

ten years ago, you can saiitely shift the conversation back
to the present by askir, wsbout her current. health.

38
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Being a Good Listener: Probably the most important thing in

‘talking to another person is "being a good listener." Being a good
listener means that your concern for what the person is telling you
is shown to him by your concentration on what he is saying and your
response to what he tells you. Different "good listeners' indicate
their listening in different ways. One of the usual ways is to
maintain eye contact with the person you are talking to. This means
that you "look him in the eye' during most of your conversation
with him.

Another way that good listeners indicate that they are really
hearing what the person is saying is by sympathetic remarks in
response to his statements. Frequently these remarks are such
things as "'uh huh,” "I know how you feel,” or simply a nod of the
héad. 1f you think of the people that you know who you would feel
are "good listeners' you can probably think of other kinds of things
they do which make you feel this way about them. On the other hand,
if you think of people who you feel are not very good listeners,
you will probably find that when they talk to you they are looking
out the window or some other place rather than at you. They some-
times change the subject abruptly as if they aren't really concerned
about what you are saying. And often they seem stiff and formal in
their conversatiocas with you.

Letting Him Decide: 1In ﬁsking the person questions and responding
to bhim, it is important not to lead him into a particular answer.
People who work with older persons often remark that they sezem so
happy to talk to you and so eagér to please, that they often say what

you want them to, rather than what they might actually be thinking
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or feeling.

For example, you are taiking to a woman who needs clothes.
The first thing that might come to your mind would be to
suggest that a volunteer organization purchase them for
her. If you suggest this to her she might well say it is
okay with her. However, if you had asked for her ideas
about how to solve the problem,she might have suggested
what she would feel to be a better solution, perhaps having
someone give her material or money for material so that

she could sew her own dress.

Talking About Sensitive Areas: You will find that there are
touchy areas which are difficult fo talk about. Particularly
sensitive areas are incomé and personal care. The interview
schedule puts queétions about income toward the end of the inter-
view so- that you will have an opportunity to establish a com-
fortable feeling with the person before bringing them up. It is
suggested that if the person appears reluctanc or refuses to talk
about an area, you ignore it for the time being. If 'you think it
worthwhile, attempt to return to the sensitive area later on. It
is not crucial for the person to answer all the questions on the
interview schedule, so if insisting on answering the questions would
threaten your relationship with'the person, it is better no; to puéh
him.

Being Aware of Behavior: In addition to being responsive to what

the person 1s saying to you, it is also important to consider the
person's general behavior. This would include such things as his tone
of voice, facial expression, and the way he sits and moves his body.
Sometimes this behaviof can give you helpful information about what

a person is feeling. And sometimes what he says and what he seems to

be saying may be different.
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For example, a woman might be saying to you that she has
no concern about her health. But at the same time she
might be sitting nervously on the edge of her seat,
perhaps avoiding looking you in the eye.

Or, you may notice when yov begin an interview, that while
the person says that he is most happy to talk with you,

he in fact appears quite shy and uncomfortable. He might
be doing such things as mumbling, moving about the room as
he talks, or nervously fiddling with his pipe. What he

is saying and the way he is acting are telling you two
different things.

Sometimes the kind of feeling that you're getting for a person
or situation through his behavior is something that you just want to
keep in mind because it might relate to what he does in the future.

You are talking to the man who says he's quite happy to talk
with you and yet appears quite shy and uncomfortable. He
might say that he is quite pleased about a referral to the
Social Security Office and intends to go on his own. And
yet you feel that because of his basic shyness it will be
difficult, if not impossible, for him to do so. By being
aware of this characteristic, you might suggest that you

go with him to the Social Security Office, if he'd like.

Sometimes it is necessary to talk about the person's behavior
because it is as important as what the person is saying to you.

You are talking to the woman who says she is not concerned
with her health and yet her pusture appears temse and her
‘tone of voice concerned. You might want to say something
like, "I notice that when we're talking about your health
you seem somew:at uneasy and concerned about it and I'm
wondering if perhaps you have some feelings of worry?"

By recognizing her worry, you have given her an opportunity
to talk about her feelings.

Recording Information: For the purpose of obtaining infor-

mation about older people's problems and for helping particular

people, it will be necessary for you to record certain information.
The information will include the basic information on the interview
schedule and the answers to the questiohs which are on the schedule.
It will also include other information whiéh you might receive that

you think is important for further imvestigation or which would be
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necessary in helping a person solve a problem. There are forms to

be filled out for each attempted contact (See Appendix F) and a simple
form to be filled out for those people whom you will be helping (See
Appendix K).

Ending the Interview: Ending the interview is sometimes difficult.

