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ARCHI VE NOTE

As a result of several queries about the SPSS export files of comunity charge data for
1990 and 1991 (SNs: 2918 and 2944), users nay appreciate the follow ng additiona
i nformati on.

1

Wei ghting of the averages is for the entire population and not only for those
aged 18 and over.

In order to protect the anonynity of the respondi ng househol ds CSO have taken the
average community charge over several (typically 5 to 7) local authorities with
simlar community charges and averaged them The averages are wei ghted by the
popul ation within the local authority. DSS specified the bands that the
conmunity charge should be put in for each year

Col um Expl anat i on
caseno case nunber
i got ntaseno the case nunber used by the effects of taxes and benefits

section of the CSO - ignore this

| acode dss the DSS LA code grouping - any cases with the sane val ue for
this are included in the sane group

aveccpr eapr t he average conmunity charge for the DSS group in the first
quarter of the relevant year

aveccpost ap t he average conmunity charge for the DSS group in the second,
third and fourth quarters of the relevant year

aveccpost ap t he average conmunity charge for the DSS group in the second,
third and fourth quarters of the relevant year

avewcpr eapr t he average conmunity water charge for the DSS group in the
first quarter of the relevant year

avewcpost ap t he average conmunity water charge for the DSS group in the
second, third and fourth quarters of the relevant year

The nunber of households in the SPSS files does not match those in the conplete
file due to the exclusion of Northern Irel and.

The conmunity water charge is applicable to Scotland only.

The charge is given as a weekly figure, in pence, based on the annual sum



SN: 2944
FAM LY EXPENDI TURE SURVEY
CODI NG CHECKI NG AND EDI TI NG | NSTRUCTI ONS

REVI SED 1991

| nt roducti on

These instructions cover all coding, checking and editing operations and contain usefu
background i nformati on

Each person within the section will carry out duties of coding, checking and editing.
They will al so be expected to despatch budgets to ED Runcorn, and CSO London

It is essential to record the whereabouts of a budget and to ensure that none go
astray.

When a budget is coded and checked it will be despatched to the Enpl oynment Departnent,
Runcorn for keying. One run consisting of 200-240 budgets will be sent to Runcorn nost
weeks. Budgets are returned a few weeks |ater when they can be booked back in and

stored in filing cabinets. At the sane tinme an error report is received which will be
corrected and returned to Runcorn for processing.

Ceneral instructions
The foll owi ng nanual checks nmust be carried out at the codi ng and checki ng stages:

1. Legibility

Check that all figures, including any you have entered, are clearly witten and
unamnbi guous.

Check that all entries in the pence colum have two digits. |If the pence colum
is blank or there is only one zero in the colum, 00 nust be entered.

More ‘£ only’ questions have been introduced in 1991. Check that val ues entered
in ‘£ only boxes are given w thout including the pence.

If figures are not clear they will nost |ikely be keyed incorrectly. It is
possible that errors of this kind may not be discovered at the editing stages.

2. I nterviewer notes
It is essential that ALL interviewer notes are read carefully and any necessary
action taken. This could nean: entering, amending or deleting information
recodi ng a question or transferring information fromone question to another. I|f
any change is nade the reason should be given at the relevant question

3. Changes nmade to the coding of a question
If any change is nmade to the coding of a question (either at the coding or
editing stage) then note the reason for the change against the question itself.
If any information has been transferred from another question enter that question
nunmber al so.
Changes at the CODI NG CHECKI NG stage nust be made in RED

Changes at the EDI TI NG stage rmust be made in GREEN
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Per son/ spender nunbers

Al'l records, except records 25 and 33, have a person nunber box. |If this box is
left blank the whole record will be rejected (ie it will not be taken on to the
dat abase) and a nessage will appear in section 18 of the error report.

It is, therefore, essential that the correct person nunber is entered wherever
any information occurs in a colum or line. The person nunbers shoul d have been
entered by the interviewer but it is PAB's responsibility to make sure that this
has been carried out. (Note - it is not necessary to enter person nunmbers on al
pages of record 56 (B schedule) provided they are entered on the first page).

In the A schedule, if a question applies only to persons aged 16 and over then
‘spender no’ is used. |If a question applies to persons of any age ‘person no' is
used but if it applies only to children (ie persons under 16) then ‘child person
no’ is used.

In the B schedule, ‘person no' is used throughout except at @ 75 and 76.
Col um and Iine nunbers (or item nunbers)

These nunbers foll ow the person/spender nunber and are pre-ringed. Since
interviewers no longer need to ring themthe words ‘ OFF USE' appear either above
or to the left of them

If an entry has been deleted or the interviewer has mssed a colum or line it is
not necessary to anend the nunbers so that they run consecutively.

Referrals to the Research O ficer

If a question has not been answered or the answer given is not clear, this should
be referred to the supervisor who may in turn refer it to RO Certain types of
query may be referred direct to RO

If a question is referred to RO an FES Query Slip should be conpleted. RO should
then return the Query Slip to PAB with an explanation of the action to be taken
In certain circunstances, however, the RO nay decide to wite to the informant to
obtain the necessary information. Letters are not usually sent to informants
over retirenment age.

Ref usal s

If an informant has refused to answer a question, this should be referred first,
to the supervisor and then to the RO

Refusal to answer a question, with the exception of the assets questions
(Q 78-87, B schedule) usually nmeans that the entire budget is treated as a
r ef usal



PAYMENTS COVERED BY AN ORGANI SATI ON OR PERSON QUTSI DE THE HOUSEHOLD

1. Bills paid direct by an enployer or an organisation for whomthe informant does
unpai d work shoul d not appear anywhere as expenditure or refunds on any of the
schedul es.

2. Bills paid direct by a private individual should not be shown as expenditure at

the relevant questions in the A or D schedules, but they should be shown at QL39,
A schedul e.

3. Expenses paid direct by Local Authority Social Services Departnents should not be
shown as expenditure in the A or D schedules or at QL39, A schedule.

4, Expenses paid direct by DSS, with the exception of rent, should be shown:
(i) as expenditure at the relevant questions in the A and D schedul es
(ii) at QL39, A schedule

(iii) as income at B1(d), B schedule.
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SCHEDULE REFERENCES

1
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For processing purposes, each variable in the A, B and D schedul es nust have a
uni que nurber. Question nunbers are not suitable for this purpose because sone
vari abl es do not have a uni que question nunber eg person number and item nunber
variabl es. Each variable, therefore, is allocated what is known as a schedul e
ref erence nunber (or schedul e reference).

If a variable has a uni que question nunber then the schedul e reference nunber
will be virtually identical to the question nunber for that variable (eg Ql5(a),
A schedul e - has a schedul e reference nunber of A00QO15A)

If a variable does not have a uni que question nunber (eg QL6, A schedule - where

there is a box for the nunber of years and anot her box for the nunber of nonths)

then the schedul e reference nunber will differ fromthe question nunber. 1In this
exanpl e, the schedule references are AO0OQD16 1 and A0O0OQV16 2 respectively.

When corrections are nade at the editing stage the schedul e reference nunbers
need to be entered on the ‘K forns or on the screen. To ensure that the correct
schedul e reference is entered it is often necessary to refer to the annotat ed
mast er schedule. This takes up a certain amount of the editors’ tine.

These schedul e references are entered on the A and B schedul es but only where
they differ fromthe question nunbers, as expl ai ned bel ow.

Schedul e references fall into 3 main categories:

i Where the schedul e reference can be created by adding a single digit to the
guesti on nunber

This nunber is entered in a little box to the left or right of the question

box, eg

Schedul e Question no Schedul e ref Nunber in box
A QL9 - Anount A00 Q19 1 1

A QL9 - Ni | A0O0 Q@19 2 2

A @2(a) - Anount A00 QV22A 1 1

A @2(a) - DK A00 QD22A 2 2

If the question is in a grid format, the single digit will be entered in
brackets bel ow each colum eg

Schedul e Question no Schedul e ref Nunber in
bracket s

A A9 - Spender no A00 Q49 1 1

A A9 - Item no A0O0 49 2 2

A 9 - OFF USE A00 Q49 3 3



ii. Where the schedul e reference cannot be created by adding a single digit to
t he question numnber

The question nunber part of the schedule reference will be entered in a
little box to the left or right of the question box, eg

Schedul e Question no Schedul e ref Nunber in box
A QL7(a) ACO Q17 )

A QL7(b) ACO Q17 ) 17

A QL7(c) ACO Q017 )

A Q@7(a) (i) - Amount ACO R7A1 No box*
A @7(a)(i) - DK ACO QR7A2 27 A2
A @81 - Miin question ACO Q081 No box*
A None - Spender no ACO Q081 1 811

A None - Item no ACO Q081 2 81 2

*These can be created directly fromthe questi on nunber (see next
par agr aph) .

Note that |eading zeros in the schedul e reference are not shown in the box.
iii. Wuere the schedule reference can be created directly fromthe question
nunber

In these cases there will be no box beside the question eg

Schedul e Question no Schedul e Ref
A 1 AOCO Q081

A @1(hb) AOO (V81B

A @B1(b) (i) AOCO QV81B1
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RECORD NUMBERS

1
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The record nunbers are entered in a box bel ow the rel evant questi ons.

eg 48 - A Schedul e REC appears bel ow t he question
69

If the record covers nore than one page (eg @5, A schedule or Qr5-76,
B schedul e) the nunber will be entered on each page.

The exceptions to these rules are:

Record 25

As this record includes questions on nost pages of the A schedule, the
record nunmber 25 does not appear anywhere on this schedul e.

Note that the main questions which ‘lead in” to a different record stil
cone under record 25. For exanple, the main questions at 48 and Q49 are

record 25 but the questions in the grids are records 69 and 71
respectively.

Record 56

As this record includes nost of the B schedule (QL-74) the record nunber 56
does not appear anywhere on this schedul e.

Records 115-123 (Qr9-87, B schedul e)

Note that these record nunbers appear to the left of each line instead of
bel ow t he questi on nunber



FAM LY EXPENDI TURE SURVEY 1990 VAL| DATI ON ERROR REPORT
CASENO 102652 H TYPE 5 ORIG RUN 3 LAST CYCLE CURRENT CYCLE
2. MAI' N VALI DATI ON

KEY DETAI LS SCHED REF CORRECTI ON

REC PERS KEY-1 KEY-2 KEY-3 PG ON BOX VALUE

077 1 5 A00QV78 2

077 2 4 A00CQV78 2

077 1 2 A00CQV78H

056 2 BOOQU48A2

056 1 BOOQO51B3

056 2 BO0OQO65

056 2 BOOQO65A

056 1 BOOQO76

057 1 1 BOOQO76A3
3. MESSAGES FROM VALI DATI ON SUBRCUTI NES

PERSON 1 HAS | NVALI D COVBI NATI ON OF OCCUP, SUPERVI S, S| ZEEST AND SEEMPLOY

EMPSTAT = 1 OCCUP = 85 SUPERVI S = 1 SEEMPLOY = 0

THEREFORE | NSEG AND | NSOC HAVE NOT BEEN CALCULATED.

4, DI ARY SCHEDULE | TEMS
KEY DETAI LS SCHED REF CORRECTI ON
REC PERS WEEK CODE QUAL PG ON BOX TOTAL VALUE NO OF | TEMS

114 1 2 548 DO0OQDO0 8

DATE 11/07/90
NO OF EDI TS

ERROR DETAI LS

REF

P272A
P272A
*W279
E503
E528
E582A
E582B
P603
E604

VARI ABLE

LI TEMNO
LI TEMNO
LCASHP

I NA279
PERC527
UNEARNI N
UNEARNAM
ODDJICBS
QJAMT

S| ZEEST = 2

ERROR DETAI LS

REF

VARI ABLE

*WD08 DCASHPR

HHNO

VALUE

5

4
2340. 00

1

9

0

0. 00

1

0. 00

VALUE

0.10

PACGE 236
260 17 00

| TEMCODE CHECK

401

NO. | TEMS



FAM LY EXPENDI TURE SURVEY 1990
CASENO 102652 H TYPE 5 ORIG RUN 3
4, DI ARY SCHEDULE | TEMS

KEY DETAI LS SCHED REF

REC PERS WEEK CODE QUAL PG ON BOX

114 1 2 548 DO0QV0O0 8
18.

VAL| DATI ON ERROR REPORT

LAST CYCLE

CORRECTI ON
TOTAL VALUE

CURRENT CYCLE

NO OF | TEMS

DATE 11/07/90
NO OF EDI TS

ERROR DETAI LS
REF  VARI ABLE

*WD08 DCASHPR

RECORDS REJECTED BY DATABASE DURI NG TAKEON / SCHEDULE AMENDMVENTS ( SEE REPORT FI LE)

KEY DETAI LS
REC PERS KEY-1 KEY-2 KEY-3

114 1 2

END OF CASE REPCORT

REJECTED RECORD

114102652012

0 0004749000100

HHNO

VALUE

594. 26

PACGE 237
260 17 00

NO. | TEMS



VALI DATI ON ERROR REPCRT COR PRI NT- QUT

After the budgets have been keyed by Data Prep (at Runcorn) |SCS7, also at Runcorn
produce the printout called the VALI DATI ON ERROR REPORT. These sheets show all the
error, warning and print nessages which apply to a particular case. They contain both
validation and credibility errors. Validation is a basic check on the ranges for
certain variables and includes a print (‘P nessage) of particular values of interest.
Credibility provides a check on the continuity and consi stency of the answers.

An exanple of a validation error report is shown on Pages xii and xiii. The follow ng

not es descri be the various headings on this report.

1. CASE NO This refers to the case identifier or Cl nunber which is entered on
t he budget cover before it is despatched to Runcorn for keying.

2. ORIG RUN This is the original run nunber. Each despatch of 200-240 budgets to
Runcorn is called a run. There are usually 8 or 9 runs per quarter

3. LAST CYCLE This refers to the anendnent cycle when the case was | ast anended.

4, CURRENT CYCLE This refers to the current anmendnent cycle.

5. NO OF EDI TS This is the nunber of tinmes a case has been amended. For exanple, if
a case has been anended in three different cycles then the nunber of edits wll
be three.

6. HHNO This is the reference nunber (ie the areal/serial/household nunber) that is

assigned to each budget.

7. REC This identifies the record where the error has occurred. A record nmay cover
several questions or just one part of a question. The record nunbers are given
on the annotated master schedul e.

8. PERS (person nunber)
If the error relates to a particular person then the person nunber will be
printed here. The only record which does not have a person nunber is record 25
(A schedul e).

9. KEY- 1, KEY-2, KEY-3

These are known as ‘Key Fields’ or ‘itemnunbers’. Mst of these nunbers are
pre-ringed and entitled: ‘OFF USE

(i) On the A schedul e:
Records 25, 28, 55, 59, 79, 84, 91, 92, 93, 94 and 96 have no key fields
Al'l other records have one key field only (KEY-1).

(ii) On the B schedul e:
Records 56, 58 and 110 have no key fields

Al'l other records (ie records 57 and 115 to 123) have one key field only
(KEY-1).
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10.

11.

Jan 91

(iii) On the D Schedul e:

Only two records exist (113 and 114) and these have one and three key
fields respectively:

KEY-1 - Week of expenditure - (Records 113 and 114)
KEY-2 - Diary item code - (Record 114 only)
KEY-3 - Diary qualifier code - (Record 114 only)

SCHED REF

i The first al phabetic character identifies the schedule (A, B or D) where
the error has occurred.

ii. PG identifies the page nunber which is now ‘00" in all cases.

iii. QNidentifies the question nunber

iV. Box identifies the final part of a question

The schedul e reference for each variable is given on the annotated naster
schedule. Certain schedule references, ie those which cannot be created directly
fromthe question nunber, will be entered on all schedules (see P.iv-v).

Exanpl es of schedul e references are given bel ow

Question Vari abl e Schedul e PG AN Box

Q2 RENTREB A 00 022 -
@2(a) RRAMTDK A 00 022 A2
®1(b)(ii) TVPAYAMI A 00 081 B2
Q120 BSTORAMT A 00 120 4
Q18( a) GROSSPAY B 00 018 16

Note Although there are six variables covered by QL20, each variable has a
di fferent schedul e reference.

CORRECTI ON VALUE

If the error occurs at one of the variables shown on the print out, enter the
correct value in this colum. |If the variable to be corrected is not shown on
the print out, enter the necessary details on the appropriate K form

The print out, Forns K1 and K4 or the TP system can be used for basic amendnments
only. Basic anendnents include anmendnments, inputations, abatenents and the
del etion of records.

Thr oughout 1991, basic anendnents at the 1st edit (ie the edit inmediately
foll owi ng Take-on) should be entered on the print out or on a K1 or K4. Basic
anendnents at the 2nd and subsequent edits should be entered through the TP
system when the service is avail able.
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REF The 3-digit nunber can be ignored but the letter which precedes it relates to
the different types of nmessage whi ch can occur

(i)

(ii)

E = error An error nessage usually indicates that a genuine error has
occurred. |If the error is acceptable, which could happen in certain cases,
it will need to be over-ridden, otherwi se it nust be corrected.

W= warning A warning message indicates that a possible error has occurred.
This message is used where it is inportant to amend an answer if it is

i ncorrect but where it is also possible for the answer to be correct.
Unlike errors, they do not need to be over-ridden if the answer turns out
to be correct.

Both errors and warnings can occur at validation and credibility.

The purpose of validation is to identify any high or |ow alues so that they
can be amended if they are incorrect. Validation ranges have been
specified for a |large nunber of variables. Mst of them have been

desi gnat ed as warni ngs but sonme have been designated as errors (eg where a
vari abl e cannot have a zero value). Thus, if a value occurs which is above
or bel ow the range specified for a particular variable an error or warning
nessage will appear in the main section (section 2) of the error report (or
section 4 if the warning relates to an itemin the diary).

If the value is incorrect it nust be anmended otherwi se it should be ignored
if it is awarning (errors should always be corrected). In 1990, warnings
will appear at the 1st edit only.

The purpose of credibility is to identify continuity and consi stency
errors. A continuity error occurs where a question has not been answered
when it should have been or vice cersa. A consistency error occurs where
the answer to a question is illogical or inpossible, eg where a child aged
two is coded as marri ed.

(iii) P=print Aprint nessage is used to identify those cases:

- VWhere interviewers are required to enter qualifying notes at the
guestion as these could affect the way in which the question is
coded.

For exanple, where an ‘Qther - specify' (A@4(a)) or a ‘DK code
(AQL28(d)) is ringed.

- VWhere inmputation or abatement is necessary.
For exanpl e, where expenses are refunded by an enpl oyer and therefore
need to be abated (AQL37), or where transitional relief needs to be
i mput ed because it is not known (AQA7(c)).
- VWere the last itemof a record has been conpl et ed.
In this case, the question should be checked to see if there are any

additional entries in the margin and if so, a continuation sheet
shoul d be conpl et ed.
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VARI ABLE The nnenonic or variable nanme shown here is al so given on the annotat ed
mast er schedul e. Each variable will have a schedul e reference.

VALUE This is the value which actually exists on the database and which may be in
error. |If the value is incorrect refer to the instructions at paragraph 11
(Correction Value).

| TEM CODE Certain nonetary vari abl es have an associ ated item code eg bank
standi ng orders (AQL20), deductions frompay (B Ql8) and itens entered in the
diary. The itemcode is printed to help identify the itemwhich is in error

CHECK Appendix L shows all the validation and credibility checks which have been
built into the computer system As editing experience is acquired it nay be
apparent fromthe schedule as to where the error lies, but in the |earning stages
it may be necessary to nmake constant reference to this docunent. This is also a
good way of getting to know the edit checks.



AUTO- CORRECTI ONS

In 1991, errors at certain questions in the A and B schedules will be auto-corrected
before the 1st edit validation error report is produced by Runcorn. The auto-corrected
val ue appears at the 1st edit stage only. A validation error nmessage will appear when
the original code was not perm ssible. Al auto-corrections will be shown in the
Appendi x L.

Exanpl es of auto-corrections are shown bel ow

| F | NCMPAMI ( AOOQD44A) . 0 Then MORTPROT (AQCOQD44) =1

ie: if an anount for nortgage protection is shown at QO44A, then Q044, whether
unanswered or coded 2 (No), would be auto-corrected to code 1 (Yes).

| F SESH NC (BOOQD42A) = 1 Then SEPARTNR (B00Q042) = 2

ie: if a partner’s share has been included in the informant’s net sel f-enpl oyed
profit/loss, then Q42, whether unanswered or coded inplying sole ownership of
t he business, would be auto-corrected to code 2 (in partnership).

Al t hough these errors are corrected autonatically, remenber that the schedul e too
shoul d be anmended at the rel evant question

“£ only’ QUESTI ONS

Since there are nore ‘£ only’ questions in 1991, it is even nore inportant to nake sure
that any digits for pence are deleted at the checki ng stage.

If these figures need to be anended or abated at the editing stage, then the pence nust

al so be shown on the K formor error report. It may also be the best policy to insert
pence when using the TP system

1/ B: FESCCEI . DL
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1991 FAM LY EXPENDI TURE SURVEY CODI NG AND EDI TI NG | NSTRUCTI ONS
HOUSEHOLD SCHEDULE

FRONT PAGE

Ref er ence nunber

The reference nunber consists of the Area, Serial and Househol d nunbers. Check that
THIS IS THE SAME AS ON THE PI NK E FORM AND THE QUTSI DE OF THE BUDGET COVER. Resol ve
any di screpancies. Were there is only one household at the address (see Ql2) the
househol d nunber shoul d either be blank or contain zeros only.

At a nulti-househol d address, all schedul es for that address should be coded and
checked together. Check the top left corner of the outside of the budget cover to see
how many househol ds have co-operated and how many househol ds there are at the address.
At present a maxi num of 3 households are selected for interview at any one address, the
first selected being household nunber 01, the second 02 and the third 03.
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Date of interview and starting date of records

Check that each of these have been entered. Check that the starting date of records
agrees with that on the pink E formand that the date of interviewwith that on the
front cover. |If there is nore than one date against either, ensure that the | atest

date is entered. Check that the starting date does not occur before the date of

i ntervi ew.



Local Authority Code

The nane of the local authority where the interview was carried out appears on the E
form Either the code relating to this local authority (see ‘List of Loca
Authorities’) in the LA Box in the centre of the page. The List of Local Authorities
is a confidential docurment and no information fromit should be passed outside OPCS.
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Househol d definition

A househol d conprises one person living alone or a group of people living at the sane
address having neals prepared together and with commobn house-keepi ng, provided that:

i Al'l persons in a househol d consider the address to be their only or nain
residence (‘main’ as defined by the informant). Absent nenbers who consider the
address to be their main residence are included.

ii. Al'l persons share at |east one neal a day when in residence.

iii. The househol d has exclusive use of at |east one room

Al these conditions nust nornally be satisfied but if two people share one room and

neither has the exclusive use of at |east one other room they should be treated as one

househol d, even if they do not share any neals.

Al so include as nenbers of the househol d:

a. Children 16 or over nornmally away at an educational establishment for educationa
pur poses, spending the holidays at home and who are at home during the entire
record keepi ng period.

b. Chil dren under 16 away at boardi ng school but normally spending the holidays at
horme (whether at hone or at school during the record keeping period).

Head of Household - Definition

The definition is identical to that given in the Interviewers’ Handbook but it applies

to the househol d as defi ned above. The HOH nust be a manber of the household and is,
in order of precedence, the husband of the person or the person who:

a. owns the househol d acconmodati on, or

b. is legally responsible for the rent of the acconmodation, or

C. has t he househol d accomopdati on as an enol unment or prerequisite, or

d. has t he househol d accommopdati on by virtue of sone relationship to the owner

| essee, etc. who is not, hinself, a nenber of the househol d.

Not es:

1. In the case of a married couple, where both are nmenbers of the househol d, the
husband is the HOH, even if the wife owns the property. In the case of
cohabitees, the male partner is the HOH

2. If the husband is not a nenber of the household, but the accommpdation is in his
nane, his wife is the HOH

3. If two menbers of different sex have equal claimthe nmale is to be taken as HOH

4, If two menbers of the sane sex have equal claim the elder is taken as HOH
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Househol d Box

The househol d box needs to be thoroughly checked and coded. Since so rmuch of the
schedul e refers back to the questions in the household box, (eg sex, age, current full-
time education) it is essential that this section is correct before it is sent to
Runcorn for keying.

The FES definitions of household and head of household (HOH) are given on page 4. |If
there is any indication fromnotes either on the front page or pages 68-71 of the A
Schedul e that a person should not have been included in the household, or any notes
about a person who has been excluded, refer to your supervisor

Where there are nore than 10 people in the household, details of the extra nenbers
shoul d have been entered on a second front page. This sheet should be attached to the
original A schedule and marked in red, “continuation sheet”. Anend person nunbers to
11, 12, 13 etc.

Ensure that all codes to be punched have been ringed, this includes person nunber

relationship to HOH, age now, age at which full-tinme education was conpl eted, DSS
benefit unit nunber and DES unit nunber.
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Question 1 - Person Nunber

Check that the person nunmber of each househol d nenber has been ringed. Were a
continuati on sheet has been used, check that the person nunbers have been changed to
11, 12, 13 etc.

Person 1 is always the head of household. |If this is not the case or it is necessary
to change the HOH then ensure that person nunbers are anended on all the Schedul es.

Edi ting

The person nunmber cannot be anended on the printout or on a KL. |f any anmendnent is
necessary then refer to supervisor
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Question 2 - Relationship to HOH

Al menbers of the household should have been listed here. Check the household
conposition and refer to your supervisor any cases where the HOH appears to be unusual

eg:

a. The househol d consi sts of: HOH (aged 92 and senile), Son
Daught er-i n-Law, G andson and
G and- daught er.

b. The househol d consi sts of: HCOH (fenmal e aged 30),
Si ster (aged 35), Brother (aged 40)

In both these exanples the interviewer should have established “in whose nanme the
accommodation is owned or rented”, and called this person the HOH  The person entered
as HOH shoul d usual ly be accepted, but where it seens that another person is actually
the HOH, refer to your supervisor. Any change nmade to the HOH nust be based on

i nformation given not on guess work.

Code Rel ationship to the HOH fromthe frame below. Single code only

HCOH 0 (precoded)
Wfe or husband 1
Son or daughter (incl. stepson/stepdaughter) 2
Son-in-law or daughter-in-law 3
Fat her or not her 4
Fat her-in-law or nother-in-|aw 5
Brot her or sister 6
Grandson or grand-daught er 7
O her relative (eg niece, nephew, brother-in-Iaw,
sister-in-1law) 8
O her non-relative (including foster children) 9

Ring code 0 which is preprinted on the schedule. Enter and ring the appropriate code
inthe “"Ofice Use” colum (@) for each person in the househol d.

Foster children: Code 9 applies if a regular maintenance allowance is received froma
| ocal authority (see @5(a) - B schedule). Were a local authority allowance is not
received and the relationship falls into a group covered by codes 2, 6, 7 or 8, this

t akes precedence over code 9. (See also @ - paragraph on ‘foster children’)

Adopted children: These should be treated as own children (code 2). |If |egal adoption
i s going through but has not been finalised, treat as own children unless the parent is
in receipt of a local authority all owance for the children (see @5(a) - B Schedule) in
whi ch case treat as foster children (code 9).
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Cohabitees: |If two persons of opposite sex are not married but are living together
they are to be regarded as cohabiting. This includes persons who describe thensel ves
as common-| aw wi f e/ husband, fiancee, partner, girl-friend, boy-friend etc.

As with married couples, the male cohabitee is to be taken as the HOH but the fenale
shoul d be coded 9 (non-relative) at this question. Any children of hers not related to
the mal e cohabitee shoul d al so be coded 9.

If, however, the nale cohabitee is the son of the HOH, then he should be coded 2 and
his fermal e partner coded 9. Any children of hers related to the mal e cohabitee should
be coded 7. But, if the fermal e cohabitee is the daughter of the HOH, she should be
coded 2, her children coded 7, and her male partner coded 9.

Note that if there is one cohabitee in the household then there nust al so be anot her

cohabi tee of opposite sex. |If there is only one person in the household who is a
cohabitee (coded 3 at B) then that person nust be given their true marital status
(usual ly one of codes 4-7). A person cannot cohabit on his/her owmn! If in doubt,

refer to supervisor.

Edi ting

If codes 8 or 9 are ringed at @@ a print nmessage will appear. Check the relationship
given to see if it should be recoded to any of the other categories.

There will be various edit checks between relationship, nmarital status and benefit
unit. Check thoroughly that the information given is correct. Any change nade to any
of these colums nust be based on the information given not on guesswork.
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Question 3 - Contribution by a non-relative

If a person, who is a non-relative of the HOH (code 9 in the ‘relationship” colum),
contributes regularly to rent, rates or other househol d expenses, the interviewer
shoul d have ringed code 1 against the non-relative at Question 3.

If a person is a non-relative and code 1 has not been ringed this is acceptable but if

it is not certain whether the person is nmaking a regular contribution refer to
supervi sor.
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Question 4 - Sex

Check the description at 2 to ensure that each person has been correctly coded to nale
or female.
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Question 5 - Age

Check that an age has been given for each person. Estinmated ages can be accepted.
VWhere the age is less than 12 nonths, delete the original entry and enter 0. |If the
informant is aged 100 years or over, recode to 99. Ring the age.
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Question 6 - Marital status

Check that only one of codes 1-7 is ringed for each nmenber of the househol d.

Code 1 appl i es where both husband and wi fe are nmenbers of the household even if
one is absent at the tinme of the interview. See household definition on
page 4.

Code 2 applies to any nmarried person whose spouse is not a nmenber of the household

because he or she has a nmmin residence el sewhere. A wife coded 2 at B
shoul d al ways be coded 2 (wife of head of benefit unit) at .

Code 3 applies to cohabitees. This includes persons who describe thensel ves as
common- | aw wi f e/ husband, fiancee, partner, girl-friend, boy-friend etc.
Cohabiting takes priority over single, w dowed, divorced and separated.
(See al so paragraph on ‘cohabitees’ at Q).

Codes 4-7 apply to all unnarried persons (except cohabitees) who are single, w dowed,
di vorced, or separated (either legally or not), irrespective of age.

Code 4 applies to a single person
Code 5 applies to a wi dowed person
Code 6 applies to a divorced person
Code 7 applies to a separated person
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Question 7 - Current Full-tine education

VWhere Q7 applies check that only one of codes 1-9 has been ringed. Always refer to @
when checking this question to ensure that the type of school/education/institution is
consistent with the age of the household nmenber. |In particular note that a student
attending a private comercial college (ie. where fees are paid) eg. Pitnans/d arks
shoul d have been coded 7 if under the age of 16. Code 6 should have been ringed if
aged 16 or over.

Check also any entries covering full-tinme education of menbers of the household at (Ins.
126, 128 and 129 against the coding at this question. |If the paynents nmade for fees,
descriptions of grants, etc do not seemto agree with the coding at Q7 refer to the
supervisor. (But note that fees for a househol d nmenber could be paid by sonmeone
out si de the household, and also that Questions 128 and 129 refer to the last 3 nonths,
whereas the current situation applies here - QL26 does refer to the current situation).

In the absence of any notes or further information, the code ringed at Q7 shoul d be
accepted. |If the interviewer has noted the nane of a school and/or queried the code,
refer the schedule to the supervisor. (Do NOT code on a name of a school as this can
be m sl eading, eg a school described as “Ganmar” or “Hi gh” nay be a state school (code
5) or an independent school (code 7)).

Not es: 1. Children under 5, coded as receiving full-tinme education

A child under 5 years will normally be coded 1 at this question but
occasionally one nay be coded 2, 3 or 7. This should be accepted
unless the child is attending a day nursery/play group and not a
primary or nursery school. The type of education received should be
deci ded by whether the word “school” is nmentioned if recorded in the
D books or at QL29. Nursery classes and school s and pl ayschool s
count as prinmary schools but day nurseries and pl aygroups do not.
Children can attend nursery schools fromthe age of 2. Children who
do not attend school should be coded 1 even if they are nore than 5
years old. |If there is no reference el sewhere in the schedul es, the
entry at Q7 should be accepted.

2. Apprentices should not be coded as receiving full-tine education

3. Students on sandwi ch courses. Wen a person spends approxi nately
half the year as a full-time student and the rest of the tine as a
full-time worker, code according to the position at the tine of
i ntervi ew

4, Full-tinme students who are al so worKking
The appropriate education code should be ringed for any full tine
student who is also currently working, (eg part-tine work during
term or a vacation job) provided that he/she intends to return to
t he hi gher education establishnent the follow ng term

5. M ddl e school - treat as Secondary (Code 5) if aged 11 or over,
otherwi se as primary, code 3. |If private or independent then code 7.
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Edi ting

Code 8 (University) includes students who are either waiting to go up
to University or waiting for the results of “A” |evels before going
up to university.

Chil dren who are between schools (eg interviewed during sumer
hol i days): code the type of school they will be attendi ng next term

Codes 6, 8 9

Note that the code to be entered here is that which relates to the
type of establishnment being attended. So code 6 includes sixth form
tertiary further education colleges, colleges of technol ogy, code 8
covers universities only and code 9 pol ytechnics, colleges of art,

t eacher training.

The types of education will be checked agai nst the age of the respondent. Check that
the age and type of education is sensible, if there appears to be an error anend the
type of education not the age (unless there is conclusive evidence that the age is

wrong) .
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Question 8 - Age at which continuous full-tinme education conpleted
Check that an age or a dash has been entered for every househol d nmenber

VWere the person is under 16, where he/she is sixteen or over but has continued to be
in full-tine education, the coding columm will either be blank or contain a dash.

For all people who are no longer in continuous full-tinme education or who have | eft
education but returned to full tine study, an age shoul d have been entered. Ring the
age. Ignore fractions. Do not ring dashes.

Not es: 1. A person aged 16 or over in full time education with an age entered
at B should be assuned to have returned to full-tine education after
a break. Do NOT del ete the age

2. Where an age has obviously been onmitted, eg male aged 45 in full-tine
enpl oynment, |eave the coding box blank. There is no referral back on
this question.

3. Esti mat ed ages can be accept ed.

Edi ting

An al | owabl e range has been set up for this field of 10-28. Anything outside this
range will be printed out as a warni ng nessage to be checked. |f age appears to be
correct then no action is necessary.
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Question 9 - DSS Benefit Unit, Position within DSS Benefit Unit and DES Benefit Unit

1. DSS Benefit Unit (1st OFFI CE USE col umm)

Each househol d shoul d be divided up into DSS benefit units. A benefit unit may
consi st of: -

a. A married or cohabiting couple with dependent children in the household

b. A married or cohabiting couple with no dependent children in the household
C. A man or wonan without wife/husband in the household, but w th dependent

chil dren
d. One person only ie a man or wonan without wife/husband in the househol d

wi th no dependent chil dren.

VWhere there are children in the household they should be treated according to their age
and relationship to the HOH as foll ows: -

1. Chil dren under 16 shoul d al ways be coded as part of their parents’ benefit unit
provided the parents are in the househol d, otherw se they should be coded as part
of a responsible adult’s (norrmally the HOH s) benefit unit.

2. Children aged 16 years but under 19 should be coded as separate benefit units
unl ess they are living at honme and receiving full-time non-advanced education
(coded 4-7 at Q7) in which case they should be coded as part of their parents’
benefit unit.

3. Children aged 19 years but under 25 should be coded as separate benefit units.

4, Foster children (see next page).

VWhen all the DSS benefit units in the househol d have been established, each person in
the sanme unit should be given the sanme benefit unit nunber ie all nenbers of the HOH s
benefit unit should be coded 1, and all menbers of the 2" 3rd etc units should be

coded 2, 3 etc. Enter the benefit unit nunber in the first OFFI CE USE box in colum 9
and ring this nunber. Refer any doubtful cases to the supervisor

Jan 91



2. Position of each nmenber within the DSS benefit unit (2nd OFFI CE USE col um)
i Head of unit should be coded 1
Each unit nust have one and only one head.

Code 1 incl udes:

a. Children aged 16 years but under 19 who are receiving full-tine
hi gher education (coded 8 or 9 at Q7).

b. Children aged 16 years but under 19 who are receiving no full-tine
education (ie Q7 is blank)

C. Children aged 19 years but under 25.

d. Persons aged 25 and over are not regarded as dependents. They should

be coded 1 unless they are the ‘wife or cohabitee of head (see ii).
ii. Wfe or cohabitee of Head of the unit should be coded 2.

Awife will always be coded 2 if she is coded 1 or 2 at @ (narital status)
i e whet her her husband is a nenber of the household or not.

There may be nore than one ‘wife of head” in the household eg if the HOH
has a wife and his son has a wife and all are nenbers of the househol d.

A feral e cohabitee, who should be coded 3 at @, will always be coded 2 at
@. Her nmale partner nust be a menber of the household otherw se they
woul d not be cohabiti ng.
A worman who is single, w dowed, separated or divorced (codes 4-7 at @b)
will be coded either 1 or 3 at @ depending on her age and educati ona
status. She shoul d never be coded as ‘w fe of head
iii. Young dependents under 19 shoul d be coded 3.
Code 3 incl udes:
a. Chi l dren aged under 16 years.
b. Children aged 16 years but under 19 who are receiving full-tine
non- advanced education (coded 4 to 7 at Q).
Foster children
Foster children (regardl ess of age) who are covered by a |ocal authority naintenance
al  owance (See @5(a) - B Schedule) should be given their own benefit unit nunber
starting with 15 for the first foster child, 16 for the second and so on, up till 24.
Thi s nunber should be entered in the first OFFI CE USE col umm, and ri nged.

Each foster child is also regarded as the head of his/her benefit unit, so code 1
shoul d be ringed in the colum entitled: ‘Head of DSS unit’.

Foster children who are not covered by a |ocal authority naintenance all owance shoul d
be included in the same benefit unit as their foster parents.
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DES Benefit Unit (last OFFI CE USE col um)
This code identifies the parents or guardi an of student benefit units.

If the head of a DSS benefit unit has one or nore children living at hone
(usually this person will be the father of the children and al so the HOH) and the
children are

El THER - aged 16 years but under 19 and
- receiving full-time higher education (coded 8 or 9 at Q7)
- and therefore coded as a separate DSS benefit unit

R - aged 19 years but under 25 and

- receiving full-time non-advanced or higher education (coded 4
to 9 at Q7)

- and therefore coded as a separate DSS benefit unit.

then enter and ring 1 in the father’'s box in the last OFFI CE USE colunm or in the
nother’s box if she is the head of her benefit unit (ie if the father is not a
nmenber of the househol d).

If there is nore than one child in the household who falls into one of the two
cat egories nentioned above and these children have different parents who are al so
in the household enter and ring 1 against the father of the first child and 2
agai nst the father of the second child.

Again, if the father of the first child is not a nmenber of the household enter
and ring 1 against the nother. Similarly, if the father of the second child is
not in the household enter and ring 2 against the nother

For DES purposes the term‘children’ can apply to:

children )
foster-children )
grand-chi l dren ) of the HOH who are not narried
nephews and ni eces )

If the HOH has grand-children or nephews or nieces in the household and the
parents of these children are not nmenbers of the household, the HOH will be
acting as their ‘guardian’. |In this case, enter and ring 1 against the HOH |If
it is not clear whether the parents are in the household refer to supervisor

Not es 1. If the child is narried then, for this purpose, the parents or
guardi an are no |longer regarded as being responsible for the
child, so do not enter 1 against them

2. I n househol ds where the parents or guardian are not present
eg househol ds contai ning students only, then do not enter 1
agai nst the HOH



Exanpl e
The HOH has a son aged 18 at university and a foster-daughter age 21 at a pol ytechnic.

The HOH al so has a nephew aged 19 at secondary school but it appears that only his
not her (the HOH s sister) is in the househol d.

Al'l these persons are nmenbers of the sanme household and the children are Iiving at
hore.

Procedure: enter and ring 1 against the HOH and 2 against the HOH s sister.
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There
(code

1
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on 10 - Spender/ Absent Spender
on 11 - Diary Records received

are two columms at QLO: one for spenders (code 9) and one for absent spenders
2).

Spender s

A spender is a person aged 16 or over who has spent noney during the record-
keepi ng peri od.

For each spender - check that:
(i) Code 9 is ringed at QO
(ii) Code 1 is ringed at QL1
(iii) The B schedule is present

(iv) Adiary is present - if there is expenditure in one week but not in the
other do not conplete a ‘N | Expenditure sheet.

Non- spender s
A non-spender is a person aged 16 or over who has not spent any noney during the
record- keepi ng period. This may be because the person is nentally incapable or
senile. A note to this effect may appear at the bottom of the front page or on
P. 68 of the A schedule.
For each non-spender - check that:
(i) Code 9 is ringed at QO )

)
(ii) Code 1 is ringed at QL1 ) as for spenders

)
(iii) The B schedule is present )
Then conplete a ‘Nl Expenditure’ sheet (one sheet will cover the whole of the
record- keeping period). |If the diary, even though it contains no expenditure,
has been returned, it should be renoved fromthe budget.
Absent spenders
An absent spender is a person aged 16 or over who is living away from honme for
t he whol e of the record-keeping period. The person nmay be working away from
hone, in hospital or on holiday. A note to this effect should appear at the
bottom of the front page or on P.68 of the A schedul e.
For each absent spender - check that:
(i) Code 2 is ringed at QO
(i1) QL1 is blank

(iii) The B schedule is present

(iv) No diary is present - if the diary has been returned, renove it fromthe
budget. Do not conplete a ‘N | Expenditure sheet.

Further instructions concerning absent spenders are given at @ (code 7) and (65
and 66 - B schedul e.



4, Persons aged under 16

QL0 and QL1 should be blank and no ‘B schedule or diary should be present.
Persons aged under 16 are only covered in the B Schedule from Q75 onwards.

Edi ting

When a diary is keyed, the data for both weeks are occasionally nerged i nto one week
(usually week 1) so that data for the other week are missing. Wen this happens an
error nmessage appears on the Validation Error Report. |If there is no expenditure in
the week for which data are missing, then the error should be over-ridden. |If,

however, there is expenditure in both weeks then delete the conplete diary for that
person using a K18 and send it to Runcorn for re-keying, using a K17. Each week shoul d
then be keyed separately.

An error nmessage will also appear if a diary is present when it should not be, as in

the case of a child or an absent spender. Check whether the person should have a diary
and if not, delete the conplete diary using a K18.
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Question 12-16 - Accomobdati on
Definitions

1. Addr ess: This is the address sanpled fromthe postal address file. It
can cover a whole building, a flat in a purpose-built block of
flats, or flat/rooms in a converted house. A house which has
been converted into 2 or nore flats may be sanpled as a
conpl ete building, in which case the address covers all units
of acconmodation in that building. In a simlar converted
house one flat only nmay be the sanpl ed address, in which case
that particular flat is the unit of acconmpbdati on and
househol ds in other flats should not be interviewed.

2. Rat eabl e Unit: This is a flat (purpose built), group of houses, a whole house,
or part of a house which is assessed separately for rating
purposes. |In nost cases the address and rateable unit will be
the sane. In sone cases the sanpled address will cover nore
than one rateable unit, and in other cases the sanpled address
may be only part of a rateable unit.

A full description of the rateable unit covering the household
is given at Q 143 and the nunber of roons occupied by ot her
househol ds in the rateable unit is given at QL5.

3. Accommmodat i on: This is the total nunber of roonms (including roons used solely
for business purposes) which the household either owns, rents
or occupies rent-free, irrespective of whether any part is sub-
[ et or not.

Edi ting

If answer to Q12 or Q15 is ‘Yes' a print nmessage will appear. Check carefully to see
whet her GRV and NRV (at Gs.141 and 142) need abating. Also other questions such as
rates and water rates paynment may al so need abating. Wen abatenent is carried out
because of multi households or roons not part of the domestic accommodation, it should
be done on the basis of number of roonms used by household as a proportion of rooms in
the rateable unit. Shared roons count as 1/2 a roomif shared with one other

househol d, 1/3 roomif shared with two ot her households etc. Any abatenent for nulti-
househol d accommopdati on should be carried out before any business expense abatenent.

Al'l nulti-household abatenents should be carried out on a K1, using Action Type 1

If there are any ‘other’ roonms which are used solely by the househol d, shared or
let/sub-let a print nessage will appear. Check the description of the roomto see if
it should be reclassified as a bedroom 1iving room etc.
I ncl ude as bedroons:

- attic bedroons and box roons (provided they have a wi ndow or skylight)

Include as living roons:

- sun | ounges and conservatories (provided they are used throughout the year)
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I ncl ude as ‘other’ roons:

- utility roons

- roons |less than 6 feet square

- shower roons (unless the acconmodati on does not have a bat hroon
- roons/attics without a wi ndow or skylight

- cellars

Sub-l et Property

If an informant sublets part of his property but pays rates on all of it, his rate
paynment mnust be abated in proportion to the nunber of roons sublet, (see notes at
(>xs.141-142) on the assunption that the rent paid by the sub-tenant will include an
anmount for rates. This sanme anount nust al so be subtracted fromthe rent received at
Q63 ‘B schedule of the informant. The rent paynment shown in the sub-tenant’s
schedule will not be abated.

I f, however, the sub-tenant pays his rates to the infornmant separately fromhis rent,
abate the informants’ rates questions only. |In other words, rents, rates and rateable
val ue shown on the sub-tenants’ schedul e should be deleted fromthe informant’s
schedul e.

If the sub-tenant does not pay rent or rates (eg a nother living in her son’s property)
the total rates should be coded on the sub-letting infornmant’s schedul e and none on the
sub-tenant’s schedule. However, NRV is still proportioned between the sub-letting
househol d and the sub-tenant.