Particularly if the person is lonesome and has a lot of time on his
hands, he is reluctant to let you go. When the interview has covered
most of the important things ycu need to talk about with the person

and it is time for &ou to end, do so firmly and nicely. Stress the fact
that you have enjoyed talking to the person. If further contacts between
the two of you are planned, such as i1f you are helping him to use the
services of a community agency, you will want to specify when you will

see him again and what will happen in the meantime.

Interviewing - What to Aveid

Giving Information You are Not Sure of: One of the areas of great

importance is mot to give information which you are not sure of. ihe
reason for this is obvious. You don't want to lead people astray, nor
do you want the I and R center to get the reputation of employing people

who "do mot know what they're talking about.'" Therefore, if in doubt,

check with your supervisor to make sure that you give a person correct

information.

Having Misunderstanuings: A frequent problem igs a person misunder-

standing what you are trying to say to him.
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Giving Personal Advice: It is also important to refrain from giving

People personal advice.

particular type of medicine or digd something else which helped
him with the problenm. You, however, do not want to have your
advice substituted for Professional advice, such as that of 2
Becoming Personallz Involved: Another arga which sometimes gives
difficulty ig becoming too pPersonally involved with the People you talk

to. While making the Person feel comfortable with you has been encour-

For example, if the person needs new clothes, it ig your job to
refer him to an agency which deals with that matter even though
you might have clotheg of your own which you do not need and
would fit him. : : ‘

to refer him to a friendly visiting service, community club
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If you spend considerable time with a few, you would not be able to
help the many who need you. In addition, one of the reasons for the
information and referral center is to point out to the community the
kinds of needs which the older people have and to encourage the com-
munity to provide services for those needs. If you yourself end up
providing these services, you will ultimately be doing the community
a disservice.

Sharing Confidential Information: In all your relations with the

people you talk to you will want to keep the information that they give

you in strictest confidence, discussing it only with your supervisor

and others whom the older person gives you permission to talk to. It

is only too easy to forget this.

For example, if you had talked to one woman who says she

feels lonely and then you talk to a neighbor who says the
same thing, you might immediately think of getting the two
women together. This is a fine idea. However, you will want
to check with each of them before giving their names to each
other. So you would say to one of them, "There's another
lady in your area who also has indicated that she's lonesome.
Would you be interested in getting together with her?" If so,
"May I giveher your name?" :

The reason for emphasizing this matter of confidentiality is that
people expect and have the right to be treated with dignity and respect,

which means protecting their privacy.

Interviewing — Problems You May Have

Being Turned Down: One of the situations which outreach workers
sometimes run up against is having people turn them down when they knock
on the door. For the person who has not done this type of work before,
it is frequently "difficult to take." It's hard not to think of it
personally and feel that the . person is reacting to the kind of persoh
Q ' 44
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you are or to what you are saying. It helps to remember that pre-
senting the information and referral program is qﬁite similar to
selling something. You give the person iaformation about the pro-
gram.but whether they wish to "buy" is up to them.

There are some people who won't open the door when you knock,
even though they are home. Sometimes you can see these people through
the window or have some other evidence that they are home. It is
suggested that you make a note of this on your record sheet. Put a
copy of the letter which you will have with you (See Appendix I)
underneath the door. In this letter you will put down a specific
time at which you will be returning to their ho-se. It is impor-
tant to follow up on these people because sometimes they are deaf
and unable to hear you knocking or they may simply be frightened about
opening a door to a stramnger.

Sometimes people will open a door but are still reluctant to talk
to you and will indicate to you that they do not wish to be interviewed.
It has been the experience of others doing this work that it does not
heip to talk about the importance of the interview to them. It does
sometimes help to suggest that the interview will be a change in
routine to them. Emphasize that it will take just a few minutes and
that, of course, there is no fee involved.-

To deal with the reluctance of a person, it is sometimes necessary
to find out why they don't want to talk to you. It might be that they
think you are trying to seli them something. If sc, you can suggest
that they call the Better Business Bureau. Sometimnes the person will
feel 111 or too busy at that time. Or he may feel that his house or
bis person is too messy so that he does not wish to invite you in. If
Q : 45
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thieo happens, sok the perecn wvhen it would de a good time for a later
agpo iataeat .

Dealiss Vish People Vho Are Rsluctape to Gat Help: Sometimes it
happens that a person talks willingly of his problems, but is reluctant
to ec<oPpt servicms. 1t fs importamc, 1if you can, to find out what is
at the bottos of this reluctance. Somstimws the porson feels that
teceiviag services, particularly financial, is "getting welfare."”
Osually the oot emswer you can give to this pearson is that he has
oo constributing to society all his life and that he has a right to
the segvices vhich exist. la diocuseing financial aseistance, you
can enphasise that this essistance is like a prepaid insurance plan.
™hat 19, elnce bo has deen paving his tames all hie life he is now
eligivie for thie service 1in return.

Somst ines poaple will asv they feel there is no solution to their
piction.