When rates are abated, all rates should be abated ie donestic, water and sewerage.

The abat enents shoul d be carried out on a K1, using Action Type 1
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Question 17-28 - General notes on housing benefits

Under the Social Security and Housing Benefit Act 1982, local authorities are required
to operate schenmes for granting rent rebates to council tenants, and rent allowances to
private tenants (including occupants of shared or hostel accomodation) in furnished or
unfurni shed acconmodati on. These schenes, together with the rate rebate scheme (N
Ireland only), are known as the Housing Benefit Schene. The schenes operated nust be
no | ess generous than a nationally formul ated schenme but authorities have discretion
within certain cost linmts, to nake their schemes nore generous if they wi sh.

Simlarly, under the above nentioned act, councils in N Ireland are required to
operate a rate rebate schene for people who pay rates for their hone. This includes
owner occupiers, council tenants and private tenants. A rating authority can draw up
its own schene provided that it is no |l ess generous to anyone than the statutory schene
and that its total costs are not nore than 10 per cent greater than that of the
statutory schene

From April 1988, people on |Incone Support are entitled to housing benefit covering up
to 100% of their eligible rent (less deductions if there are non-dependents living with
them), and up to 80% of their rates (N. Ireland only). They are also entitled to 100%
rebate on anenities such as heating and lighting if these are included in the rent.

If an informant is rented accommpdati on (codes 1-4 at Q 17(a)) is receiving a rent
rebate, this should be shown at Q 22.

In N. Ireland only, if an informant in rented acconmodati on (codes 1-4 at QL7(a)), or

as an owner occupier (codes 5-7 at QL7(b)) is receiving a rates rebate, then the
details should be shown at Q7/28
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Question 17 - Tenure

It is inmportant that QL7(a)-17(c) are correctly coded. The question applies to al
househol ds. Check that one of the codes X, Y or Z has been coded and that the correct

signposting to part (a), (b) or (c) has been followed. |If the question has not been
answered then check the answers to Q19-28 and B3-42 for sone indication of the correct
coding to be applied. |If in doubt, refer to supervisor

If an informant’s tenure situation is changing, use the |last definite information
avai l able. For exanmple, if he has just started to buy a council house which he
fornmerly rented, he should be coded as a renter (code 3 at 17(a)) not an owner
Question 17(a) - Accommodation rented

Question applies if coded X at main. Check that one of codes 1-4 has been ringed.

Code 1 i ncl udes Scottish Special Housing Association, Northern Irel and
Housi ng Executive

Code 2 i ncl udes all other housing associ ations

Codes 3 and 4 include charitable organisations and housing trusts.

If a property goes with the job of anyone in the household but rent is being paid for
that accommodation it should always be coded 3 or 4 even if it is a council property eg
shops, school caretaker’s acconmodation, farmrented fromthe council. This is because
t he accommodation, when it is vacated, will not be available to those on the counci
waiting list. This does not apply where council property is rented and one roomis
used solely or partly for business (eg insurance agents).

Question 17(b) - Accommopdati on owned

Question applies if coded Y at main. Check that one of codes 5-7 has been ringed.

Code 5 - Mdrtgage or |oan

This includes a nortgage to buy the freehold of |and on which the house is built.

Code 6 - Rental purchase and co-ownership

Rental purchase is a scheme where accomodation is being purchased on a hire purchase
schenme. The schene allows the buyer to claimtax relief (and, if unenployed, incone
support) on interest.

Co-ownership is a schene where paynents cover both a nortgage and a rental conponent.
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Question 17(c) - Accommopdation neither rented nor owned

Question applies if coded Z at main. Check that either code 8 or 9 is ringed. |If code
9 is ringed accept at this stage, it will be dealt with at the editing stage

Not es: 1. Accommodation is treated as rent free if one of the follow ng
conditions is satisfied:-

(i) Accommodation is provided rent free by an enpl oyer, or by an
organi sation to a self-enployed informant, provided that the
normal activities of the informant are to further the cause of
the organisation. This condition will normally apply to Church
of England clergy and other ministers of religion. |If the rent
paid by the enployer is known, ignore the anount paid.

(ii) Accommopdation is owned by sonmeone outside the household (other
than an enpl oyer) who provides it rent free.

(iii) Accommopdati on where an unknown rent is paid by soneone outside
t he househol d (other than an enployer) who provides it rent
free.

2. Accommodation is NOT treated as rent free if a known rent is paid by
soneone outside the househol d (other than an enpl oyer).

In such cases it should be treated as rented and the follow ng action
shoul d be taken:

(i) Q 17 shoul d be recoded X and 3 at 17(a) unless Council, housing
associ ation or “other furnished”, when it should be coded 1, 2
and 4 respectively.

(ii) If the household is given the noney to pay the rent/rates
(N. Ireland only) -

a. enter rent at Ql9, rates at (6.

b. the total anount given should be entered at QL38. If it
does not appear there, enter it

(iii) If the household s rent/rates (N. Ireland) are paid direct by
someone outside the househol d,

a. do not enter rent/rates (N Ireland) at QL9 and Q26

b. the total anpunt paid direct should be entered at QL39.
If it does not appear there, enter it.

3. N. Ireland acconmodati on which is ‘rent free’ may al so be ‘rates
free’ but this is not necessarily the case.
Edi ting

A print nessage will appear if Q17(c) is coded 8. Refer to the notes above on the
definition of ‘rent free’ and recode where possible.

An error nessage will appear if Q17(c) is coded 9. This nust be recoded, if in doubt,
refer to supervisor.

Jan 91



Questi
1

Not es:
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on 19 - Rent

The general term‘rent’ nmay cover rent only or it may include a conbination of
rates, (N Ilreland), conmunity charge, water rates, comunity water charge and
various other services (see also Q 23-31).

The ‘rent only’ situation usually applies to tenants living in housing
associ ati on accommodation or privately rented accomodati on where the
rates/conmmunity charge, water rates/comunity water charge are paid separately
fromthe rent. The ‘rent, rates/conmunity charge, water rates/comunity water
charge’ situation usually applies to local authority tenants.

The armount which should be entered at Q19 is the total ‘rent’ paid after any
rebates. This total therefore, will not only include rent but it should al so

i ncl ude rates/community charge, water rates/comunity water charge and services
if these are normally included in the ‘rent’.

If a 100%rent rebate is received but rates and water rates etc are paid
separately, then code 9 should be printed at QL9 but the anobunt box shoul d be
blank. Note that in this case the period code (@Q0) and the rent holiday (Q 21)
shoul d al so be bl ank

If a 100%rent rebate is received and the rates and water rates, etc, are
normally included in the rent, then code 9 should be ringed at QL9 and the rates
and water rates etc paid should be entered in the anount box. (Renenber that the
maxi numrates rebate allowed is 80%.

Do not abate the rent shown at QL9 because of any rent rebate, or rent plus rates
rebate (N. Ireland) which has been included in the rent. This would occur if the
rent shown at QL9 was before deduction of the rebate (code 1 at Q2(d)(i)).

Similarly, do not abate the rent shown at QL9 because of a rent holiday.

1. Rent (or rent and rates in N. Ireland) for garage

If the interviewer has noted that rent includes an el enment for
garage, whether on the premnises or for a garage el sewhere, accept at
thi s question.

2. Rent arrears

If shown, the rent arrears should be accepted. However if @1
indicates that there is a rent holiday this needs to be applied
manual |y but only to the normal rent paynment not to the arrears.
Carry out the calculation, entering the new figure at QL9. Delete
the rent holiday at @1(a) and anend 21 to 2.

Renenber that any entries at @Q@2(a) and @3 al so need to be adj usted.
If rent in N Ireland includes rates, then an adjustnent nust also be
made to any entries at Q7(a)(i) and @8(a).

The factor to be used in any rent holiday calculation is

52 - Rent holiday
52



Question 19 - Rent (continued)
3. Transiti onal paynents

If a transitional paynent has been included in the rent and the
amount is known, transfer it to @3(c), B schedule. |If the amount is
not known, leave it in the rent.

4. Communi ty charge/ conmunity water charge included in rent

The conmunity charge applies to England, Scotland and Wal es, but the
conmunity water charge applies in Scotland only and at QL9 covers
primarily the minority of people - transients, etc. - who pay

col l ective comunity charge and coll ective comunity water charge
Most renters in Scotland pay personal conmunity charge and persona
conmunity water charges as a separate anount to their |oca
authority, not as part of their rent, although occasionally a |oca
authority may all ow pensioners and others to have their persona

charge included in their rent. |If comunity water charge is included
inrent in Scotland and the anmount paid is not known, refer to RO for
i mput ati on.

Because Ql9(a) is being keyed, no nmanual adjustnent of the rent at
QL9 is now required
Edi ting
Pl ease refer also to the notes given on the previous page.
If both boxes at QL9 are blank and there are no interviewer notes indicating the anount
of rent paid or that a 100%rent rebate is received, then the rent nust be inputed.

The inputed val ue should be entered on a KL. Refer to supervisor for inputation

Cl PFA tabl es should be used for inputing rent.
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Question 22 - Rent rebate
1. If the rent does not include rates

Any rent rebate received should be entered at @@2(a), the period code at Q2(b)
and code 1 ringed at Q2(c).

2. If the rent includes rates (N. Ireland only)

i If the rent and rates rebates are given separately or there are interviewer
not es whi ch enable the rebate to be split into its rent and rates
conponents, then enter:-

- rent rebate at Q2(a)
- rates rebate at @7(a)(i) - or @28(a) if a lunmp sumis received
- ring code 1 at Q2(c)

If the rent and rates rebates have already been entered at these questions, it is

very inmportant to ensure that only the rates conponent is shown at the rates

guestions. So if the amount entered at Q7(a)(i) or 28(a) is the sane as that
shown at R2(a) (ie the rent rebate has al so been included with the rates rebate)
then the figure at Q7(a)(i) or @8(a) nmust be deleted. An error nessage will
appear if the two figures are equal. |If there is any doubt about the action to
be taken refer to supervisor. (See also note 2 at Q7/28).

ii. If the rebate cannot be split into its rent and rates conponents
enter:

- total rebate at Q2(a)

- | eave Q@7(a)(i) or R8(a) blank but ring the DK code
- ring code 2 at Q2(c)

(See also note 3 at Q7/28)

Note if rebate is deducted fromlast rent paynment (QR2(d) is coded 1) and rent includes
rates (@5 is coded 2) then @7(a) should be coded 1

If rebate is given back as a |unp sum (22(d) is coded 2) and rent includes rates (@5
is coded 1) then @8 should be coded 1. Check these and anmend if necessary.

Edi ting
Pl ease refer also to the notes given above

If Q2(a) is blank an error nmessage will appear whether the DK code is ringed or not.
Do not amend the DK code.

If there are no interviewer notes indicating the total anount of rebate received then
the rebate nust be inputed. The inmputed value should be entered on a KL. Refer to
supervisor for inputation

‘DSS Housing Benefit Entitlenent’ tables should be used for inputing rent rebate.
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Question 23 - Services included in rent

Edi ting

A print nessage will appear if the rent includes an elenent for services. Check
whet her the services should be included here or not. |f they should not then deduct
that elenment fromthe rent and transfer to the rel evant question. See notes bel ow.

1. If the rent includes an elenent for structural or contents insurance delete this
fromthe rent and transfer to Q45.

2. If the rent includes an elenent for TV |licence delete this fromthe rent and
transfer to B2 as an annual equivalent figure.

3. Renenmber to adjust any anmounts for period code differences before transferring
t hem
4, If rent holiday applies to any rent paynent, adjust the amount of services

included in rent to be transferred to another question by the fraction

52 - Rent holiday
52

5. Local authority budgeting schenes

Sone | ocal authorities run a budgeting schene for their tenants in which a
proportion of their electricity and/ or gas charges are included in the rent
paynments. Note that these are not the sane as the board budgeti ng schenmes run by
the electricity and gas boards.

If an element for fuel has been included in the services (@3) it should be
deducted fromthis question and also fromthe rent (QL9) and transferred to

@4/ 72. Code 4 should be ringed at @2(a)/70(a). If an anmount has al ready been
entered at @4/ 72 the fuel elenent at @3 should still be transferred unless it
is clear froman interviewer’'s note that it has already been included at these
guestions or the two anobunts are the sanme. (See also note 12 at Q@62-77).

If a fuel elenent has been included at 23 but the anbunt is not known, it should
be i mputed using current gross weekly household i ncone. The inputed anobunt
shoul d be deducted from QL9 and @23 and transferred to 4/ 72 (as described in
the previous paragraph) - unless it is clear that it has al ready been included at
t hese questions. Code 4 should be ringed at Q2(a)/70(a).

If the rent becones negative or there is a rent rebate, refer to supervisor
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Gas/electricity charges included in rent or service charge (QL9 and 23)
(excl udi ng budgeting schenes run by a local authority - see note 5).

(i)

(ii)

Heat i ng

If heating is supplied froma central source, as in a block of flats, and
it isincluded in the rent (QL9 and 23), do not delete the anmount shown at
these questions. This is where these charges should be entered. |If the
anount is not known | eave the question blank - do not inmpute it. (Note -
if heating is included in the rent, it will usually be supplied by gas).

Check that the relevant code is ringed at Qr9(a). |If the type of fuel is
not known then check that code 6 is ringed (Qher/DK fuel).

Cooki ng/ Lighting etc
If the amount is known.

If cooking or lighting charges are included in the rent (QL9 and @3),

del ete the amount shown at these questions and enter it at the questions on
electricity/gas supply (Pages 20-21 or 22-23 respectively). Amend the main
guestions (B2 or Q70) if necessary. |If the charge was included in the
rent deduct this anount fromthe rent payable (QL9 and @3).

If the anpbunt is not known and DK has been entered.

If the anpbunt is not known (ie ‘DK has been entered) inpute the anpunt
based on current gross weekly household i ncone and enter it at the
guestions on electricity/gas supply (Pages 20-21 or 22-23 respectively).
Amend the main questions (@2 or Qr0) if necessary. |If the change was
included in the rent deduct the inputed anpbunt fromthe rent payable (QL9).
If the anpbunt is not given and no ‘DK has been entered.

Refer to RO



Question 24 - Water and/or sewerage rates included in rent

This question applies to renters in England and Wales only. In Scotland, water rates
have been superseded by the comunity water charge and in Northern Ireland it is not
possible to split water rates fromrates.

For acconmodati on where water and/or sewerage rates are included in the rent at QL9,

t he new subsi diary question Q4(a) is concerned with connections to the mains water
and/ or mai ns sewerage supply.
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Question 25 - Rates included in rent (N. Ireland Only)

Thi s question applies to households living in rented accommodation in N. Ireland, ie
those coded 1-4 at Ql7(a), A schedule.
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Question 26 - Domestic rates (N. Ireland Only)
Thi s question applies to households who own their acconmodation or have it rent free
and to those househol ds who pay rates separately fromtheir rent, ie those coded 5-8 at
QL7, A schedule and those coded 2 at @@5.
1. Rat es not yet paid at sanpled address

The rates should be inputed according to the nethod described at ‘Editing’

2. Arrears

Where the interviewer has noted that there is a paynent of arrears included in
the last rates paynent, this should be accepted.

3. Dust bi n char ge
If given separately, add to the rates anobunt at 26 on an equi val ent period
basi s.

Edi ting

Do not abate the rates shown at Q@6(b) because of any rates rebate which has been
included in the rates.

If the rates are not known they should be inputed on a Kl using the fornula:
NRV (Ql42) X donestic rate poundage
The poundages can be obtained fromthe local authority rates poundage file.
I f soneone outside the household, other than an enployer or the DSS, pays the rates

direct to the local authority (see QL39, A schedule) then ring code 2 at 26 and del ete
any entries at @26(a) and @6(b).
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N lreland Only
Question 27 - Rates rebate deducted fromlast rates/rent payment

Question 28 - Rates rebate refunded as a | unp sum

1. Any rates rebate received should be entered at Q7(a)(i) - or @@8(a) if a lunp
sumis received. This applies whether the informant is a renter or an owner
occupi er.

2. If the informant is a renter, it is very inportant to ensure that only the rates

conponent is shown at these questions. So, if the ambunt entered at 7(a)(i) or
@8(a) is the same as that shown at @@2(a), A schedule (ie the rent rebate has

al so been included with the rates rebate) then the figure at Q7(a)(i) or @Q8(a)
nmust be deleted. An error nessage will appear if the two figures are equal. |If
there is any doubt about the action to be taken refer to supervisor. (See also
note 2(i) at @2).

Edi ting

Pl ease refer also to the notes given above

1. If Q@7(a)(i) or (®8(a) are blank, then no inputation is required.

Check that:
Q7 Q8
27 - is coded 1 28 - is coded 1
27(a) - is coded 1
27(a) (i) - anmount box is bl ank 28(a) - anmount box is bl ank
27(a) (i) - DK code ringed 28(a) - DK code ringed
27(a) (ii)-(iii) are bl ank 28(b) - (d) - are bl ank

2. If a rates rebate has been entered at @7(a)(i) or @8(a) then the conpletion of
t he renmai ni ng questions should follow the sign-posting on the schedule, therefore
the DK codes should be blank. |If a rates rebate has been entered with the DK

code ringed, this will be auto-corrected.

3. The figure which should be entered at @28(a) is the total rates rebate received
during the last 12 nonths, so the period code will nornally be 8. If, however,
the amount relates to a different period this should be accepted unless it is
clear frominterviewer notes that this was, in fact, the total anobunt received
during the last 12 nonths, in which case the period code should be anmended to 8.

4. A print nessage will appear if a household has received nore than one rebate
during the last 12 nonths. |In this case, the rebates received shoul d be entered
in the margin. Add all the rebates together and enter the total anmount at
Q28(a) .

1B\ HHLDSCHD. 2
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Question 29 - Acconmobdati on connected to mai ns sewerage/water supply
This question applies to all households in the UK, ie all four countries, except for

those with rented acconmodati on in Engl and and WAl es where water and/ or sewerage rates
are included in the rent at Q19.
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Question 30/31 - Water and sewerage rates (England and WAl es only)
These questions apply only to households in England and Wal es who are connected to the
mai ns sewerage or water supply (codes 1-3 at @9). |If the household rents its
acconmodati on, @O0/31 will apply only if water and/or sewerage rates are paid
separately fromthe rent (code 2 at @4).
If either water and sewerage rates are paid together or if only water rates or sewerage
rates are paid al one, paynents should appear at B1l(a). From 1991, the whole of the
wat er and sewerage rates question is being keyed, and no manual cal cul ati ons are now
required.
1. Water rates not yet paid at sanpl ed address

The water rates should be inputed according to the nethod described at ‘Editing’
2. Arrears

Where the interviewer has noted that there is a paynent of arrears included in
the I ast water rates paynent, this should be accepted.

3. Met ered water for donestic purposes only

Charges nmade via a water neter should be treated as water rate paynents. Accept
what is paid at @BO(b)/31(a).

4. Punpi ng water froma well
If it is noted that a paynent is made to the Electricity Board for punping water
froma well, this should not be shown at B0/31 but added to (62-69 as
appropri ate.

5. Land drai nage rates

Land drai nage rates should be included in the water rates at @BO(b)/31(a). |If
they occur in the diary, code as 904.

6. Cesspit charge

A paynent for enptying a cesspit or septic tank should not be accepted at Q30/31
but code as 799 in the Diary if paid during the record-keeping peri od.
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Question 30/31 - Water and sewerage rates (England and Wal es only) (continued)

Edi ting
1. Do not inmpute the water rates if they are paid as part of the rent or part of the
rates.

If the water rates are not known they should be inputed on a K1 using the
formul a:

NRV (Ql42) x (water rate + sewerage rate + environmental rate)
poundage poundage poundage

+ Water standi ng charge + Sewerage standi ng charge.

If the acconmodation is not connected to mains water (Q9), do not include water
rate poundage or water standing charge in the above cal cul ation

The poundages etc can be found in the local authority rates poundage file.
2. I f soneone outside the household, other than an enployer or the DSS, pays the
water rates direct to the Water authority (see QL39) then @9 should be answered,

but delete any entries at B0 (b) and B1(a), and override the error at a later
edit.
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Question 32 - Paynents nmade on accommodati on

This question applies to all households in the UK who own their accomvpdation ie those
coded 5-7 at QL7(b).

Edi ting

If code 1 is ringed at B2 a print nessage will appear. Check whether the charges
shoul d be entered here or transferred to another question. See notes bel ow

Not es: 1. Central heating oil If this is included as a part of a regular
mai nt enance charge the anount for central heating oil, if given
separately, should be transferred to @B0(a). If it is not given

separately, it should be inmputed using current gross weekly househol d
i ncome. The inputed anmount shoul d be deducted fromthe total anpunt
shown at this question and a three nonthly equival ent entered at

Q80( a).

2. Central heating maintenance charges |If included in the service
charge, and can be identified separately, should be deducted from 32
and transferred to QLO1

3. Private road construction charges Delete and code as 221 in the
Diary if paid during the record keeping peri od.

4, Private road repair charges Delete and code as 947 in the Diary if
paid during the record-keeping period. Any paynents made in the |ast
12 nmonths should be transferred to QLO3 - A schedule, if not already
shown there

5. Garage rent and rates (if given separately) Delete and code as 545
in the Diary if paid during the record keeping peri od.

6. If structural insurance is included in the service charge, this

shoul d be deleted and transferred to Q45 - A schedule if the anount
can be identified.

1B/ HHLDSCHD. 4
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Question 33-44 - Mrtgages

Principal/Capital: This is the anmount borrowed. For exanple, a house costing £50, 000
with a 90% nortgage woul d nean that £5,000 is paid as a deposit and £45,000 is
borrowed. The £45,000 represents the principal/capital

Interest: The interest is paid on the anount borrowed over the period for which the
amount is borrowed. The interest is paid to the person |ending the noney.

Interest and capital/principal nortgage

This is the normal type of nortgage taken out froma building society or |oca
authority. At the sane tinme that the noney borrowed for the purchase of the house is
being repaid, interest charged on the outstanding amount is paid, so that paynents in
any one year consist partly of repaynments of the original loan (the principal) and
partly of interest. Both principal/capital and interest are paid to the organi sation
[ ending the noney. Nornally nore interest would be paid when the nortgage is first
taken out. This would gradually decrease until at the end of the period it is mainly
principal/capital that is being paid off.

Interest only nortgages
1. Endownent nort gage

Where a nortgage of this type is taken out, the “principal/capital” part is in
fact normally covered by an endowrent policy, premunms for which are paid to the
I nsurance Conpany. The interest is nornally paid to a Building Society.

When the endowrent policy nmatures, the anmount is paid out to the organisation
providing the nortgage, not to the person who took out the policy, so that it
cancel s out the principal/capital (the anmount originally borrowed). In other
words, until the policy matures, the principal of the original nortgage remains
out st andi ng and the nortgagee pays interest only to the nortgage conpany plus
prem unms on the endownent policy to the insurance conpany.

2. Pensi on Mort gage

A pension nortgage is sinmlar to an endownent nortgage but is available only to
the self-enployed and to those who are not nenbers of a conpany pension schene.
Interest only is paid to the I ender and contributions are paid to a pension plan
which is designed to repay the nortgage on retirenent. |In addition, it is
necessary to arrange a separate term assurance policy designed to repay the
nortgage if the borrower should die before the end of the nortgage term

(i) Al'l Pension Mrtgages

@4 shoul d be coded 3 and B7 should be coded 2 (a pension nortgage is not the
same as one covered by an endowrent policy). The words ‘pension nortgage should
be witten beside any entry at 48.

(ii) If each of the three conmponents is known and each is paid separately

The interest paynent to the | ender should be entered at B35, the contribution to
the pension plan at Q48 and the assurance policy prem umat 49.
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(iii) If each of the three conponents is known but the interest paynent and the
assurance policy preniumare paid together

The conbined total for these two itens should be entered at @B5. The assurance
prem um shoul d be entered at 44 (not at 49) and the contribution to the pension
plan at Q48. The reason for entering the assurance premumat 44 is because it
is sinmlar in purpose to a nortgage protection policy.

(iv) If the interest paynent and the assurance policy prem umare paid together
but the amount paid for each is not known

The conbi ned total should be entered at B5. The assurance prem um shoul d be
i mputed (see figures at 44) and entered at 44 and the contribution to the
pensi on plan at (8.

(v) If none of the three conponents is known the conbined total should be
entered at (B5.

Mortgage to an insurance conpany for an annuity.

Owner occupiers aged 70 or over can nortgage their house to an i nsurance conpany

for an amount of noney which then becones the capital for an annuity. Qut of the
annuity the recipient pays interest. Code as an ‘interest only' nortgage (code 1
at B4) froman insurance conpany.



Questi
1
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on 33-44 - Other types of purchase
Rent al purchase schene (code 6 at QL7(b))

This is a nmethod of buyi ng accommpdati on over a nunber of years on hire purchase
ie a deposit is paid and then nonthly rental paynents are nade for an agreed
period. At the end of this period a noninal “purchase” paynent is nade. This
type of purchase is arranged by special finance conpanies.

The schene allows the buyer to claiminconme support if unenployed and tax relief
on the interest paid.

@3 should be coded 5, unless the source clearly indicates that one of the other
codes is nore appropriate, B4 should be coded 2 and the rental paynent entered

at (@838.
Co- ownershi p schene (code 6 at QL7(b))

Under this schene the househol der pays a nortgage and a rent on the sane
property. Usually, about half the total anount paid goes towards the nortgage
and hal f towards the rent. Schemes of this kind occur in Northern Ireland and
may al so be found el sewhere in the UK

@3 should be coded 5, unless the source clearly indicates that one of the other
codes is nore appropriate.

In a co-ownership scheme, B4 may be coded 1 or 2, although it is nore likely
that the nortgage paynment will cover both interest and capital

The nortgage paynent should be entered at the appropriate question (@1 or 34)
but the rent paynent should be deleted. |If the rent is not given separately
enter the total anpbunt at @5 or 38 as appropriate.

Local authority conbi ned nortgage and rent schene (code 6 at QL7(b))

This schene is designed for househol ders who are purchasing a property froma
| ocal authority. As in the co-ownership schene, the househol der pays a nortgage
and rent on the sane property.

@3 shoul d be coded as ‘local authority’.

As in a co-ownership schenme, B4 nmay be coded 1 or 2, but it is nore likely that
t he nortgage paynent will cover both interest and capital

The nortgage paynent should be entered at the appropriate question (@5 or @8)
but the rent paynent should be deleted. |If the rent is not given separately
enter the total anpbunt at @5 or (B8 as appropriate.

There are other types of nortgages but these will nornally be variations on the
above eg interest only nortgages froma solicitor where the principal is covered
by i ncone from stocks and shares that are held by the solicitor as a security, or
loan froma relative, friend or enployer where no interest is charged.



CGeneral notes on nortgages

1. More than one nortgage held for purchase of sanpled address: |If nore than one
nortgage is held, the source at B3 and the coverage of the |ast paynent, @34,
shoul d refer to the largest nortgage. Al paynments in respect of any nortgages
shoul d be entered though. This neans that it is possible to have entries at both

35 and B8

2. Loan for deposit: Wiere a |loan has been taken out for the deposit on the sanpled
address, this should be treated as a nortgage. (See note 1).

3. If, in addition to the initial nortgage, one or nore top-up nortgages have been
obt ai ned for the purchase of the sanpled address then, provided they are of the
same type, the nortgages should be conbined. Adjust for period code differences
i f necessary, before conbining the anpbunts. This applies to an “interest only’
and an ‘interest and capital’ nortgage.

4, Mort gage taken out for a purpose other than purchase of the sanpl ed address:
If the informant has taken out a second nortgage for house
i mprovenent/enl argenents, or any other reason, these should not be accepted here
but transferred to Q5 (if not already shown there). |If this is the only
nortgage the informant has then the coding at QL7 should be changed to 7 (owning
outright) and all details at (B3-44 deleted and transferred to (O5.

5. A nortgage for a second dwelling or a house to be noved into should be del eted

and coded in the Diary (216 and 221 respectively) if paid during the record
keepi ng peri od.
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Question 33 - Source of nortgage
Check that only one of codes 1-5 is ringed.

Code 1 includes cases where the nortgage is financed by a building society, but an
endowrent policy is taken out to cover repaynment of principal

Code 3 includes cases where the nortgage is financed by a bank, but an endowrent policy
is taken out to cover repaynent of principal

Code 4 includes cases where an individual receives a |loan froman insurance conpany
based on an insurance policy already held.

Code 5 includes nortgages from Friendly Societies, private |oans, |oans from enpl oyers
(unl ess the enployer is a building society, local authority, bank or insurance conpany)
and | oans from finance conpani es.

Not e: 1. The interviewer may have multi-coded because the i nformant has nore

than one type of nortgage. |If this is so the code to be entered here
is that which covers the |argest nortgage. Delete all other codes.

Edi ting

If code 5 is ringed at B3 a print nessage will appear. Check the answer given to see
if the question should be recoded as 1 to 4. See notes above.
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Question 34 - Type of arrangenment covered by |ast nortgage paynent

The type of nortgage arrangenents has now been separated into three different codes:

Code 1 covers endowrent nortgages (‘interest only’)
Code 2 covers repaynent nortgages (‘interest and capital/principal’)
Code 3 covers pension nortgages (‘interest only’)

If the informant’s paynment normally covers ‘interest and capital/principal’ but because
of unenpl oynent the principal/capital payment has been waived, this should be coded as
paynment of ‘interest only’ and Q@ 35-37 conpleted. @7 should be coded 2.

Edi ting

Where an i nformant has nore than one type of nortgage there nay be answers at both @5
and (B8. If this is the case the signposting from @34 will be incorrect but a warning
nessage will be printed. Check that all entries are correct and, if necessary, anend

@B4 to show which nortgage is the |argest.
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Question 35 - Interest paynent on nortgage

If the interest paynent is paid direct by DSS then it should be accepted at this
qguestion, but it should also be added to the incone support received at 1(d), B
schedul e (provided it has not already been included there) and entered at QL39. Enter
it at Q39 if it does not appear there.

If the interest paynent is paid direct by someone outside the househol d (excl udi ng DSS)
then B3 and 34 shoul d be coded as usual but @5-44 should be left blank and the errors
overridden at a later edit. The paynment should al so be shown at QL39. Enter it if it
does not appear at this question.

If the last interest paynent includes arrears, accept the actual anmount given.
Edi ting

If the interest paynent is not given, inpute the paynent based on current gross weekly
househol d i ncone and enter it on a Kl.
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Question 37 - Endowrent policy covering repaynment of capital/principal of the nortgage

I f the endownent policy paynment was included in the |ast interest paynent do not abate
the interest paynent.

If nore than one endowrent policy has been taken out to cover for the purchase of the
acconmodati on, details of any other paynents will be recorded in the nargin. Ensure
that the total is shown at B7(a), adjusting the anpbunts to allow for differences in
peri od code where necessary. At @B7(d) take the date of the earliest endownent policy.

Details of an endowrent policy on a second nortgage for a main dwelling should be
entered at 49 only (under code 2).

Edi ting

If premumto be paid is not given then inpute the missing paynment based on current
gross weekly househol d i ncone (Life Insurance category), and enter it on a Kl

If there is a duplicate entry for house endowrent at 49 an error nessage w || appear
at this question. The entry at 49 should be deleted if it relates to the sane
endowrent policy as at 7.

If the year is missing at B7(d) it should be estinated fromthe nunber of years the
househol d has lived at the address (see QL6). For exanple, if the household has |ived
at the address for 12 years and the current year is 1991 enter ‘79 at @B7(d). Refer
to ROonly if QL6 is al so unanswer ed.
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Question 38 - Interest and capital/principal paynent on nortgage

If the nortgage paynment is paid direct by DSS then it shoul d be accepted at this
qguestion, but it should also be added to the incone support received at 1(d), B
schedul e (provided it has not already been included there) and entered at QL39. Enter
it at Q39 if it does not appear there.

If the nortgage paynent is paid direct by someone outside the househol d (excl udi ng DSS)
then B3 and 34 should be coded as usual but 35-42 should be left blank. The paynent
shoul d al so be entered at QL39 but do not enter it if it does not appear at this

guesti on.

If the last nortgage paynent includes arrears, accept the actual anmount given.
If the repaynent of the principal/capital elenent has been waived because the person
has becone unenpl oyed, redundant etc, but the interest elenment is still being paid,

then this should be treated as an ‘interest only’ nortgage and the paynents transferred
to @B5-37. @4 should be recoded to 1 and @7 should be coded 2.

Edi ting

If the nortgage paynent is not given, inpute the paynent based on current gross weekly
househol d i nconme and enter it on a Kl.
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Question 40 - Interest paid in last 12 nonths for which figures are avail able
The figure to be entered here should be the anpbunt paid in the last 12 nonths, so if an

informant has only paid, for exanple, 5 nonths interest do not enter an annua
equi val ent figure but accept the 5 nonth entry.

Edi ting

If the DK code is not ringed and the interest paid in the last 12 nonths is not given,
ring the DK code.

If the DK code is ringed and the interest paid is given, the DK code will be auto-
corrected.

If the interest is not given do not inpute it and do not enter any dates at 40(a).
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Question 41-42 - Length of nortgage

Any entries of less than a year should be coded as one year.
Edi ting

If the DK code is not ringed and the nunber of years is not given, ring the DK code.

If the DK code is ringed and the nunber of years is given, the DK code will be auto-
corrected.
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Question 44 - Mrtgage protection policy

Al nortgage protection policy prem uns should appear at this question only. Any
details appearing at Q49 should be deleted, and transferred to 44.

If the nortgage protection premumwas included in the |ast nortgage paynent (code 1 at
44(d)), do not abate the nortgage paynent.
Edi ting

If the premiumon the nortgage protection policy is not given at 44(a), inpute the
anmount according to the values below, and enter it on a KI.

In cases where the | ast nortgage paynent at (B35 or B8 is £200 per nmonth or less, an
anmount of £8.33 per nonth should be inmputed for the nortgage protection policy prem um

In cases where the | ast nortgage paynment is over £200 per nonth, then inpute a premni um
of £13.61.

1B/ HHLDSCHD. 5
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Question 45 - Insurance on structure, furniture and contents, & personal possessions
Check that there is a spender nunber for each entry.

If an insurance prem um covering structural insurance is mssing and Q45(d) and (e) are
not answered, then refer to RO at the checking stage.

If the same prem um covers nore than one type of insurance (eg furniture and contents
and personal possessions) it is necessary to conplete only one columm. The various
conbi nations of the three nmain types of insurance will be coded at 45(a) as foll ows:

Structure only Code 1
Structure + furniture and contents “2
Structure + personal possessions “2
Structure + furniture and contents + personal possessions “2
Furniture and contents only “ 3
Per sonal possessions only “ 3
Furniture and contents + personal possessions “ 3
| nsurance on personal possessions
1. TV sets, videos, TV ganes, hone conmputers, washing nmachi nes etc. Check whether
insurance is for fire and theft or maintenance. |If for fire and theft, it should

be coded as personal possessions except for a TV, video or a home conputer which
is rented. These are coded 784 in the diary if paid during the record-keeping
period. |f for maintenance, it should be coded in the diary if paid during the
recor d- keepi ng peri od.

2. | nsurance on deep freezers: |If no reference has been nmade as to whether the
premiumpaid is for contents or maintenance, assune all is for contents and enter
at 45. If a note says that the prem um covers contents and nmai nt enance, code

75%to contents, and enter at 45, and the renminder to mai ntenance. The
mai nt enance el enent should be accepted in the Diaries only if it is paid during
recor d- keepi ng peri od.

3. I nsurance on Caravans/ houseboats: |f the sanpled address is a caravan or
houseboat then the prem um should be coded as structure insurance at Q45(a). |If
not the sanpl ed address, accept as insurance on personal possessions at (45(a).

4, Central heating mai ntenance contracts should be included at QL01, not M45.

Edi ting

1. | mput ati on

Ensure that as early as possible, all cases where an insurance prenium covering
structural insurance is mssing, and Q45(d) and (e) are not answered, are
referred to RO If no information is forthcom ng, then inpute val ues according
to 1(i) and (ii) bel ow
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Questi

(conti
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on 45 - Insurance on structure, furniture and contents, & personal possessions
nued)

Structure + furniture and contents + personal possessions

(i) If the conbined premiumis given.
Del ete the insured values at Q45(d) and Q(45(e) - if given, as they are not
requi red. The calculation programwi |l split the prem um between structure
and furniture and contents.

(ii) If no premiumis given but one or both insured values are given.

Do not delete the insured values as they will be used by the cal cul ation
programto inpute the premni um

(iii) If neither the premiumnor the insured values are given.
The premiumfor structure and the premiumfor furniture and contents should
be i mputed on a K1 using current gross weekly household inconme. Do not
i mpute a prem um for personal possessions as they are regarded as part of
furniture and contents.

Note that one or both insured val ues should be entered only if the prem um has
not been given at A45(b).

Structure only

(i) If no premiumis given but insured value is given in margin, then enter the
i nsured value at (45(d). Do not inpute the premiumas this will be done by
t he cal cul ati on program

(ii) If neither the premiumnor the insured value are given

The prem um shoul d be inmputed on a K1 using current gross weekly househol d
i ncone.

Furniture and contents + personal possessions
(i) If no premiumis given but insured value is given in nargin, enter the
i nsured value at (45(e). Do not inpute the premiumas this will be done by
t he cal cul ati on program
(ii) If neither the premiumnor the insured value are given
Delete the entry.
Peri od codes
Interviewers sonetines enter the nunber of premuns paid per year instead of the
peri od code. For exanple, if only one prenmiumis paid per year the interviewer
may enter 1 (instead of 8) in the period code box.
In order to overcone the problema print message will appear if the period code
is 1 or 2, and in nost of these cases a validation warning nessage will also

appear. Refer to supervisor any cases which seemto be incorrect. Anend the
period code if necessary.



3. More than one paynment for structure insurance

If there is nore than one paynent for structure insurance or structure insurance
conbined with furniture and contents, etc (codes 1 or 2 at 45(a)) an error
nessage wi |l appear.

It is possible that one these records may need to be deleted or recoded to 3, but
first refer to supervisor.

Question 46 - Structural insurance prem umincluded in [ast nortgage payment

This question applies only to the person who is paying for structure insurance only or
structure insurance conbined with furniture and contents etc (codes 1 or 2 at (45(a))

and who owns their accommodation with a nortgage, |loan or by rental purchase (codes 5
or 6 at QL7(b)).

VWen Q46 is applicable but has not been coded by the interviewer, refer to RO at the
checki ng stage.

If the structural insurance was included in the |ast nortgage paynent, do not abate the
nort gage paynent.

Edi ting

If Q46 has been answered nore than once an error nessage will appear. If, in any of

t hese cases, 45(a) is coded 3 then the entry at Q46 should be deleted. |f, however,

nore than one of the answers at M45(a) relates to structure insurance (codes 1 or 2),
see paragraph 4 on the previous page.
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Question 47 -

Cener a

1

2.

Jan 91

Communi ty charge benefits

notes on conmmunity charges

In Scotland, donestic rates were abolished on 1 April 1989 and repl aced by the
new comuni ty charge which canme into effect on that day. Sinmilarly, in England
and Wl es,

donestic rates were abolished on 1 April 1990.

The various types of community charge are given bel ow

(i)
(ii)
(iii)
(iv)
(v)
(vi)

Personal community charge

Col l ective community charge
Standard Conmunity charge
Personal community water charge
Col l ective community water charge

Standard conmunity water charge

Personal community charge (see 47-A schedul e)

(a)

(b)

Cener a

Wth the exception of those paying collective community charge
everyone aged 18 and over will be liable to pay this charge in the
area of his/her sole or main residence. Each person receives a
separate bill which he/she is responsible for paying.

The normal mnethod of paynment will be by 12 nmonthly instalnents in
Scotl and, and 10 nonthly instal nents in England and Wal es, though

ot her arrangenments may be available. In the case of |ocal authority
tenants, it is possible for conmunity charge paynents to be included
in the gross rent.

Rebat es/ reduced comunity charge

Persons on incone support will get the maxi mumrebate of 80% but
their inconme support may be increased to help them pay the renaining
20% Persons who are above inconme support |evels receive a rebate
based on a sliding scale related to i ncone and capital

Students in full-tinme higher education at a recogni sed educati ona
est abl i shnent pay 20% of the charge. This is called a reduced
conmunity charge not a rebate

Persons who consi der thenselves eligible for a rebate nust apply for
one. Simlarly, students also need to apply for a reduced conmunity
charge, so it is possible that sonme students may be paying the ful
conmunity charge at the tinme of interview

Not e t hat student nurses are not eligible for reduced comunity
char ge.



Jan 91

(ii)

(iii)

(c) Exenpti ons

There are certain categories of people who are conpletely exenpt from
conmunity charge. These include

- anyone aged 18 and over, whose parents are still receiving
child benefit for them

- vol unteers working on |l ow pay for charities eg comunity
servi ce vol unt eers.

- severely nental |y handi capped peopl e

- I ong stay hospital patents.
Col l ective community charge (see 47 - A schedul e)
The conmunity charges registration officer nay designate certain types of
premnm ses (eg | odgi ng houses and houses in nultiple occupation) for a
collective community charge. The purpose of this is to ensure that people
who are constantly on the nove al so pay a community charge. These people
wi Il not pay a personal conmmunity charge.

The charge will be payable by the landlord and will be based on the nunber
of people normally resident at the address.

Each resident has to pay the landlord a daily contribution, but rebates are
avai |l abl e on these contributions.

The contributions are collected as part of the rent but the landlord is
required to identify the comunity charge conponent.

Standard conmunity charge (Diary only)

These charges apply to people with second honmes ie a home which has no one
as a sole or main resident. They are payable by the owner or by the
tenant, if the tenancy lasts for 12 nonths or nore.

Contributions can be recovered fromshort termtenants, such as holiday
nmakers, who use the house.

Owners of second honmes al so have to pay a personal comunity charge at
their nmain hone.

No rebates are available on these charges.
These ‘standard’ charges do not apply to caravans or holiday chal ets which

are not suitable for, or do not have permission for, all the year round
occupati on.



Note that the three community charges described as paras 2(iv) to 2(vi) apply to
Scotland only. |In England and Wal es, water rates have not been replaced by a community
wat er charge
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(iv)

(v)

(vi)

Personal comunity water charge (Diary only)

Everyone who pays the community charge al so pays the community water charge
provided the accommodation is connected to a mains water supply.

No rebates are available, but if a person is on incone support then the
| evel of benefit will take account of the charge.

Students in full-tinme higher education again pay 20% of the charge.

Col l ective community water charge

Everyone who pays a collective comunity charge al so pays a collective
conmunity water charge, provided the acconmobdation is connected to a nains

wat er supply. This charge nmay al so be included in the gross rent.

The renmarks at para 2(ii) also apply to the collective comunity water
charge except that rebates are not avail able on these contributions.

Standard conmunity water charge (Diary only)

Everyone who pays a standard conmunity charge al so pays a standard
conmunity water charge, provided the acconmobdation is connected to a nains
wat er supply.

The remarks at para 2(iii) also apply to the standard conmunity water
char ge.



Question 47 - Reduced comunity charge, community charge rebate, transitional relief,
or exenption

Ceneral notes

1. Informants are asked whet her they have been allowed or received any of the
benefits associated with the conmunity charge. They are not bei ng asked whet her
t hey have actually paid the charge.

2. Informants will not necessarily understand the neaning of the various terns used
inrelation to the community charge eg personal/collective comunity charge
reduced conmunity charge, conmunity charge rebate/benefit, transitional relief,
etc. It is possible therefore that sone answers will be rather vague and
difficult to code accurately.

3. It is inmportant, therefore, that the infornmation given at this question
(including any interviewer notes) is exam ned very carefully at the checking
stage. This should ensure that any problens are dealt with quickly either by the
supervisor or the RO and, if necessary, enable informants to be contacted wi thout

del ay.
4. I f conmunity charge paynments occur in the diary they should be coded as foll ows:
Personal community charge - 903
Col l ective : : - 903
St andar d : : - 216
Personal community water charge - 904
Col l ective : : : - 904
St andar d : : : - 216

This question applies to all persons aged 18 or over who are |iable to pay a persona
conmunity charge. It will also apply to persons living in rented acconmodati on where a
collective community charge is paid through a I andl ord.

Persons who are exenpt fromthe community charge should be coded 1 at 47(a) and will
not be asked any further questions about the change.

The codes for the various community charge benefits at 47(a) have changed order, but
essentially, the whole question is the sane as in 1990 (2nd quarter onwards)
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Question 48 - Private Personal Pension
Check that there is a spender nunber for each entry.

A private personal pension nmay also be called a ‘personal pension’ or a ‘private
pensi on’

These pensions nmay be taken out by self-enpl oyed persons or by enpl oyees who either do
not have a conpany pension schenme or have opted out of it to set up their own ‘persona
pensi on’

If a personal pension is set up on behalf of sonmeone else it should be transferred to

9.

If alump sumis paid or a lunp sum plus regular paynent, accept the total anount
gi ven.

If an infornmant is contributing to a pension plan which is designed to pay off his
nortgage on retirenment (ie a pension nortgage), then this should be witten beside the
entry. (See @B3-44 - Mortgages).

Edi ting

If the anpbunt of the last premiumis not given inpute the anmount, on a K1 using current
gross weekly househol d i ncone (Life |Insurance category).