A veman night say that she has dees havieg a lot of pain in

et Sachk and che doeen’'t feel that 1t would be of use to talk

t® the Soctor sisce he probadly won't help anyway.

Sonmet i LT delps Lo talk adout what good things would be possible 1if
tin predlen were cleased wp. With the woasn mentiocned, you could ask
Hey Wil ois would he doiag if ohe didn't have bach pain. Perhaps she
weuld S er)oyiag Saking for ney friends, atteanding a church grouwp, or

(aking wolis. Umcowrags her to talh about these activities.

teareigg e jook Solow the Surfece: FProbably the biggest job wvhich

joapie ke ate aon ¢ ihie Aind of work have is learning to look "delow
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_the surface." This means not only to concern yourself with the most
pressing protlem or the problem which the person tells you about but

als» those problems which are perhaps more basic.

For example, you might assist a person in need of food by
helping him to obtain an emergency food order from the
relief department. But what will he do when that food
runs out? Wil he have the same problem again? Perhaps
he needs orgoing financial assistance. Or maybe he needs
help in budgeting his money more reasonably.

Many people have frequent emergencies because they have an unsolved
problem which keeps causing a crisis. If you can help to solve the more
basic problem you are indeed doing your job well.

Learning to Keep Facts Separate from Your Thinking: One of the ways

in which you can become a reazlly good outreach worker is to learn the
difference be ween facts (what you see and hear) and what you think.
The best way t-- ¢xplain the difference is by example.

You tali. vo Mr. C., agc 73, in his home. His speech sounds

slurred and his hands are shaking. He says he hss no appetite.
You feel he must be sick.

Wist you see is that he has shaking handa. What you hear is his

..ved speech and his telling you he has no appetite. These

« e the facts. What you think about the facts is that Mr. C.

It is eas’ to "jump to comclusions” if you do not have all the
facts. And since you decide to do or not do certain things based on what
you think, you want to be very sure your thinking is correct. To be
correct look at the facts you have (what you have seen and heard), see
1f you need more facts, and lastly check to make sure your thinking

follows from the facct-.
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You have to decide whether you should encourage Mr. C. to
see a doctor. Slurred speech and shaking hands usually
mean a person is sick. But a number of older people

have those problems. You decide to talk more with Mr. C.
He says he's had a problem with his speech and his hands
since Lis stroke seven years ago. The doctor told him
he'd always have those problems. But he lost his appetite
yesterday. From what Mr. C. has said (the facts) you think
that it is too early to tell if he is sick. You decide to
call him in two days to see how he is feeling.

Keeping facts separate from thinking will help you make good
decisions. Also it will improve your ability to communicate.
Two days later you call on Mr. C. again. He still has no
appetite and has been vomiting. He looks pale and weaker.
You think he could be seriously ill. You decide to call
the doctor.
Here is an example of poor communication:
"Hello, Dr. Jones? 1 am calling about Mr. C. He is
pretty sick. I think you'd better see him right
away."

The above is pooxr commumication because you are'talking about what

you think. You could tell the doctor much more if you talk about facts.

"Hello, Dr. Jones? I'm calling about Mr. C. who is 73 years

old. Two days ago he lost his appetite and today he started

vomiting. He looks pale and weak to me. And of course he

had that stroke seven years ago. I think you'd better take

a2 look at him."

To summarize, facts are what you see and hear. Thinking is your
ideus about the facts. Ii ycu keep the facts separate from your thinking,

you can make good decisions and you can communicate well.
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Using the Interview Schedule: As an aid to you in doing inter-

viewing, a series of questions has been prepared which you can ask.
This interview "schedule" (see Appendix H) is designed to be used as
a flexible guide. The questions cover the various areas in which
people have problems and for which thefe are resources available.

The aim in asking the questions is first to obtain a general
idea of the person's life now. You can explore whether anything in
his life is a problem for him. And if so, what help he is currently
getting for the problem. The next step is to find out whether the help
he is now getting, if any, is really helping and how you, the informa-
tion and referral service center, and existing community resources
can help him.

Frequently the -Jords "explore" and "inquire'" are used in the
interview schedule. The ways in which you will explore will depend
on the individual and on the type of resources which do exist in the

community.

For example, it is suggested that you ask of an unemployed
person whether he is interested in being employed. You
obviously would not ask this of an individual who is
_completely bedridden and unable even to take care of his
personal needs.

Similarly when you start to explore in the area of health, the person's

personal appearance might give you some clues as to what questions to

ask.

'If he is in a wheelchair,you would sound a bit silly asking him
if he has any health problems. Instead you would lead into the

area by asking him something like how long he has used a wheel-
chair.

43

43



The way in which you will explore the areas will also depend
on the resources which are in your town.