If there is a duplicate entry for a personal pension at 49 an error nessage wl|
appear at Q48. The entry at 49 should be deleted if it relates to the sane policy as
at 48.
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Question 49 - Life, death, endowrent policies
Checki ng

Check to see whether there are any entries at Q49. |If yes check that there is a
spender nunber for each entry and code the Ofice Use Box as foll ows:

House endowrent (where house is specifically nmentioned)

Endowrent (i ncludi ng endowrent savi ngs pl an)

Life (excluding fixed termj or death

Fixed termlife (including retirenent policy, capita
accumul ati on pl an)

O hers

[e2N(é)] ArOWN

The code for nortgage protection policies has been deleted. The nortgage protection
policies should be entered at 44 only. Any details appearing at 49 should be del eted
and transferred to Q44 if not already shown there.

1. Any ki nd of endowrent insurance (eg |life and endownent, death and endowrent or
educati on endowrent but excl udi ng house endowrent) should be coded 3 at the OFF
USE box.

2. An endownent policy for a nortgage on a second dwelling should be coded 216 in

either the Diary or at QL20. Delete any entry at this question

3. If alife assurance policy includes an el enent for personal accident and the two
conponents are given separately then the Iife assurance conponent shoul d be coded
4 at this question and the personal accident conponent transferred to 0 (code
1). If the two conponents are not given separately, the total amount shoul d be
coded 6 at this question.

4, If the anpbunt invested in a Unit Trust savings plan (eg Save and Prosper)
i ncludes an elenent for |ife assurance and the two conponents are given
separately then the |ife assurance conponent should be coded 4 at this question
and the renai nder should be coded as 803 in the diary if paid during the record
keepi ng period (or as 803 at Q20 if paid by standing order, etc.). |If the two
conponents are not given separately, the total amunt should be deleted from Q49
and either coded 803 in the diary if paid during the record keeping period or, if
not paid during record keeping, then transferred to QL20 and coded 803. The sane
applies to Personal Equity Plan (PEP) savings.

5. | f superannuation and wi dows’ and orphans’ insurance is deducted fromsalary, it
shoul d not be entered at this question

6. If infornmant states that he normally pays insurance but has a “free year” this
year accept |ast paynment irrespective of when it was paid.

Edi ting

If code 6 is entered in the Ofice Use box a print nessage will appear. Check the
‘type of policy’ to see if this should be recoded as 2 to 5 or transferred to anot her
guestion. See paragraphs 1 to 5 above.

M ssing paynents are to be inputed on a K1 using current gross weekly household i ncone
(Life I nsurance category).

If there is a duplicate entry for house endownent at (B7 or a personal pension at 48

an error nessage will appear. The entries at 49 should be deleted if they relate to
t he sane poli cies.
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Question 50 - Gther insurance policies

Checki ng
Check to see whether there are any entries at 0. |If yes code the Ofice Use Box as
fol |l ows:

Per sonal acci dent 1

Privat e nedi cal 2

Friendly Societies and Sick clubs 3

QO her insurnce 4
Check that there is a spender nunber for each entry.
Personal acci dent (code 1) includes:

i Per sonal accident and fire

Transfer half the recorded amount to Q45 and code to furniture and
contents. Code the renminder at this question

ii. Private accident policy for a pedal cycle (accident and theft)

Transfer half the recorded anmount to Q45 and code to personal possessions.
Code the remainder at this question.

iii. Personal consolidation policy.
iv. Pol i ce group insurance.
Private nmedi cal (code 2) includes:
BUPA, HCS, PPA, PPP, WPA
Friendly societies and sick clubs (code 3)
Friendly Societies are nutual benefit insurance societies. The include:

Benevol ent fund (unless stated to be a charity)
Burial club

Cvil Service Sanatorium

Cremat ori um fund

Deat h Levy

Dock distress fund

Fam |y service unit

Firemen’ s benevol ent fund

HAS (Hospital Savings Association)

Medi cal aid
Mut ual aid
ddf el | ows

Penny in the £ hospital fund
Sat urday fund
Si ck cl ubs
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Question 50 (continued)
Q her insurance (code 4) includes:
i I nsurance to cover |oss of salary whilst in hospita

ii. Medi cal defence union - if informant is an enployee. |If informant is self-
enployed it is accepted as a busi ness expense and shoul d be del et ed.

iii. Credit card protection insurance (eg Cardw se)

iV. Ani mal insurance

V. Rent oki | insurance

(I Private school fees plan
vii. (Loss of) license insurance.

The foll owi ng shoul d be excluded fromthe question

i I nsurance on TV sets, videos, TV ganes, hone conputers, washing machi nes,
deep freezers etc (see Q(45).

ii. I nsurance on personal goods such as furs, jewellery, caneras etc (see (45).
iii. Insurance on caravans/houseboats (see (45).

V. Hol i day insurance, green card insurance and AA insurance: This should be
coded in the Diary if paid during the record keepi ng peri od.

Vi . I nsurance for repaynment of |loans: This should be included in the |oan
paynment or HP instal nent at Q5(c) or Q7(h) respectively.
Edi ting
If code 4 is entered in the Office Use box a print nmessage will appear. Check the
‘type of policy’ to see if this should be recoded as 1 to 3 or transferred to anot her

guestion. See description above of codes 1 to 4.

If the premiumis not given refer to supervisor for an estimate. Enter this on a Kl.

1B\ HHLDSCHD. 6
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ons 51-61 - General notes on tel ephone paynents
Tel ephone account PAI D DI RECT by enpl oyer

If all of the account is paid direct, code 2 should be ringed at 62 and no
further questions answered.

If a part of the account is paid direct then code 1 should be ringed at B2 the
part paid by the informant entered at (b3 and code 3 ringed at (69.

If all or part of the account is paid direct delete any entry for tel ephone
expenses at QL37.

Tel ephone expenses REFUNDED by enpl oyer

If all or part of these expenses are refunded, code 1 should be ringed at b2,
t he whol e account entered at 63 and code 3 ringed at B9.

Check that the anmount refunded is entered agai nst ‘tel ephone’ at QL37.
Tel ephone account PAID DI RECT by someone outside the househol d

If all of the account is paid direct, code 2 should be ringed at 62 and no
further questions answered.

If a part of the account is paid direct, code 1 should be ringed at 62, the part
paid by the informant entered at 63 and code 3 ringed at b9.

If all or part of the account is paid direct, the contribution made from outside
t he househol d shoul d appear at QL39. If it does not appear there, enter it.

Tel ephone expenses REFUNDED by soneone outside the household

If all or part of these expenses are refunded, code 1 should be ringed at @2 and
t he whol e account entered at @GB3.

If all is refunded @9 should be coded 1, but if a part is refunded @9 shoul d be
coded 2 and the informant’s share entered at 69(a).

If all or part of the expenses are refunded the contribution nade from outside
t he househol d shoul d appear at QL38. |If it does not appear there, enter it.

Tel ephone expenses cl ai med by a sel f-enpl oyed i nformant
If a self-enployed informant clainms for tel ephone expenses as a busi ness expense

t he whol e account should be entered at 63 and code 3 ringed at 9. Check that
there is a claimagainst ‘tel ephone’ at Q45 - B schedul e.



Not es:

Editin
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Shar ed t el ephone

VWere a tel ephone, and therefore the account, is shared anong nore than one
househol d the followi ng action should be taken

a.

g

1

Code as Yes at B1 the household in whose name the tel ephone is installed
i e the household that receives the British Tel ecom account or who is the
British Tel ecom subscriber. Al other households will be coded No at b1
and 3 at B2(a).

If coded Yes at 1, the full anpunt of the bill should be entered at 63
or at (5 and 57 as appropriate with the anount paid by this household
entered at (60.

If coded No at b1, the anount paid by this household should be entered at
@3. In this case the continuity is not correct but is acceptable.

Account not yet paid at sanpl ed address

The | ast account paid at the previous address should be accepted. |If this
is not known it should be inputed at the editing stage.

I f the househol d has not occupied a previous address (eg in the case of a
newy married couple), inmpute an anount at the editing stage.

If the tel ephone rental is paid by Social Services, only the anmobunt paid
for the calls that are nade should be entered at (b3/57.

Installati on charges should be accepted at (B3/57 as well as paynment for a
tel ephone alarmli ne.

Coi n operated tel ephones: Paynents through these should only be shown here
if the informant is responsible for paying British Telecom Qherw se they
shoul d be coded in the Diaries (see 752) if payments are nade during the
recor d- keepi ng peri od.

If the informant has purchased a tel ephone this will be coded in the D ary
(see 414) if purchased during the record keepi ng period.

For 1991, B9 is asked if either 1 or b2 is coded 1 (yes).

If code 3 is ringed at B2(a) a print nmessage will appear. Check the
answer given to see if the question should be recoded as 1 or 2.

| mput ati on
(i) If the last account paynment (@3) is not known:
I mpute a val ue based on current gross weekly household inconme. Enter

t he i mputed amount and the appropriate period code at (B3 and (b4
respectively.
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(ii) If the last payment (@5) is not known but the charge on the [ ast
advice (@®7) is given:

Enter the amount and period code for the ‘last advice' (@7 and (68)
at the ‘last paynent’ questions (@5 and 66).

(iii) If the last payment is given but the charge on the |last advice is not
known:

Enter the amount and period code for the ‘last paynent’ at the ‘I ast
advi ce’ questi ons.

(iv) If both the last paynment and the charge on the | ast advice are not
known:

I mpute a val ue based on current gross weekly household inconme. Enter
the i mputed amount and the appropriate period code at both the ‘I ast
paynent’ and the ‘last advice questions.

Note that all anendnents and inmputations should be entered on a KI.

Abat enent

(i)

(ii)

If the last account payment (@3) is abated then the infornmant’s share of
t he account (Q60) rnust al so be abated by the sane amount or proportion. |If
one variable is abated but not the other, an error nessage w || appear

Simlarly, if the |last paynment ((b5) is abated then the charge on the | ast
advice (@7) and the informant’s share of the account (Q60) nust al so be
abated by the same anount or proportion. |If only one or two of these
variables is abated an error nessage w |l appear



Questi
1
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ons 62-77 - General notes on Electricity and Gas supplies

These questions cover all supplies which are “piped” fromEl ectricity or Gas
Boards, irrespective of whether the supply is direct to the infornmant or whether
it isre-sold to the informant by a landlord, eg through a privately installed
neter, or in sone other way.

The foll owi ng are excluded fromthese questions: -
a. Electricity generated in a private plant.
b. Gas bought in containers, eg calor or Butane gas.

Any paynments covering these itens should be shown in the Diaries if nade during
the record keeping period.

A Board Budgeting schenme is one where the consuner pays a regul ar anmount the
electricity/gas board and settles up the bal ance of his account once a year. It

i s possible however that the consuner pays a regular anmount to the

el ectricity/gas board which is collected by the nmeter inspector and the account
is balanced at the end of the year. Although collection nay be made weekly,
fortnightly or over a longer period this variation should neverthel ess be treated
as a Board Budgeting account.

Account paynents with nmeters. |If the consunmer is supplied with a slot neter of
whi ch he has the key and can renove the noney at will but a neter-reader
periodically reads the neter and renders an account which is paid in the nornma
way, this should be treated as an account paynent, and should be coded 4 at
@2(a). Any payments nade during the record keeping period should be coded to
account payment, code 914 for gas and 917 for electricity.

Account not yet paid at sanpl ed address

The | ast account paid at the previous address should be accepted. |If this is not
known it should be inputed at the editing stage.

I f the househol d has not occupied a previous address (eg in the case of a newy
married couple), inpute an anpbunt at the editing stage.

The inmputation procedure is described at B4/ 72 or QB6/74 and 68/ 76.
Account in credit

If the account is in credit, the last paynment should be accepted. |If this is not
known, it should be inputed at the editing stage.

Accounts are usually paid quarterly but they may al so be paid nonthly or
bi -monthly. In Scotland accounts are usually paid bi-nonthly.

“Primary charge” is the same as ‘standing charge’ and should be included in the
account .

Col l ecting fee (where regul ar budget paynments are shown) should be included in
any anount paid for electricity/gas.

Install ati on charges should be accepted if included as part of the account. |If a
separate bill is ussued for installation, disconnection, repair, etc., it should
be coded in the diary if paid during the record keeping peri od.



10.

11.

12.

Account paid direct by someone outside the household (excluding DSS)

(i) If all of the account is paid direct code 1 should be ringed at Q2/70 and
code 4 at @®2(a)/70(a). Al other questions should be bl ank

(ii) If a part of the account is paid direct Q2-77 should be conpleted in the
normal way but renmenber, only that part of the account paid by the
i nformant shoul d be entered at G4/ 72.

If all or a part of the account is paid direct the contribution nade from
out si de the househol d shoul d appear at QL39. |If it does not appear there,
enter it.

Paynments made direct by DSS

Paynments nmade direct by DSS are deducted fromthe informant’s income support and
are called ‘fuel direct’ paynents.

(i) If electricity or gas are paid in this way, code 1 should be ringed at
@2/ 70 and code 4 at (®B2(a)/70(a). The whole account (including the part
paid direct by DSS) should be entered at Q64/72.

(ii) Add the anpbunt paid by DSS to the incone support received at
®1(d) - B schedule, provided it has not already been included there.

(iii) If all or part of the account is paid direct, the contribution nmade by DSS
shoul d appear at QL39. |If it does not appear there, enter it.

(iv) If the anmount paid by DSS is not known and the informant does not pay
anyting, code 1 should be ringed at Q2/70, code 4 at B2(a)/70(a) and no
further questions answered. |If, however, the informant pays part of the
account then this should be entered at Q64/72.

Local authority budgeting schenes

Sone | ocal authorities run a budgeting schene for their tenants in which a
proportion of their electricity and/ or gas charges are included in the rent
paynents. Note that these are not the sane as the board budgeti ng schenmes run by
the electricity and gas boards.

If an element for fuel has been included in the services (@3) it should be
deducted fromthis question and also fromthe rent (QL9) and transferred to

@4/ 72. Code 4 should be ringed at @2(a)/70(a). |If an anmount has al ready been
entered at @4/ 72 the fuel elenent at @3 should still be transferred unless it
is clear froman interviewer’'s note that it has already been included at these
guestions or the two anpunts are the sane. (See also note 5 at @3).

If a fuel elenent has been included at 3 but the anbunt is not known, it should
be i mputed using current gross weekly household i ncone. The inputed anount
shoul d be deducted from QL9 and @23 and transferred to 4/ 72 (as described in
the previous paragraph) unless it is clear that it has already been included at

t hese questions. Code 4 should be ringed at Q2(a)/70(a).

Jan 91



13.
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Gas/electricity charges included in rent or service charge (QL9 and 23)
(excl udi ng budgeting schemes run by a local authority - see paragraph 12)

(i)

(ii)

Heat i ng

If heating is supplied froma central source, as in a block of flats, and
it isincluded in the rent (QL9 and 23), do not delete the anmount shown at
these questions. This is where these charges should be entered. |If the
anount is not known | eave the question blank - do not inmpute it. (Note -
if heating is included in the rent or service charge it will usually be
supplied by gas).

Check that the relevant code is ringed at Qr9(a). |If the type of fuel is
not known then check that code 6 is ringed (Qher/DK fuel).

Cooking/lighting etc
If the amount is known

If cooking or lighting charges are included in the rent (QL9 and 23),

del ete the amount shown at these questions and enter it at the questions on
electricity/gas supply (Pages 20-21 or 22-23 respectively). Amend the main
guestions (B2 or Q70) if necessary. |If the charge was included in the
rent deduct this anount fromthe rent payable (QL9 and @3).

If the anpbunt is not known and DK has been entered

If the anpbunt is not known (ie ‘DK has been entered) inpute the anpunt
based on current gross weekly household i ncone and enter it at the
guestions on electricity/gas supply (Pages 20-21 or 22-23 respectively).
Amend the main questions (@2 or Qr0) if necessary. |If the charge was
included in the rent deduct the inputed anbunt fromthe rent payable (QL9).
If the anpbunt is not given and no ‘DK has been entered.

Refer to RO



Questions 62(a)/70(a) - Method of payment of electricity and gas

If the nmethod of paynent is unclear, then refer to RO

Edi ting

If code 4 is ringed at B2(a)/70(a) a print nessage will appear. Check the answer
given to see if the question should be recoded as 1 to 3 (or 5if it is in an
electricity paynent and the household is in Northern Ireland). See notes bel ow

Code 4 (sone other nethod) includes:

(i) Paynents made direct by DSS and deducted fromthe informant’s incone
support.

(ii) Local authority budgeting schenes where the rent paynent includes a
proportion of the electricity and/or gas charges.

(iii) Account paynments by neter ie where the person has his own key.
(iv) Were two or nore nethods of paynent are shown at 62(a) or Qr0(a).

Code 5 applies to Northern Ireland only. They should be asked B8 only.
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Question 63/71 - Slot neter rebate
Power cards, slot cards, power keys, budget keys, discs and tokens

Q her nanes are: budget cards, electricity cards, white and pink cards, pre-paynent
cards, charge keys, and el ectronic keys.

Little is known to date about the variety of methods which are now avail able for paying
electricity and gas. It appears that their nmain purpose is to nake it easier for
people to pay their bills and also to make the collection of their paynents nore
efficient.

Many of these nmethods are simlar, in principle, to the slot neter idea except that a
card or key is inserted into a neter instead of cash.

Al these nethods should be treated as slot neter paynents and coded 1 at Q62(a)/70(a)
and 2 at @B3/71.

If a paynent occurs in the diary, code as 254 (gas) or 255 (electricity).

Rebate not yet received at sanpl ed address

The | ast rebate received at the previ ous address shoul d be accepted, provided the

i nformant pays by neter at this address. |If this is not known it should be inputed at

the editing stage.

I f the househol d has not occupied a previous address, inpute an anpbunt at the editing
st age.

No rebate received when slot neter enptied
If no rebate was received, code No at Q63/71.

If no rebate was received because the noney in the neter box was stolen, code No at
@3/ 71.

If a paynent was nmade because the anmount in the nmeter box was insufficient, this should
be coded 254 or 255 in the diary if paid during the record keeping peri od.

Deductions froma rebate

If an anmobunt was deducted froma rebate for rental, maintenance, HP etc, then this
shoul d be added back to the anmpbunt of rebate received.

Edi ting

If the anpbunt of rebate received last tine is not known inpute an anount, based on
current gross weekly household incone, and enter it on a Kl
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Question 64/72 - Last account paynment

| mput ati on

If the last account paynent is not known, inpute a val ue based on current gross weekly
househol d i nconme. Enter the inmputed amount and the appropriate period code at Q4/72
and 65/ 73 respectively.

Note that all inputations and anendrments should be entered on a KI.
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on 66/74 - Last paynment - board budgeti ng schene

on 68/ 76 - Charge on the | ast advice - board budgeting schene/ COCD

If the last payment was a ‘correcting’ paynent, it should still be entered.

Mai nt enance charges shoul d be excluded fromthese questions and entered at QL01

Edi ting

1
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| mput ati on

(i) If the last paynment (Q66/74) is not known but the charge on the |ast advice
(Q68/76) is given

Enter the anmount and period code for the ‘last advice' (Q68/69 and
Qr6/77) at the ‘last paynment questions (Q6/67 and Qr4/75).

(ii) If the last payment is given but the charge on the |last advice is not known
(or is acredit):

Enter the amount and period code for the ‘last paynent’ at the ‘I ast
advi ce’ questi ons.

(iii) If both the Iast paynents and the charge on the | ast advice are not known:
I mpute a val ue based on current gross weekly household inconme. Enter
the i mputed amount and the appropriate period code at both the ‘I ast
paynment’ and the ‘last advice questions.

(iv) COCD (code 5 at ®2(a))

The i mputation procedure described at (1) to (iii) above does not apply to
t hose payi ng by COCD as they are asked 68/69 only.

In this case, if the charge on the last advice is not known, inpute a val ue
based on current gross weekly househol d i ncone.

Enter the inputed anmount and the appropriate period code at Q68/76
and Q69/77) respectively.

Note that all inputations and anendrments should be entered on a KI.
Abat enent
If the last paynment (Q66/74) is abated then the charge on the |ast advice

(@68/76) must al so be abated by the same anount or proportion. |f one variable
is abated but not the other, an error nmessage will appear



Questions 78-80 - Durables and central heating
General Notes

1. Communal washi ng machines: |f a block of flats has washing machi nes available in
t he basenent or wash roomfor use by the tenants, this does not count as a
washi ng nmachi ne continuously avail abl e.

2. Washi ng nmachine in a shared kitchen: This should be coded Yes on the schedul es
of all the househol ds sharing, provided that the nmachine is owned by one of the
househol ds in the accommopdati on

3. Refrigerator and/or freezer in a shared kitchen: This should be coded Yes on the
schedul es of all the househol ds sharing irrespective of whether the itemis owned
by one of the househol ds.

4, Central heating: A central supply systemincludes any types of central heating
that can be controlled fromw thin the household. Were the supply cones froma
central source outside the home or household code the type of fuel if known,
ot herwi se code DK fuel

5. If a charge for oil central heating is included in the rent (QL9 or @Q3), no
entry should be made at @BO(a).

6. In a nulti-household rateable unit where the source of heating is situated in one
of the househol ds, the coding of the type of central heating as reported by the
i nfornmant shoul d be accept ed.

7. If the central heating is supplied by bottled gas eg calor gas, code 5 at Qr79(a)
shoul d be ringed.

8. Do not accept durable itenms which are beyond repair or cannot be used, eg central
heating that has been di sconnect ed.

9. Mai nt enance contracts for central heating should not be included at @B0(a) but at
QL01.

Edi ting

If @B0(a) is blank an error nmessage will appear whether the DK code is ringed or not.

| npute the anount of expenditure on oil for central heating, based on current gross
weekl y househol d i ncone, and enter it on a KL. |If the DK code is ringed, and any val ue
is entered at (B0(a), the DK code will be auto-corrected.
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Question 81 - Television sets, video recorders, home conputers, cable TV, satellite
di sh

Checki ng

Check that there is a spender nunber for each entry.

If a single rental paynment covers nore than one item (eg TV and video), then there
shoul d be a colum for each itembut the anount paid at B1(b)(ii) will be entered in

one colum only.

As it will not be possible to distinguish between anmendnents and inputations in 1991
any rental paynent covering nore than one item should be split into its conponents at

t he checking stage. |Instructions for splitting are given under ‘Editing’
Not es: 1. Rent of TV aerial included in TV rental should be accepted as part of
the rental at @1(b)(ii)
2. Set needing repair: If a TV licence (see B2) is held for the set
even though it is broken and not working it should be accepted. |If

no TV licence has been purchased in the last 12 nonths del ete any TVs
that are not working.

3. VWhere part of the licence fee is included in the television rental
Abate the rental by this anpbunt and enter the whole TV |icence fee at
@B2(a).

4, Cable TV nust be rented. It is possible either to rent or to own the

TV to which the cable is attached.