If the person says that he is lonely and would like more

company, you would probably not want to ask if he would

like someone to visit him in his home, unless that type

of visiting service is available in your community or

you think you could make that arrangement for him.

The order in which the questions are asked is of relative un-
importance. If you are talking about how a person spends his day and
he gives you a lot of information about his job, then you can merely
skip that section or ask only a few questions about it. It is suggested
that you do leave the question about income until later in the inter-
view as some people are sensitive about this. As you will notice, no
specific questions about the amount of income are asked and it is
suggested that this only be asked if it has importance in solving a
financial problem.

When you are doing the canvassing, you will not only be concerned
about talking to the people who will classify themselves as ''older,"
but also people who might have relatives or friends who might be able
to use the services of the information and referral center. Therefore,
on the interview schedule it asks: If the person himself is not older, ask
whether he has a friend or relative who is, and who might have a problem.
In this regard, it is also important to remember that frequently an older
person might also have parents who are older. You might be talking to

someone in his early sixties about his problems, and he might also have

parents who are living in the same community who are in their eighties.

50
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Something to Remember: The services provided by the information

and referral center are not gifts to the older people, they are rights

to which they are entitled. Your contact with older people is an
important experience for them. They must be made -to feel that they
are respected. Recognition of the importance of each person as an

individual is of the utmost in every contaét” however slight.
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Chapter 5

Referral and Follow-Up

In doing your outreach activiti--< you can anticipate that about
iOZ of the people you contact will need and be able to be referred to
a community resource. The percentage may be very much higher than
this in certain areas. It will also be higher if the outreach workers
are very systematic in their problem-finding activities and in their
follow-up.

Because the referral and follow-up processes and their importance
are discussed thoroughly in other manuals in this series, it is
suggested that wu refer your outreach workers to them for learning

about referral and follow-up.
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VI: Appendices

A. Cities for Which Census Tract Data is Available

B. Where to Obtain Census Tract Data

C. Census Tracts in Mini—City; USA

D. Census Tracts in Maxi-City, USA

E. Street Map — Mini-City, USA

F. Canvassing Assignment Sheet

G. Sample Announcement Letter

H. Interview Schedule

1. Letter to be Left at Homes Where There is No Answew
J. Sample Postcard

K. Activity Sheet
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Appendix B

Where to obtain census data*

Flield Offices

U.S. Department of Commerce

Albuquerque, N. Mex., 87101, U.S. Sourthouse
Anchorage, Alaska, 99501, Loussac-Sogn Bldg.
Atlanta, Ga., 30303, 75 Forsyth St., N.W.
Baltimore, Md., 21202, U.S. Customhouse
Birmingham, Ala., 35205, 908 South 20th St.
Boston, Mass., 02203, John F. Kennedy Fed. Bldg.
Buffalo, N.Y., 14203, 117 Ellicott St.
Tharleston, S.C., 29403, 334 Meeting St.
Charleston, W. Va., 25301, 500 Quarrier St.
Cheyenne, Wyo., 82001, 2120 Capitol Ave.
Chicago, I1l., 60604, 219 South Dearborn St.
Cincinnati, Ohio, 45202, 550 Main St.

Detroit, Mich., 48226, Fed ral Bldg.

Greensboro, N.C., 27402, Federal Bldg.

Hartford, Conn., 06103, 450 Main St.

Lonolulu, Hawaii, 96813, 1015 Bishop St.
Houston, Tex., 77002, 515 Rusk Ave.
Jackeonvills, Fla., 32202, 400 West Bay St.
Kansas City, Mc., 64106, 911 Walnut St.

Los Angeles, Calif., 90024, 11600 Wilshire Blvd.
Memphis, Tenn., 38103, 147 Jefferson Ave..
Miami, Fla., 33130, 25 West Flagler St.
Milwaukee, Wis., 53203, 238 West Wisconsin Ave.
Minneapolis, Minn., 155401, 110 South Fourth St.
New Orleans, La., 70130, 616 South St.

New York, N.Y., 10007, 26 Federal Plaza, Foley Sq.
Philadelphia, Pa., 19107, 1015 Chestnut St.
Phoenix, Ariz., 85025, 230 Nerth First Ave.
Pittsburgh, Pa., 15222, 1000 Liberty Avc.
Portland, Oreg., 97204, 520 S.W. Morrison St.
Renb, Nev., 89502, 300 Booth St.

Richmond, Va., 23240, 400 North 8th St.

St. Louis, Mo., 63103, 1520 Market St. _

Salt Lake City, Utah, 84111, 125 South State St.
San Francisco, Calif., 94102, 450 Golden Gate Ave.
San Juan, P.R., 00902, Post Qffice Bldg.
Savannah, Ga., 31402, 125~-29 Bull St.

Seattle, Wash., 98104, 909 First Avenue

*This information was obtained from the U.S. Department of Commerce
is current as of January 1971.
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