5. Satellite TV nmust be rented but the dish can be rented or owned. The
TV set(s) used to receive the programmes should be entered in a
separate colum. Rental of satellite decoder should be coded to 799
inthe diary if paynment occurs during the diary keeping period, or
el se transfer details to QL20 and code 799.

6. Shared TV sets: |If the set is in a communal roomthen it should be
shown on the schedul es of all the househol ds who have access to the
TV. |If however, one of the househol ders has a set (which he nay own

or rent) in his own private accomodation but allows people in other
househol ds to watch it, then it should be shown only on the schedul e
of the owner or renter.

Edi ting

If code 3 is ringed at B1(b)(i) a print nmessage will appear. Check the answer given
to see if the question should be recoded as 1 or 2.

If the anpbunt of rental paid for a television, video etc is mssing then inpute, on a
K1, using current gross weekly househol d i ncone.
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Question 81 - Television sets, video recorders, home conputers, cable TV, satellite

Jan 91

di sh (conti nued)
For conbi ned TV and vi deo rental

a. If the payment is greater than £20 per nonth then accept £10 for the TV and
the remai nder for the video

b. If the paynment is £20 per nmonth or less then split on the basis of 1/3 for
TV and 2/3 for video.

For any conbi nation other than one TV and one video, refer to supervisor.
Conbi ned TV and cable TV/satellite TV rental

If the individual rentals cannot be separated refer to RO



Question 82 - TV licence

Note that the total ampunt paid by all spenders should be entered at this question

If an amount for TV licence is included in the rent deduct this fromthe rent at Q19
and al so from Q@3 and transfer an annual equivalent figure to this question

Edi ting

If the anpunt spent on a TV licence is not known then inpute the current cost of a
licence and enter it on a KI. Unless ‘black and white’ is stated, assunme a colour TV

i cence was purchased and that it was bought at the tinme of interview The cost of a
TV license in 1991 is as follows:

Till March 31st From April 1st
Col our £71. 00 £77.00
Bl ack and Wite £24. 00 £24.00 (no change)

1B\ HHLDSCHD. 8
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Question 83 - Oanership or continuous use of notor vehicle (at present or in |last 12
nont hs)

Thi s question asks about all vehicles owned or used continuously by spenders at any
time in the last 12 nonths. This includes all vehicles currently owned or being used
and all vehicles sold or disposed of in the last 12 nonths.

Note that if the answer to @3 is ‘No’ then @B4-90 are not asked.
The grid on page 27 in the A schedule is designed to help interviewers account for each
not or vehicle a spender owns, has owned, uses or has used in the last 12 nonths. [t

shoul d al so hel p checkers and editors to sort out problens which occur at the ‘car’
qguestions (@B4091). The information in the grid is not being keyed.
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Question 84/88 - Omership or continuous use of nmotor vehicle
Check that there is a spender nunber for each entry.

These questions apply to those coded 1 at (B3.

Check that road fund tax and i nsurance are not duplicated between B4 and B88. |If an
i nsurance is carried over fromone car to another it should only appear in the one

pl ace (probably @8 but not necessarily). |If a top up has been paid, it should appear
at Q84.

Check that vehicles sold in the last 3 nonths (@0) which are not part of a business
are accounted for at (@@88.

The questions at (B4/88 asking for the dates of the nost recent paynment of road fund
tax have been del et ed.

Not es: 1. Car includes three wheel cars and normal cars converted for invalid
use.
2. Van includes lorries, pick-ups, land rovers, jeeps, notor caravans,
caravanettes.
3. Moped includes invalid tricycles.
4, A spender may own or have the use of a vehicle which is either not

taxed or insured or is “off the road” for repair and these should be
i ncluded. Conpany cars used exclusively for conpany busi ness shoul d
be excl uded.

5. A vehicle registered in a husband’ s nanme but used continuously by his
wi fe shoul d be coded as owned by husband.

6. ‘Conti nuous use’ includes car supplied by an enpl oyer, spouse’s
enpl oyer etc but does not include hire cars used fromtinme to tinme eg
for holidays. Cars purchased from enployer are al so excl uded

7. Excl ude any vehicl es bought or sold as part of a business. |If an
i nformant buys and sells vehicles as a business treat himas self
enpl oyed.

8. I ncl ude insurance for danage to w ndscreen in vehicle insurance.

9. Under the notability schene, recipients of notability allowance may

hire or purchase a car

i H re of car: car should be coded as being in ‘continuous use
at B4(f), and @5 coded 3.

ii. Purchase of car: car should be coded as ‘owned’ at @B4(f), and
details shoul d appear at the HP question (@6-97), the rate of
notability all owance at the beginning of the agreenent being
paid to Mdtability Finance.

10. If the informant owns a car under a | ease contract, paynents (coded
556) shoul d appear at Q120 (standing order) or the diary.
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Question 84/88 - Omership or continuous use of notor vehicle (continued)

Edi ting

1. | mput ati on
If an entry for notor vehicle insurance is not known inpute a value, on a Kl
based on current gross weekly household incone. |If an amount for road fund tax
is not known then enter the appropriate amount on a KL. In both instances check

whet her the anount has not been entered because it is paid by an enpl oyer or
firm If this is the case then | eave the question bl ank

2. Vehicle type

If code 5 is ringed at B4(a) or B8(a) a print nmessage will appear. Check the
answer given to see if the question should be recoded as 1 to 4 (See Notes 1 to
3). Vehicles such as tractors should be deleted if used for business purposes
only. Al lorries should be referred to RO

3. Peri od codes

A print nessage will occur if any of the period codes have values 1 to 6. If a
nonthly or quarterly period code has been entered it is possible that the person
has actually paid only a month’s or quarter’s road tax/insurance during the [ ast
12 nmonths in which case the ampunt shoul d be accepted and the period code changed
to 8.

If it appears that road tax/insurance is being paid each nonth or quarter then

this will need to be grossed up to an annual figure and the period code changed
to 8. Read carefully and interviewer notes before maki ng any adjustnent to the
figures.
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Question 85 - Car provided for continuous use

Thi s question applies only to those who at present have continuous use of car, ie those
coded 1 at B4(a) and 2 at @B4(f).

Edi ting

An error nessage will appear if a self-enployed person, who does not have a subsidiary
job as an enpl oyee, has continuous use of a car provided by his enployer (code 1 at
@B5). If there are no interviewer notes indicating the action to be taken, @B4(f)
shoul d be recoded to 1 and the entry at 85 deleted. It is, of course, possible for a
car to be provided by his spouse’s enployer (code 2 at (85) or a friend or relative
code (3 at (8B5).

Simlarly, a self-enployed person cannot have continuous use of a car provided by his
own business. For exanple, if @4(f) is coded 2 and B5 is coded 3 a print nessage
will appear. |If there is a note at (B85 saying ‘own business’ then @B4(f) should be
recoded to 1 and the entry at (85 del et ed.

If a self enployed person does contract work for a firmwhich provides a car for his
conti nuous use, @5 should be coded 3.
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Question 86 - Car engine size
This question applies only to those who at present have conti nuous use of a car

provi ded by their enployer or spouse’s enployer ie those coded 1 at B4(a) and 2 at
@B4(f) and 1 or 2 at @B5

Edi ting
If the DK code is ringed and the engine size is given at (86, delete the DK code.

If neither the engine size at (86 nor the estimted engine size at (B6(a) are given,
refer to RO

If B6 is coded DK and code 4 (DK) is ringed at B6(a), then accept.

If B6 is coded DK and B6(a) is blank, then code 4 (DK) at @B6(a).
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Question 87 - Petrol provided by enployer for private notoring

This question applies only to those who at present own or have continuous use of a car

Edi ting
An error nessage will appear if a self-enployed person, who does not have a subsidiary

job as an enployee, is provided with petrol by an enployer (codes 1 or 2 at 87). |If
there are no interviewer notes indicating the action to be taken, recode B7 to 3.
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Question 89 - Vehicles purchased (in last 3 nonths)

This question applies only to those who own or who have owned a vehicle in the |last 12
nont hs.

Check that there is a spender nunber for each entry.

Thi s question covers only vehicles purchased with cash or with a loan froma friend or
relative or a bank overdraft.

Check that any road fund tax or insurance has not been duplicated at 84 or 88. If it
has, then delete that elenment at B84 or (88. Do not abate the cash price at @B9(d)
because of inclusion of road fund tax, insurance or part exchange.

Check that vehicles included at this question and at Q@7 are accounted for at B4 or

@88.

Not es: 1. Cars bought on HP or by loan from an organi sati on shoul d not appear
here but @5 and @6/97. Transfer details if this is the case. Note
that notor vehicles purchased in the last 3 nonths using a | oan given
by an enpl oyer who does not provide |oans to the general public,
shoul d be accepted as being bought outright and should therefore
appear at this question.

2. Del ete any car bought on the day of the interview

Edi ting

If code 5 is ringed at B9(a) a print nmessage will appear. Check the answer given to
see if the question should be recoded as 1 to 4. (See Notes 1 to 3 at (B4/88).
Vehi cl es such as tractors should be deleted if used for business purposes only. Al
lorries should be referred to RO

Where it is known that the purchase price includes road fund tax but no anpbunt is shown
then, if possible, estimte an anmount based on the nunber of nonths between purchase of
vehi cl e and next paynent for road fund tax. |If this is not possible then enter a 6
nont h val ue for second hand vehicles and a 12 nonth value for new vehicl es.

An error nessage will appear if the anmount allowed in part exchange for the purchase of
a vehicle is equal to that received fromthe sale of a vehicle, ie if the anpbunt at
@B9(f)(i) is equal to the amount at @O0(c)(i). |If it is clear that the ampunts entered
at these questions relate to the sane vehicle, the whole entry (ie record 95) at Q0
shoul d be del et ed.
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Question 90 - Vehicles sold (in last 3 nonths)

This question applies only to those who own or have owned a vehicle in the last 12
nont hs.

Check that there is a spender nunber for each entry.

Thi s question covers only vehicles sold for cash, not those sold in part exchange.
Check that vehicles included at this question which are not part of a business are
accounted for at (@88.

Edi ting

If code 5 is ringed at Q0(a) a print nmessage will appear. Check the answer given to
see if the question should be recoded as 1 to 4. (See Notes 1 to 3 at (B4/88).

Vehi cl es such as tractors should be deleted if used for business purposes only. Al
lorries should be referred to RO

Jan 91



Question 92 - Season tickets
Checki ng

check to see whether there are any entries at Q2. |If yes then code the Ofice Use Box
as follows:

Train only 1
Tube only 2
Train and tube 3
Bus only 4
Bus and tube 5
Bus and train 6
Bus, tube and train 7
O her 8

Check that there is a spender nunber for each entry.

I ncl ude
(i) ‘ Season’ tickets covering a period of two days or nore.
(ii) Travel tickets covering a specified nunber of journeys.

(iii) Passes that enable a person to obtain reduced fares on buses or trains.
These are not season tickets.

(iv) QAP concessionary bus passes, pernits, tokens or tickets - see B7 -
B Schedul e.

(v) Rai | car ds.
(vi) Bus clipper cards.
(vii) State school bus and train passes (see QL25).

If a season ticket is obtained on credit it should also be shown at the credit
guesti ons 95-97.

Season tickets for state school and private school children are sonmetines entered at
both @2 and Q125. The table on the next page shows the procedure for dealing with the
various situations which are likely to occur. This results in an elenment of ‘double
counting’ but this is acceptable.
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Question 92 - Season tickets (continued)
Season tickets

If occur in diary

Use code:
State school - Accept at both @2 and Q125
chil dren
If entered at @2 only 950, 951 or 954

“ “ Q125 only 977

“ “ @2 and Q125 977
Private school - Accept at @2 delete from Ql25 950, 951 or 954
chil dren
School Bus
State school - Del ete from @2 accept at Q125 977
chil dren
Private school - Accept at @2 delete from Ql25 950, 951 or 954
chil dren
Edi ting

If code 8 is entered in the Ofice Use box, a print nessage will appear. Check the
‘node of transport’ to see if this should be recoded as 1 to 7.
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Question 93 - Credit, charge, shop or store card account on which interest can be
char ged

This question covers all credit, charge, shop and store card accounts on which the
person states that interest can be charged.

Each person who has a card on which interest can be charged should be entered once only
and the total nunber of cards held given in the box bel ow

A ‘joint’ card shoul d appear under the person who pays the account so it should only be
i ncl uded once.

Cash point cards, bankers cheque cards and cards such as ‘ Abbey Link’ should be
excl uded.
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Question 94 - Credit, charge, shop or store card account on which an annual standing
charge is nade

Hol ders of charge cards (eg Americal Express, Diners Cub) are required to pay an
annual subscription or standing charge, as do hol ders of many credit cards (eg LI oyds
Access, Barclaycard). It is anticipated that other banks w |l introduce annual charges
in due course

If a person has a credit, charge, shop or store card account on which an annua
standi ng charge is payable then this question should be coded 1 (Yes).

Cash point cards, bankers cheque cards and cards such as ‘ Abbey Link’ should be
excl uded.

1B\ HHLDSCHD. 7
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Question 95 - Loans
Code 1 Fi nance House (direct)

Money borrowed froma finance house can be arranged either direct or, through an agent
or vendor. |If the noney was borrowed froma finance house but the instalnments are
being paid direct to the endor this is an HP agreenent. The information should
therefore be transferred to @6/ 97.

Code 2 Credit Union

A loan froma credit union organisation is usually for a specific itemcosting a
relatively small anount. Credit unions operate on simlar lines to a savings club so
it is possible for a borrower to receive interest as well. This type of |oan seens to
occur nore frequently in Northern Ireland than GB

Code 3 Second nortgage

Second nortgage is a |loan acquired by using the informant’s accommodati on as security.
The armount of noney borrowed is usually considerable and is used for najor itens of
expenditure, eg home inprovenents, purchase of a car. (A second or top up nortgage
used to purchase the sanpl ed accommmodati on shoul d be entered at (B3-42 (A schedule) if
it has not already been included there).

Second nortgages are sonetinmes referred to as ‘personal |oans’ or ‘bank |oans’ but if
the accommopdation is used as security then it is a second nortgage.

Codes 4 and 5 Bank or Building Society (direct)

The nost common form of |oan direct froma bank or building society is a personal |oan
It may cover the full price of an article or service or it may cover only part
dependi ng on the borrower’s circunstances. (NB In this case the cash price would stil
be the total price of the itemif it had been bought outright).

Code 6 - Loan from enpl oyer

If the enployer is an organisation that grants credit to the public as a part of its
busi ness (eg finance house, bank, building society, insurance conpany etc) then @5(a)
shoul d be recoded 1-5 as appropriate.

eg: if the enployer is an insurance conpany, and is the source of the loan to an
enpl oyee, then recode the source of the loan to finance house (code 1).

If the enployer is an organisation that does not grant credit direct to the public as
part of its business then code 6 is correct at @®5(a), so do not delete the |oan

Code 7 - Loan from DSS Soci al Fund
Since April 1988, lunp sum paynents for itens such as furniture, clothing, cookers etc

have been nade in the formof a loan to be repaid either by direct paynents or
deduction from benefit, usually income support.
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Question 95 - Item bei ng bought by a | oan

Gid at top of page 36 - A schedul e

The grid is to assist interviewers (as well as checkers and editors) to account for al
the various | oans which a person nay have obtained, particularly when a single |oan
covers several itens. Note that the information in the grid is not being keyed.
Checki ng

Check that there is a spender nunber for each entry.

If nore than four itens are purchased by a | oan then additional pages (‘continuation
sheets’) should be added and the col um nunbers changed to 5, 6, etc.

Do not enter any qualifier codes at Q5(f).
Refer to ROif either loan (Q5(b) or instalnent paynent (@5(c)) is mssing.
1. Apportioning the | oan
If nore than one itemis purchased with a | oan each item should be entered in a

separate colum. The anounts shown at the foll ow ng questions should then be
apportioned on the basis of the cash price (@5(1)) of the itens purchased:

@5(b) - amount of | oan
@5(c) - | ast paynent ie instal nment
@5(k) - down paynent

Code the itenms purchased in the first Ofice Use box at 5(f).

Note that the anpunt allowed in part exchange at 5(j) should not be
apportioned. |If one of the itens purchased is a car and an anpunt has been
allowed in part exchange, refer to supervisor before apportioning.

After apportioning, check that the total value of each | oan has been accounted
for, considering each itemunder that [oan as foll ows:

Loan Cash price - Part exchange - Down paynent

Q5(b) Q5(1i) - Q5(])) - Q5(k)

In the above equation, although all values are to be given in ‘£ only', there
will remain an edit check to allow for a difference of plus or mnus £1, for each
item

2. Loan for purchase of notor vehicle
(i) Al'l organi sations coded 1-5 at (@®5(a)

(This includes enployers that normally grant credit direct to the public as
t hey shoul d have been recoded as 1 to 5).

The itemcode to be entered at Q5(f) will depend on the type of vehicle

New car/van - 501 ) See diary item
Second hand car/van - 502 ) codes for
Mot or cycl e/ scoot er/ noped - 503 ) fuller description

(new and second hand)
Do not transfer the details to (89.
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Questi
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on 95 - Item being bought by a | oan (continued)
(ii) Enployer coded 6 at @5(a)

(This relates only to enployers that do not nornally grant credit direct to
the public).

The itemcode to be entered at Q5(f) will depend on the type of vehicle

New car/van - 942 ) see diary item
Second hand car/van - 943 ) codes for
Mot or cycl e/ scoot er/ noped - 944 ) fuller description

(new and second hand)

If the vehicle was purchased within 3 nonths of the interview date,
transfer the details to B9, provided they have not already been entered at
thi s question.

Loan for purchase of season ticket
Al'l organisations coded 1-6 at @5(a) - (including all enployers)

Enter item code 950, 951 or 954 at @5(f). |If the season ticket was purchased
within 12 nonths of the interview date, transfer the details to 2, provided
t hey have not already been entered at this question

The reason why season tickets should be transferred in all cases where they were
purchased within 12 nonths of the interview date, is that the only diary codes
whi ch can be allocated to themat the |loan question are ‘900" codes. Therefore
the data would be lost if it were not recorded at (2.

Loan for purchase of all other goods and services
(Excl udi ng not or vehicles and season tickets).
Al'l organisations coded 1-7 at @5(a) - (including all enployers)

(i) If all the noney has been spent and the item(s) purchased is/are known,
code the loan entry to the iten{(s) purchased.

(ii) If it is clear frominterviewer notes that none of the noney has been
spent, whether or not the informant has stated the purpose for which it is
to be used, code as 999. Do not refer to RO

(iii) If all the nmoney has been spent but the iten{s) purchased is/are not known,
refer to RO at the CHECKING stage, RO w |l then decide whether to wite to
the informant, but if no further information becones avail able, code as
999.

Resi dual Sum

The instructions at 4(ii) and 4(iii) apply not only to the whole of a | oan but
also to a part of a loan or ‘residual sum. |If it is clear frominterviewer
notes that a part of a |oan has not been spent, follow the instructions at para
4(ii), ie code 999.

If a part of a loan cannot be attributed to any particular item (eg noney spent

on ‘general living expenses’ or ‘mscellaneous goods and services’), followthe

instructions at para 4 (iii) when the cash price is £500 or greater, ie refer to
RO If less than £500, code 999



Question 95 - Item bei ng bought by a |l oan (continued)

Q her types of loan

1

Bridging loan for the purchase of a property

If the bridging |loan is used for the purchase of a main dwelling, code as 221
Loan to pay off other |oans

If aloan is obtained to pay off a nunber of other |oans, code as 787.

Overdraft

Code all overdrafts as 999.

If an overdraft is used to purchase a notor vehicle which was bought within 3
nonths of the interview date, transfer the details to B9 provided they have not
al ready been entered at this question

Loan fromrelatives or friends

This type of loan should not appear at this question as none of the codes at
@5(a) is appropriate. |If such a |oan does occur, code as 999.

If the |l oan was used to purchase a notor vehicle which was bought within 3 nonths
of the interview date, transfer the details to B9 provided they have not already
been entered at this question.

The following types of |oan should be coded as 999:
(i) Overdrafts (see al so paragraph 3).
(ii) Loans fromfriends or relatives (see al so paragraph 4).

(iii) Business loans - if in doubt as to whether the loan relates to the
i nformant’ s business, refer to supervisor

(iv) Flexi-Ioans

(v) Continuous credit schenes - credit is extended to cover additional itens so
the original loan is never paid off.

Not es: 1. If there are two | oans from separate sources in respect of the
same article, both | oans should be coded as two separate
agreenments. The cash price should be apportioned between the
t wo.

2. If an interviewer’'s note indicates that a nortgage has been
taken out to nodernise or decorate a property (code 3 at
95(a)), check that the | oan paynent has not al so been incl uded
at B5 or B8. If it has, then the amount of the paynment
shoul d be deleted from @5 or 38. If in doubt, refer to RO

3. Repaynent of all nortgages on second dwellings (as well as
second nortgages on main dwellings) should appear at this
guestion only (code 3 at @®5(a)). (See note 2).

4. If *insurance for repaynment of loan’ is nentioned either at
this question or at @0, it should be apportioned between the
rel evant itens and added to the | oan paynents.



Question 95 - Item bei ng bought by a |l oan (continued)

5.

Edi ting

1. A print nessage Wi

If the informant has agreed to pay £X in instal nents but
prefers to pay variabl e amunts, accept ampbunt paid [ast tine
at Q@5(c).

If the outstanding debt for a particular itemis subsequently
paid off in one paynent, this should be accepted even if the
initial paynents were interest free.

VWere the informant acted as a guarantor for an item bought
using a loan and is now paying off the instalnments, the entry
shoul d be del eted and a weekly anount entered in each week of
the diary - code as 799.

Car leasing - delete the entry and enter a weekly anount in
each week of the diary - code as 556.

If a TV and video are purchased together and the individua
prices are not given, refer to RO

Il appear if @5(a) is coded 6. |If the informant’s enpl oyer

grants credit direct to the public as part of its business then the question
shoul d be re-coded 1-4 as appropriate, otherwise it should be left as code 6.

2. A print nessage wi

Il appear if @5(1) is coded 1. The anpbunt shown at (@5(c)

shoul d be added to the appropriate benefit (usually incone support) provided it
has not already been included at that question. Adjust the anount for period

code di fferences

f necessary. If in doubt, refer to supervisor

3. If the last paynment (Q5(c)) is not given and there is an interviewer note
i ndicating that the informant has not actually nade any paynents, the whole
record should be deleted and @5 recoded if necessary. Do not refer to RO

If the last paynment is not given and there is no interviewer note or it is not

cl ear whet her the

4. If the | oan anount

i nfornmant has nmade any paynents, refer to RO

(Q@5(b)) is abated then all the other nonetary entries (ie

| oan paynent, cash price, part exchange and down paynent) nust be abated by the
sane anount or proportion

5. Checks have been i
the retrospective

ntroduced at LI TEMPUR (Q5F1) linking the |oan question with
recal | questions 100-108.

If there is a loan, and the |l oan was taken out (@5(e)) within the last 3/12

nont hs (dependi ng

on the question), then there should be an entry at that

correspondi ng question. This check covers central heating

i nstall ati on/ mai nt

enance, capital inprovenents and repairs (contractors), noving

house expenses, furniture, carpets, and holidays.

Eg with a loan taken out in the last 3 nonths for furniture, there should be an
entry covering those itens at QLO6.

1/ B: HHLDSCHD. 13
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Question 96-97 - Itens being bought under HP or credit sal e agreenent

Hire purchase is nornally arranged by the shop where goods are purchased, and the
instalments are repaid to the shop ie the vendor. |If the instalnments are being paid
direct to a finance house instead of the vendor this is not an HP agreenent, so the
i nformant should be transferred to @5 and coded 1 at Q5(a).

Note that with HP the custonmer does not own the goods until the last instalnent is
paid. If he defaults and has paid less than 1/3, the goods can be repossessed. A
credit sal e agreenent gives the purchaser ownership of the goods at once.

Checki ng

Check that there is a spender nunber for each entry.

If nore than four itens are purchased by HP or credit sale agreenent, then additiona
pages shoul d be added and the col unm nunbers changed to 5, 6 etc.

Do not enter any qualifier codes at Q7(a).
Apportioning the HP agreenent

If nmore than one itemis purchased under the sanme agreenent each item should be entered
in a separate columm. The anpbunts shown at the follow ng questions should then be
apportioned on the basis of the cash price (@7(d)) of the itens purchased:

@7(9) - down paynent
Q@7(h) - i nstal ment

Code the itenms purchased in the first Ofice Use box at @7(a).

Note that the anount allowed in part exchange at Q@7(f) should not be apportioned. If
one of the itens purchased is a car and an anmount has been allowed in part exchange,
refer to supervisor before apportioning.

Not es: 1. VWhere the hire purchase price (ie cash price plus interest) is given
but the cash price itself is not known, refer to RO for an estinmate.

2. If the informant has agreed to pay £X in instalnents but prefers to
pay variabl e anounts, accept the anount paid |last tine at @@7(h).

3. If the outstanding debt for a particular itemis subsequently paid
of f in one paynent, this should be accepted even if the initial
paynments were interest free.

4, Where the informant acted as a guarantor for an item bought by HP or
credit sale and is now paying off the instalnments, the entry should
be del eted and a weekly anmount entered in each week of the diary -
code as 799.

5. Car leasing - delete the entry and enter a weekly anount in each week
of the diary - code as 556.

6. If a TV and video are purchased together and the individual prices
are not given, refer to RO
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Question 96-97 - Item bei ng bought under HP or credit sal e agreenent (continued)

Edi ting

1. If no down paynment or instal nent paid
There should either be a down paynment (@7(g)) or instalnent (@7(h)) or both.
If neither are given and there is an interviewer note indicating that the
i nformant has not actually paid any noney although he nay be in possession of the
goods, the whole record shoul d be del eted and Q6-97 recoded if necessary. Do
not refer to RO
If neither are given and there is no interviewer note or it is not clear whether
the informant has paid any noney, refer to RO

2. Abat enent
If the cash price (@7(d)) is abated then all the other nonetary entries (ie part
exchange, down paynent and instal nent) nust be abated by the same anpunt or
proportion.

3. Checks have been introduced at HPI TEMA (@7A1) linking the HP question with the

Jan 91

retrospective recall questions 100-108.

These checks follow the same principle as at the | oan question (see (5,
‘“Editing’ note 5).



Question 98 - Budget/option accounts, nail order clubs, top up student |oans etc
Code 1 Budget or option account

A budget or option account is usually with a departnment or chain store. Wth a budget
account the custoner undertakes to nake certain paynents into an account, usually at a
regular rate and tinme interval. |In return, they are able to purchase goods on credit
up to a certain figure specified in the original agreenent. Wth an option account,
goods are al so bought on credit, but the nonthly statenent received fromthe store can
be paid in full or by agreed instalnments. |If paidin full, no interest will be

char ged

Hol ders of budget or option accounts are often issued with a plastic card sinmlar to a
bank credit card. This is NOT TO BE TREATED AS A BANK CREDI T CARD BUT AS BUDGET OR
OPTI ON ACCOUNT. This card can be used sonetinmes in a nunber of shops, eg. Readycredit
card can be used in Rynmans and Top Shop

Code 2 Club run by a shop

Clubs are usually run by small shops principally for clothing, toys and househol d
goods. I n many cases the custonmer has to nmake a nunber of paynents to the club before
being entitled to nake a purchase. Note that Xmas clubs, savings clubs, etc. are

excl uded.

There are various schenes run by different co-operative retail societies. These should
be coded 3 unless they are HP or credit sale agreenents when they are coded at @6/97
or loans when they are coded 1 at @5(a).

Code 3 Mail Order Agent

This includes all paynents made to the mail order agent, or direct to the nail order
club, acting on behalf of a nail order firm(eg Littl ewoods, Geat Universal etc). If
the informant is an agent and al so makes purchases for herself, her instal nents shoul d
be coded to Mail Order Agent, while any postage on behalf of the club is business
expendi ture and shoul d be deleted. Any purchases made for custoners should also be
del et ed.

Code 4 Any other mail order organisation

This is where an infornant deals direct with the nmail order firmand includes direct
paynents to firns that advertise in the press. Al goods are ordered by post and no
conmi ssion is paid.

This person will not receive an incone as a nmail order agent in respect of these
transactions.

Mail order firms also arrange HP and credit sale agreenments. An indication that it is
an HP agreenment is if interest is paid on the purchase. Such arrangenents should be
coded at @6/97

Code 5 Check trader

Here the custoner pays for goods by check. Usually a check trader calls on the
custonmer to sell checks (eg Provident check arrangenent) which can then be used to buy
goods such as clothing, textiles and snmall household goods in a number of shops. Sone
retailers also issue checks. The largest check trading organisation in the country is
the Provident. This type of trading is nost prevalent in the North of England. Check
traders al so provide HP and credit sale facilities which should be coded at 6/97 and
| oans whi ch shoul d be coded 1 at Q5(a).
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Question 98 - Budget/option accounts, nail order clubs, top up student |oans etc
(conti nued)

Code 6 Top up loans for students

It will not be necessary for goods and services acquired with the | oan during the nonth
prior to interviewto be recorded at this question. |f any goods and services are
acqui red during the record-keeping period, they will be shown in the diary.

Code 7 Loan from other person or organisation (except credit cards)

I ncl ude Loans fromrel atives or friends

Legal fees or legal aid being paid in instalnents, but if |egal fees
appears in the diary as a ‘once only' paynment - code as 799.

Excl ude Arrangenents with trade unions or social clubs etc, which allow goods to be
bought at reduced prices. These are not credit arrangenents.

This code is for any doubtful or unusual schenes which shoul d be accepted, transferred
or deleted as necessary. |If in doubt, refer to supervisor
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Question 98 - Itens being bought with credit arrangenents coded 1-7
Checki ng
Check that there is a spender nunber for each entry on page 41 A schedul e.

If nore than 15 itens are purchased under one or nore of these arrangenents, then
addi ti onal pages should be added and the |ine nunbers changed to 16, 17, etc.

Code the itenms purchased in the first Ofice Use box at @8(d).
Do not enter any qualifier codes at 8(d).

If food has been purchased but not itemnmised, code the total anmount to 199. |If
al coholic drink is included in the total, refer to RO

The followi ng should be deleted fromthis question and coded in the diary if paid
during the record-keeping peri od:

Christmas cl ub hanper - code 199
Christmas cl ub paynents - code 803
Book cl ub paynents - code 721
Edi ting
1. If Q@8 is coded 7 (loan from other person or organisation), a print nessage wl|l

appear. Check whether this should be reclassified to one of the other codes at
@8 or whether it should be deleted. Refer to the notes on the individual codes.

2. Itenms purchased within a cal endar nonth of the date of interview are acceptable.
For exanple, if the date of interview was 10 January then any item purchased
bet ween 10 Decenber and 9 January inclusive is ‘valid

An error nessage will appear if an itemwas bought on the day of interview or
nore than a calendar nmonth prior to the interview date. |f the date is suspect
(eg the itemwas purchased three nonths ago) or is not clear, refer to
supervisor. Qherwi se delete the entry.

3. Checks have been introduced at CLUBI PUT (Q8D4) linking the ‘Club’ question with
the retrospective recall questions 106-108 (furniture, carpets, holidays).

These checks follow the same principle as at the | oan question (see (5,
‘“Editing’ note 5).

1/ B: HHLDSCHD. 14
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Question 99 - Second dwelling

| NCLUDE as SECOND DVELLI NG only permanent accommodati on eg holiday honme, town flat,
fi xed caravan or beach bungal ow, in which one can |ive permanently.

EXCLUDE as SECOND DWELLI NG a permanent second dwel ling outside UK (ie outside England
Scotl and, Wales and Northern Ireland. Exclude old or new hones in UK and Tineshares in
UK or abroad.

In addition to the accommodation in which the household is living, a MAIN DWELLI NG
i ncl udes any accommodati on to which the household or a household nmenber may be noving
(eg on nmarriage) or has noved from

A ‘tenporary’ dwelling (eg a flat where a council tenant is being tenporarily re-
housed) should also be treated as a MAIN dwel |ing.

A MAIN dwel Iing, therefore, includes all MAIN dwel lings occupied by the househol d
during the last 12 nonths.
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Questions 100-103 - Expenditure on main and second dwellings (in last 12 nonths)

Questions 100 and 101 apply only to households with central heating in their nain
dwelling (coded 1 at Qr9) or with a second dwelling in UK (coded 1 at @9(a)).

Questions 102 and 103 apply to all househol ds.

For a description of main and second dwelling see Q9.

Wth the exception of QLO0(b) the subsidiary questions asked at QL00-103 are identi cal
Checki ng

Check that code 1 in the OFFI CE USE boxes at the top of each page has been ringed where
appropriate and also the nain and/or second dwelling codes at QL00(a) to QL03(a).

1. Amount to be entered at QL0OO- 103
The amount entered at QL00(c), 101(b), 102(b) or 103(b) should be the anpunt the
informant has actually paid during the last 12 nonths to a contractor or ‘soneone
el se’ (eg: builder, electrician).
(i) Loan paynents
If a loan of say, £3000 is obtained to pay for an extension to the honme but
only £2,000 of this was paid to a contractor during the last 12 nonths,
t hen £2000 shoul d be entered at QL02(b). The instal nent paynents on a | oan
shoul d not therefore be included at QLO0-103.
(ii) Instalnment credit or HP paynents

In an HP agreenent the purchaser pays for the goods by instal nents and
these are paid direct to the vendor not to a bank or finance house as in

the case of a loan. In an HP agreenent therefore, it is the total anount
paid in instalnments during the last 12 nonths which should be entered at
QL00- 103.

(iii) Grants froma local authority and refunds from an i nsurance conpany

A grant froma local authority paid direct to the househol d should be
i ncluded in the paynent at these questions, but a grant paid direct to the
contractor should be excl uded.

For the tine being insurance clains are to be totally disregarded, whether
the clai mhas been settled or not.

Again, it is the anount which the infornmant has actually paid to the

contractor, etc, during the last 12 nonths which should be entered at these
guesti ons.
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Questi
2.

Not es:
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ons 100-103 - Expenditure on main and second dwel | ings (continued)
Met hods of paynment

(i) If instalment credit occurs in conbination with any other nethod of paynent
then code 4 should be ringed and all other codes del eted.

(ii) If any nethod of paynent other than those shown at codes 1-4 is used (eg
part cash/part credit card, part cash/part |oan, part credit card/part
| oan) then code 5 should be ringed.

(iii) Honme inprovenent grants should be coded 5; they are not to be coded as
| oans.

Checki ng back to the | oan/HP question ((@@5-97)

If the goods are paid for by loan (code 3) or instalnent credit (code 4),
interviewers are asked to check whether instalnents are still being paid. This
i nvol ves a new question in 1991 which will be keyed (QL00(d) (i), QL01(c)(i),
QL02(c) (i), and QLO3(c)(i)).

It is therefore no | onger necessary to check back nanually to the | oan/HP
guestion at the checking stage (see 'Editing’ ).

However, it will still be necessary to check the | oan/HP questions if code 5 has
been ringed and the nethod of paynent specified includes either ‘loan’ or
‘instalnent credit’. |If the information is not given at the |loan or HP question
refer to RO

1. Central heating installation (QLO1)

Include initial installation as well as total replacenent of a
central heating system

2. Central heating repairs (101)
I ncl ude nmai ntenance contract paynents eg Gas Board schenes.
3. These questions are no |onger experinmental, so any entries el sewhere

in the A schedule (@5-97 and QL20) or in the diary should be coded
to the 900 series.



Questions 100-103 - Expenditure on nain and second dwellings (continued)

Edi ting

If the anobunt paid in the last 12 nonths is not known, refer to RO for an estinmate.
The estimated anmount should be entered on a Kl

Do not abate the anount paid if any of it is being clainmed as a business expense.

Checks introduced at DWHHWPY (QLOOD), DCHRHWPY (QL01C), DEXTHWPY (QL02C), and DWNTHWPY
(QLO3C) link these retrospective recall questions with the |oan and HP questions ((5-
97).

Example 1. |f DWCHHWPY (QLOOD) = 3 and DWCHI NST (QLO0OD1) = 1, then there nmust be an
entry at the | oan question (@5) for central heating installation, and the |oan nust
have been taken out in the last 12 nonths.

Example 2: | f DWCHHWPY (QLOOD)=4 and DWCHI NST (QLOOD1)=1, then there nust be an entry
at the HP question (@6-97) for central heating installation. There is no date linmt

set on an HP agreenent because it is the total paid in instalnents and deposit during

the last 12 nonths which should be entered here.
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Retrospective Questions 100-118 - Anount paid in the |last 12/3 nonths

I f payment was by | oan, the paynent to be entered will be the total anount paid to the
contractor, etc, in the last 12 nonths (QL00-105) or 3 nonths (QL06-118). The

i nstal ment paynents on the | oan should be entered.

However, if paynent was by instalment credit/HP the anmount entered should be the total
i nstal ment paynments nmade to the vendor in the last 12 or 3 nonths.

Questions 100-103 and 106-118 - Method of paynment not coded

If the anobunt spent is less than £1000 and the interviewer has not coded the nethod of
paynment, treat as a cash paynent and code 1 at that question provided that there is no
| oad/ HP arrangenent at 5-97 (or at @8 for the furniture, carpets or holiday
guestions).

If the anount spent is £1000 or nore, refer to RO
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Question 104 - Expenditure on purchase or sale of property (in last 12 nonths)
Check that there is a spender nunber for each entry.

1. This question collects data about conveyancing, estate agents’ and
surveyors’ fees incurred in respect of purchase or sale of property, failed
property transactions, renortgagi ng, second nortgages and top-up nortgages.
Only residential property transactions should be included.

2. If the transaction was in respect of a second dwelling overseas,
expenditure is acceptable at QL04 provided that the noney was paid in
sterling in the UK However, expenditure on conveyancing, estate agents’
and surveyors’ fees for tineshares, both in the UK and overseas, nust be
excl uded from QLO4.

3. If the informant has gi ven the exact anounts spent on conveyanci ng fees,
estate agents’ fees or surveyors’ fees then each should be entered in a
separate colum and the ampunts shown at QL04(b). Ring the appropriate
code at QL04(a).

4, Do not accept estinates for conveyancing fees, estate agents’ fees or
surveyors’ fees. |If estinmates are given enter the conbined fees at QL04(b)
and ring code 4 at QL04(a).

5. If codes 1 or 2 or 3 at QLO4(a) are multi-coded but only the conbined fees
are given then ring code 4 at QL04(a) and del ete the other codes.

6. Stanmp duty, land registry fees and |ocal authority search fees should be
excluded. |If there is an interviewer’s note indicating that one or nore of
these fees are included in the anpbunt given at QLO4(b), refer to RQ
whet her the purchase price of the dwelling is given or not.

7. Fees which do not specifically relate to the sale or purchase of a property
or a renortgage etc should also be accepted and coded 4 at QL04(d), eg
solicitors’ and surveyors’ fees incurred in respect of repairs to a
property or the building of an extension.

8. The ‘other dwelling code at QLO4(d)(i) relates to transactions involving
sonmeone el se’s property eg where the informant sells an inherited house.
Not es: 1. Exclude fees incurred in respect of property which is used only for
busi ness.
2. This question is no | onger experinmental, so any entries el sewhere in

the A schedule (@5-98 and Q120) or in the diary should be coded 959
Edi ting

If the anobunt paid in the last 12 nonths is not known, refer to RO for an estinmate.
The estimated anmount should be entered on a Kl

Do not abate the anount paid if any of it is being clainmed as a business expense.

Al t hough there is a forwards check linking the | oan/HP questions with QL04, there is no
backwards link from QLO4 to the earlier questions (see note under QLO5 ‘Editing’).
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Question 105 - Expenditure on noving and storage of furniture (in last 12 nonths)

Check that there is a spender nunber for each entry.

1. This question is no longer experinental, so any entries in the A schedule
(@5-97) or in the diary should be coded 959 (ie: sane code as for QL04).

2. I f insurance paynents covering storage or nmoving of furniture are identified
separately, they should be included at this question. |If there is a note

i ndicating that the amount at QLO5 is for a second or other dwelling (ie: not for
a main dwelling), refer to RO
Edi ting
Al t hough there is a forwards check linking the | oan/HP questions with QL0O5, there is no
backwards link from QLO5 to the earlier questions. This is because questions covering
the nmet hod of paynent and whether instalnments are still being paid are not being asked
(see also QL04).

If the anpbunt paid in the last 12 nmonths is not known refer to RO for an estimate. The
esti mated anount should be entered on a Ki.

Do not abate the anount paid if any of it is being clainmed as a business expense.
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Question 106 - Expenditure or furniture (in the last 3 nonths)

This question applies to new and secondhand furniture.

This question is no |onger experinental, so any entries el sewhere in the A schedul e
(@5-98 and Q120) or in the diary should be coded 957.

Edi ting

If the anpbunt paid in the last 3 nonths is not known, refer to RO for an estimate. The
esti mated anount should be entered on a Ki.

As at QL00-103, a check has been introduced at FURNHWPY (QLO6(b)) linking this question

with the | oan and HP questions. It is therefore no |onger necessary to check back to
@®5-98 at the checking stage.
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Question 107 - Expenditure on carpets and carpeting (in the last 3 nonths)

I ncl ude: soft carpeting only and fitting charges.

Excl ude: hard flooring itens Iike vinyl/plastic/woden floor coverings, tiles,
lino, etc.

Due to an oversight, in the 1st quarter, QL0O7 still asks for a total expenditure of

over £50 for the last 3 nonths. This £50 limt will now be abolished fromthe 2nd

guarter onwards when any anount of expenditure shown at this question will be accepted.

For the 1st quarter only, delete the amount at QLO7(a) if it is £50 or |less, and recede
the main question to ‘ No’

This question is no |onger experinental, so any entries el sewhere in the A schedul e
(@5-98 and Q120) or in the diary should be coded 958.

Al hard-flooring itens should be coded 402 in the A schedule or diary.

Edi ting

If the anobunt paid in the last 3 nonths is not known, refer to RO for an estinmate. The
esti mated anount should be entered on a Ki.

As at QL00-103, a check has been introduced at CPETHWY (QLO7(b)) linking this question

with the | oan and HP questions. It is therefore no |onger necessary to check back to
@®5-98 at the checking stage.
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Questions 108-118 - Expenditure on holidays (in last 3 nonths)

QL10-112 apply to package holidays including self-catering package holidays. A package
holiday is one where travel to the holiday point and acconmobdati on are charged for
jointly and cannot be paid separately. |nsurance cover may al so be included as part of
t he package cost.

QL13-115 apply to non-package holidays at a hotel or boarding house.

QL16- 118 apply to non-package self-catering holidays.

Checki ng

Check that there is a spender nunber for each entry.

(i) If the goods are paid for by loan (code 3) or instalnent credit (code 4),
the interviewers are asked to check whether the | oan has been paid off. |If
it has, they will ring code Y in the box beside the question. |If code Y is
ringed, it is not necessary to check back to the |oan or HP question, but
if code Yis not ringed it will still be necessary to check whether the

informati on has been entered and if not, refer to RO

(ii) It will also be necessary to check the loan or HP question if code 5 has
been ringed and the nethod of paynent specified includes either ‘loan’ or
‘“instalnent credit’. (NB - Interviewers have not been asked to refer back
in these cases so code Y will not be ringed). Again, if the information is
not given at the loan or HP question, refer to RO

This no longer applies to QLO0-103 and QL06-107.
Not es

1. These questions are concerned with expenditure made during the last 3
nont hs irrespective of whether the holiday has been taken or not and
regardl ess of the Iength of the holiday taken, so the holiday can be of any
[ engt h.

2. Hol i days taken in the Channel Islands or Isle of Man shoul d be coded 3 at
QL11, QL13, QL16. These islands are not part of the UK

3. Hol i days taken at the informant’s hone or holiday hone or with relatives
where there is no paynent on a comercial basis should be excluded. Money
paid to a friend/relative for board and lodgint in the UK should be coded
757 in the A schedule or in the diary.

4, Ti meshare holidays in UK and abroad shoul d al so be excl uded.
5. If holiday insurance is included in the total cost of the holiday and the
cost of the insurance is known, then it should be deleted and coded 755 in

the diary if paid during the record-keeping period. |If it is not known
then it should be left in the total cost of the holiday.
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Questions 108-118 - Expenditure on holidays (continued)

6. These questions are no |longer experinmental, so any entries el sewhere in the
A schedul e (@5-98 and Q120) or in the diary should be coded either to 955
or 956.
Edi ting

If the amount is not known refer to ROfor an estimate. The estimated anpbunt shoul d be
entered on a Kl.

A print nessage will appear if the ‘nmethod of payment’ questions are coded 3 or 4.
Thi s shoul d have been dealt with at the checking stage but, as it is particularly

i mportant to ensure that all loan/instalnment credit (HP) agreenents are entered at the
appropriate question, it should be checked again at the editing stage.

This print nmessage still exists because there are no backward checks |inking these
guestions with the | oan/HP questi ons.
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Question 119 - Current/budget accounts and bank service charges (in last 3 nonths)
Check that there is a spender nunber for each entry.

Bank current accounts which yield interest (eg Lloyds dassic a/c, Mdland Vector a/c)
shoul d be included but bank deposit or savings accounts and buil ding society current
accounts should be excluded fromthis question

The following itens should be excluded from QL19(b) (i):

(i) Charges on bank credit cards

(ii) Counter charges for cashing cheques - these should be coded as 799 in the
diary if paid during the record-keeping period.

(iii) Interest charged on | oans, overdrafts and bank budget accounts.
Edi ting

If the anopunt at QL19(b)(i) is not given but a ‘DK has been entered then inpute, on a
K1, using current gross weekly househol d i ncone.

If the anpbunt is not given and no DK is entered, recode QL19(b) to 2.

If a joint account is held there should be a separate entry for each informant. Any
servi ce charges shoul d be divided equally between the joint account hol ders.

Do not abate the anobunt paid if any of it is being clainmed as a business expense.
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Question 120 - Paynments by standing order or direct debit
Check that there is a spender nunber for each entry.

Standi ng orders/direct debits nay be arranged t hrough a bank account, bank budget
account, national (Post Ofice) Gro account or a Building Society account.

Paynments made through bill-paying firnms should al so be entered, but nmanagenent charges
i ncl uded rmust be deducted and coded separately fromthe nonthly/weekly paynent.

Honewi se (rmanagenent charge - £5.00 per nonth - code 799)
Secur e Hones (rmanagenent charge - £1.50 per nonth - code 799)

Code the itens being paid for in the Ofice Use box using diary codes. Itens covered
at QL20 shoul d not be duplicated in the diary schedul e.

Use the ‘900’ series for coding any A or B schedule itens which occur at this question.
Do not delete any itens appearing el sewhere in the A and B schedul es.

Do not enter any qualifier codes at QL120.
Edi ting
Error nessages

There is a | arge nunber of checks (error mnmessages) linking the 900 codes with their
correspondi ng variables in the A and B schedul es. Sone checks relate to the househol d
(eg rent, nortgage) but nost relate to the person (eg life insurance, persona

pensi ons, |oans, educational fees).

Al these checks relate to paynments which are, generally speaking, ‘continuous’ (eg
rent, nortgage, gas, electricity, insurances, |oan instalnents).

The purpose of these checks is to determ ne whether there is a corresponding entry in
the A or B schedule. For exanple, if a person pays a premumfor a personal pension
(A48) by standing order and there is no corresponding entry at 48, an error nessage
will appear. |If a person is paying for an itemby standing order then, even if it is
the first paynent, there should still be a corresponding entry in the A or B schedul e.
It woul d appear, therefore, that the anmount has either been onmitted in error or it has
not been keyed.

Action to be taken
If an error nessage appears, proceed as foll ows:

(i) Check whether an anount has been entered at the rel evant question
If so, enter this on a Kl

(ii) If no amount has been entered at the question, refer to any interviewer
notes and also to any related questions to see if they explain why the data
i s mssing.

(iii) If it is still not possible to discover why the amount is missing, refer to
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Question 121 - Prescriptions - itens acquired free of charge
Check that there is a person nunber for each entry.

Include itens obtained free of charge at a hospital dispensary even if these were not
acqui red by prescription.

Exclude itens acquired on a prescription season ticket. This is a ticket which is

bought by persons who are not entitled to free prescriptions but who require regul ar
nmedi cati on.
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Question 122 - Free Wlfare MIk
This question applies only to persons under 61
Check that there is a person nunber for each entry.

Excl ude powdered milk and nmilk tokens.
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Question 123 - Free School M1k

Thi s question applies only to persons with children under 16 at State schools.

Check that there is a person nunber for each entry.

Free school milk is supplied to children up to their seventh birthday (11th birthday in
some LEA' s) at registered day nurseries, playgroups, state primary schools or to

approved child minders. The normal anount is one bottle or carton per day.

For children with particular health problens, nmilk may be supplied up to their
sixteenth birthday or the all owance nmay be nore than one bottle.

Bottles or cartons usually contain one third of a pint.
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Question 124 - State School Meals

Thi s question applies only to persons with children under 19 at state schools.
Check that there is a person nunber for each entry.

I ncl ude school cafeteria and fixed price neals only.

Excl ude ‘tuck shop’ purchases.

The total anpunt paid in the |ast seven days (QL24(d)(i)) should be accepted
irrespective of the period it covers.
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Question 125 - Travel to State School

This question applies only to persons with children under 19 at state schools, where
the children travel to school by bus or train. |If the child travels by taxi the entry
shoul d be deleted although if the taxi is provided in lieu of a bus or train then
accept the entry.

Check that there is a person nunber for each entry.

I nclude state school bus and train passes.

Excl ude private season tickets for children. These should be entered at (2.

The total anpunt paid in the |last seven days (QL25(c)(i) should be accepted
irrespective of the period it covers.

See instructions at @2 concerning duplication of ‘season ticket' entries for state
school and private school children
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Questions 126-136 - General notes on education questions

These questions are asked of all spenders in respect of full and part-tinme education

i ncl ud

1

Jan 91

ing leisure classes.
Courses up to and including ‘A |evel include:-

Nati onal di pl onma
Nati onal certificate
A'S | evel
CCE A-level
General Certificate of Secondary Education (GCSE)
Certificate of Pre-vocational Education (CPVE)
Cty and Cuil ds/BTEC Foundati on Progranmes of Pre-vocational studies
BTEC First Certificate
BTEC First D pl oma
SCOTVEC. National Certificate
Scottish Certificate of Education - ordinary grade
- standard grade
- hi gher grade
Certificate of six years study (CSYS) (Scotl and)
Cty and Guilds - Level 1 general education
“ 2 industrial conpetence
3 leading to supervisory roles
RSA courses (nost) - Pre-vocationa
- Oficelsecretarial skills
- Advanced Di pl oma
State Registered Nurse (SRN)
Regi st ered CGeneral Nurse (RGN)

“

Cour ses above ‘A | evel include:-

First degree

Teacher Trai ni ng

H gher Degrees

H gher National Certificate

H gher National Diplona

BTEC Cont i nui ng Education Certificate

BTEC Cont i nui ng Educati on D pl ona

SCOTVEC Hi gher National Certificate

SCOTVEC Hi gher National D plona

Di pl oma in Hi gher Education

Cty and CQuilds - Career Extension Level - Master technician registration
- Licentiateship of the C & G- Professional degree

A variety of professional courses

State grants will exclude fees, these are paid direct to the educationa
establ i shnent by the state. Gants from overseas governnents or private sources
in the UK or overseas will include fees.

Private grants include grants fromenpl oyers, and al so HM Forces and the
nati onal i sed i ndustries (when they are enpl oyers).

Fees for children attending Granmar Schools in N Ireland shoul d be coded
‘private’ at Ql26, QL28 or QL32, QL33.

Exam f ees shoul d be accepted at the rel evant question



Questi
6.

10.

11.

12.
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ons 126-136 - Ceneral notes on education questions (continued)

Accept grants for itens such as books, stationery, clothing, (exc clothing
vouchers) travel ling expenses, instrunents and nai ntenance of relatives.

If a grant is made by an enployer for the children of an enployee, it should be
added to the salary of the parent at 12, 18(a) and (b) (B Schedule) on a
proportional basis. For exanple, if the salary was paid nonthly then 1/12 of the
total value of the grant should be included in the salary. Delete any entries at
QL26 or QL33 but include the grant (as a paynent) at QL28, QL29 or QL32.

If fees are paid direct by an enployer for the children of an enpl oyee, these
shoul d be accepted at Q128, QL29 or QL32 and should al so be added to the salary
of the parent (see paragraph 7).

If all the fees are paid direct or refunded by an enpl oyer for an enpl oyee,
delete the entries at Q128, Q129 or Q132. |If only a part of the fees are paid
direct or refunded then only that part paid by the infornmant should be entered at

QL28, QL29 or QL32.

Parental contributions towards a grant should be included at QL28 or QL32 under
the parent’s person nunber and at 65 (B schedule) under the child s person
nunber if the child is a spender. This applies whether the parents and child are
in the same household or not. Parental contributions nay al so be included at
QL29, if, for exanple, the child takes a | eisure course as a part of his/her
educational course. Note that cash gifts above the value of the grant should be
excluded. Overseas grants should al so be shown at @5 (B schedul e).

G fts of noney, including pocket noney, over and above the anmounts required for
educati on shoul d be excluded from QL26- 136 and shown in the diary if given during
t he record-keeping period - code 801 if the person is under 16 and 802 if 16 or
over (see Section N of diary instructions).

Anyone receiving full-tine education but engaged in a vacation job at the tine of
i nterview should be shown as receiving full-time education at Q.



Question 126 - Attending a course for which an education grant, maintenance grant or
schol arship is received

Check that there is a person nunber for each entry.
Do not transfer any data to the pay questions in the B schedul e except in the case of a

grant or fees paid by an enployer (see paragraphs 7 and 8 at: ‘GCeneral ntoes on
educati on questions’).

Edi ting

1. If the anpbunt of the grant at QL26(c) (state) or QL26(d) (private or overseas) is
not known, do not i npute.

2. If QL26(b) is coded 1 and an anount has been entered at QL26(d), transfer it to
126(c).

3. If QL26(b) is coded 2 or 3 and an ampunt has been entered at QL26(c), transfer it
to QL26(d).

4, If both QL26(c) and QL26(d) have been conpl eted, accept the figure which foll ows

the correct continuity from QL26(b) and del ete the ot her

5. If QL26(e) is 0.00, blank or DK, enter the anpbunt given at QL26(c) or QL126(d).
If both these questions are blank then QL26(e) should be left blank
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Check
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on 127 - Attending a course for which a top-up student |loan is received
that there is a person nunber for each entry.

The loans will be additional to the student grant and will be repayable over ten
years. They will be offered by banks or building societies at bel ow market
rates. The government will guarantee bad debts and subsidise the cost of

i nterest charges.

The *acadenic’ year starts in Septenber and ends in May-June of the foll ow ng
year.

The amount students can borrow will vary, but the nmaxi mumloan will be as
fol |l ows:

In a full year In the final year
of study (£) of study (£)
London 460 340
El sewhere 420 310
Hone 330 240

If the anpbunt entered is greater than £460, refer to RO

It is unlikely that any person under 16 will receive a top-up |oan



Question 128 - Fees or nmintenance for education courses (in last 3 nonths)
Check that there is a person nunber for each entry.

Al'l educational or vocational courses except those where private tuition fees are paid
(see Q129) should be entered at this question. The distinction between an educati ona
or vocational course and a recreational course nmay not be entirely clear, so it nay be
necessary to transfer entries fromQL28 to QL29 and vi ce versa.

Edi ting

1. If the anpbunt of fees or mmintenance paid in the last 3 nonths is not known,
refer to RO

2. If fees or nmaintenance for educational or vocational courses (except those where

private tuition fees are paid) are entered in the diary (code 980), a warning
nessage will appear if there is no corresponding entry at QL28(b) for at | east
one person in the househol d.

If *1st paynent/instal ment’ has been witten beside the diary entry, no further
action is required. |If not, check QL28(b) and if no details are given, refer to
RO (See also Note 1 on P.13 of the diary instructions).

3. If the DK code is ringed at QL28(d) a print nessage will appear. Check the
answer given at QL28(d)(i) to see if QL28(d) should be recoded as 1 or 2.
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Question 129 - Fees or private tuition for leisure courses (in last 3 nonths)
Check that there is a person nunber for each entry.

Al leisure or recreational courses should be entered at this question. |If, however,
any private tuition fees are paid for a course then this should also be entered here
even if the course appears to be nore vocational than recreational (eg mathenatics).
It may be necessary, therefore, to transfer entries fromQL29 to QL28 and vi ce versa.

Recreati onal Education includes all part-time educational activities which cannot be
identified as ‘vocational’, including evening classes (unspecified) unless attended by
apprentices, together with any doubtful cases. |In general, this covers:

Cooker, homenaki ng, handicraft, needlework, ‘do-it-yourself’ classes,
Danci ng, music cl asses

Driving | essons

Fencing, riding, sw nmng | essons

Training in sport and athletics

Course of lectures, including those given by the WEA

Courses in arts of the literary arts

One-day school s, weekend school s, summer schools, “Teach-ins”

Cor respondence courses taken in UK (Delete if taken abroad)
Language courses, whether on tape or records (eg Linguaphone)
Pl ayschool s and nursery schools (Note Q7 at the househol d box should be coded 2).

The foll owi ng shoul d be excluded fromthese questions:

(i) Fees for playgroups and private or local authority day nurseries. These
shoul d be coded as 780 in the diary if paid during the record-keeping
peri od.

(ii) Menbership subscriptions to a trades union, professional association
soci ety or club. These should be coded as 796 or 797 in the diary if paid
during the record-keeping period.

(iii) Driving tests. Deduct the driving test fee (£15) if it is included in the
cost of driving |lessons. This should be coded as 770 in the diary if paid
during the record-keepi ng peri od.

Edi ting
1. If the anpbunt of fees or private tuition paid is not known, refer to RO
2. If fees or private tuition for leisure or recreational courses are entered in the

diary (code 981), a warning nessage will appear if there is no correspondi ng
entry at QLO8(b) for at |east one person in the household.

3. If *1st paynent/instal ment’ has been witten beside the diary entry, no further
action is required. |If not, check QLO8(b) and if no details are given, refer to
RO, (See also Note 1 on PD14 of the diary instructions.)

Note, if one of these courses occurs in the diary, it is possible to check

whet her the particular course had been entered at Q29 by referring to the
guestion: ‘What is the subject being studied?
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Question 130 - Attending a part-time course at a state educational establishment

Check that there is a person nunber for each entry.
Edi ting

If the DK code is ringed at QL30(b) a print nessage will appear. Check the answer
given at QL30(b)(i) to see if QL30(b) should be recoded as 1 or 2.
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Questions 131-136 - Grants received by and fees paid for children outside household
Check that there is a person nunber for each entry.

These questions apply to children (including married children) aged 16-24 who are not
nmenbers of the household but are the children of household nenbers. They can al so
apply to grand-children, nephews, nieces, foster children etc. |If there is any doubt
as to whether a person should be entered at these questions, refer to RO

Code the relationship to HH at QL31(b) for each person entered. Use the coding frane
at @, A schedule.

See notes at QL27 for further information on top-up student | oans.

Edi ting

1. Q131
If the relationship to HOH has not been conpleted a validation error nmessage wl|l
appear .

2. Q132
(i) If the anpunt of fees or maintenance paid is not known, do not inpute.

(ii) If fees or maintenance for these courses are entered in the diary (code
984), a warning nmessage will appear if there is no corresponding entry at

Q132(a) (i)-.
If *1st paynent/instal ment’ has been witten beside the diary entry, no
further action is required. |If not, check QL32(a)(i) and if no details are

given, refer to RO (See also Note 1 on P.13 of the diary instructions.)
3. QL33

(i) If the anpbunt of the grant at QL33(b) (state) or QL33(c) (private or
overseas) is not known, do not inpute.

(ii) If QL33(a) is coded 1 and an anount has been entered at QL33(c), transfer
it to QL33(b).

(iii) If QL33(a) is coded 2 or 3 and an ampbunt has been entered at QL33(b),
transfer it to QL33(c).

(iv) If both QL33(b) and QL33(c) have been conpl eted, accept the figure which
follows the correct continuity from QL33(a) and del ete the ot her
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Questions 131-136 - Grants received by and fees paid for children outside household
(conti nued)
4, QL34

(i) If the DK code is not ringed at QL34(a) and the anount they are entitled to
borrow is not known, ring the DK code.

(ii) If the DK code is ringed at Ql34(a) and the amobunt they are entitled to
borrow is given, the DK code will be auto-corrected.

(iii) The instruction at (i) and (ii) also apply to QL34(b).
5. Q136

If the DK code is ringed a print nessage will appear. Check the answer given at
QL36(a) to see if QL36 should be recoded as 1 or 2.

Note that QL34-136 apply in 1991 regardl ess of the answer given at QL33.

1B\ HHLDSCHD. 11
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Ceneral Notes on Business Refunds - Enpl oyees
These notes refer to QL37, A Schedule and to @ 19-21, and 27, B Schedul e.
A PURPCSE

The purpose of the question is:-

1. To identify and abate all refundabl e expenditure.

2. To adjust pay details so that they do not contain refunds (or all owances)
for business expenditure.

3. To adjust pay details so that they do contain refunds (or allowances) for
‘private’ expenditure. These are regarded as a ‘perk’ and are, in effect,
an addition to salary.

B. TYPE OF REFUND/ ALLOWANCE

To achieve the purpose, it nust first be deci ded whether the refund or allowance
rel ates to business expenditure or private expenditure.

1. The followi ng types of refund/all owance should be classed as busi ness
expendi t ure:

(i) Car expenses

(ii) Tel ephone expenses

(iii) Lodging allowance for a househol d nenber (living part of the week
away fromthe household on business (but check carefully that he/she
is a househol d nenber)

(iv) Subsistence all owance

(v) Entertai nment, stationery, postage and other itens which could be
used in connection with the infornmant’s work.

(vi) An occasional neal (otherw se see 2(ii))

(vii) Expenditure on transport (rail or bus etc) provided it is for
travelling on the job, or getting to work where the place of work
varies (eg building trade) (otherwi se see 2(iii))

(viii) Household expenditure provided part of the rateable unit is used for
busi ness (ot herwi se see 2(iv)).

2. The following types of refund/allowance should be classed as private
expenditure (‘'perks’):

(i) Rent all owance for firenen, police or prison officers
(ii) Regular neals (as opposed to 1(vi))

(iii) Expenditure on transport (other than on cars) to get to work (as
opposed to 1(vii)).

(iv) Househol d expenditure provided no part of the rateable unit is used
for business (as opposed to 1(viii)).
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C. ACTI ON TO BE TAKEN
1. If a refund/all owance relates to BUSI NESS expenditure
(i) A Schedul e
Adj ust the allowance for period code differences and deduct it from
the appropriate A Schedule entry. The anmount of expenditure after
deduction (ie the abated val ue) should be entered on a Ki.
(ii) B Schedul e

a. I f business allowance included in pay details (QL1-18)

Do not delete the allowance from pay questions but add it
to QL9-21 or 7 if not recorded there

b. I f business allowance not included in pay details (QL1-18)
Do not add the allowance to the pay questions but if it
is recorded at Q19-21, it is possible that it has been
included in the pay details. Refer this to supervisor
2. If refund/allowance relates to PRI VATE expenditure (ie ‘perks’)
(i) A Schedul e
No action is required.
(ii) B Schedul e
a. If private allowance included in pay details (QL1-18)
Do not delete the allowance fromthe pay questions but
delete it fromQl9-21 or 27 if recorded there. Amend
the ‘lead’ questions if necessary.

b. If private allowance not included in pay details (QL1l-18)

Adj ust the allowance for period code differences and add
it to the:

- net pay at Q2

gross pay (if given) at Ql8(a)

- usual net pay at 26(a) - if @6 code 1

- usual gross pay at @6(b) - if Q26 code 1
Delete it fromQl9-21 or Q27 if recorded there
Anend the ‘lead” questions if necessary.

Assune the private allowance (Or perk) is tax free so do
not cal culate Tax or NI on the all owances.
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Not e:

Jan 91

(iii) D Schedul e

a. If a private allowance nmentioned at QL37, A Schedul e or
Q19-21 or R7, B Schedule is already included in pay,
delete any clains at P.36 of the diary, but check that
these itens are also listed on pages 2-35. This is
because the allowance is already shown as incone in the B
Schedul e, so when it is spent, it should al so be shown as
expenditure in the diary. Any entries at QL9-21 or Q@7
shoul d al so be del et ed.

b. Ref er any doubtful cases to supervisor

It is assuned that these refunds/all owances are not taxed, and

t herefore the sane anmount can be added to both net and gross pay, but
if the interviewer has noted that a refund/all owance is taxed, or
that its net and gross values are different, refer to supervisor



Question 137 - Refunds of household expenditure by an enpl oyer

Check that there is a spender nunber for each entry.

This question applies to spenders who have worked as an enpl oyee at any tine during the
last 3 nonths ie all who are currently enpl oyed and al so those who have been unenpl oyed
for up to 3 nonths (13 weeks).

Only busi ness expenses of those who have been an enpl oyee during the |last 3 nonths
shoul d appear here. Any entries relating to self-enploynent or to those who have been
unenpl oyed for nore than 3 nonths shoul d be del et ed.

Al'l abatenents should be carried out at the editing stage.

Edi ting

If QL37(a) is coded 1 a print nmessage will appear. This indicates that there is a
refund by an enpl oyer.

First decide whether each itemto be refunded shoul d be classed as business or private
expenditure. See ‘General Notes on Business Refunds - Enployees’ for the definition of
busi ness and private expenditure and al so the action to be taken

1. If classed as BUSI NESS expenditure then
(i) Adj ust the anount to be refunded for period code differences and
deduct it fromthe appropriate A Schedule entry. The anount of
expenditure after deduction (ie the abated val ue) should be entered
on a Ki.

The ‘A" Schedul e itenms which may be refunded are |isted bel ow

Question
Rent 19
Conmmmuni ty charge 47
Rates (N Irel and) 26( b)
Wt er/ sewer age rates 30/ 31 (Engl and & Wal es only)
Mor t gage paynent 35 and 38
I nsurance on structure 45( b)
Gas 72 or 74 and 76
Electricity 64 or 66 and 68
Tel ephone 53 or 55 and 57
Road Fund Tax 84(b), 88(h)
Vehi cl e i nsurance 84(d), 88(d)
Vehi cl e purchase 89, 95-98
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(ii) If expenditure on rates (or rent including rates) is abated, the NRV
and GRV (QL41 and Ql42) nust al so be abated by the same proportion

(iii) If the interest on the nortgage (@5) is abated, the endowrent
prem um (@B7(a)) nmust also be abated by the sane proportion

(iv) If the nortgage paynent ((@B8) is abated, the interest (Q40) nust al so
be abated by the sane proportion

If classed as PRI VATE expenditure then
(i) Delete the entry from QL37
(ii) Do not abate any of the A Schedul e questi ons.

(iii) Add the anount to be refunded to the informant’s pay details on an
equi val ent period basis.

In addition to the print nmessage when QL37(a) is coded 1, checks have been
i ntroduced at QL37 which link refunds for tel ephone (account and budgeting
schene), road fund tax, and vehicle insurance with their correspondi ng
variables in the A schedule, indicating that these variables should be
abated (by the anmount entered at this question).



Question 138 - Mney given for itenms of household expenditure by soneone outside the
househol d

Check that there is a spender nunber for each entry.

This question refers to cases where an informant is given noney (cash or cheque etc) by
a private individual to pay for itens of househol d expenditure.

The foll owi ng should be excluded fromthis question
- Money given by a private individual for ‘one-off’ itenmns.
- Money gi ven by an enpl oyer, governnent agency or any other organisation
- Money refunded by a business.

Edi ting

1. If QL38 is coded 1 a print nessage will appear. Check that the noney given to
t he household is al so shown at the relevant A Schedul e questions. This is
because the noney has to be shown as incone and expenditure since the househol d
did not necessarily spend the noney on the itemfor which it was given.

2. If there is a note at any of the A Schedul e questions indicating that either the

whol e or a part of the anount was refunded by soneone outside the househol d,
enter the anount refunded at this question if it has not already been given.
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Question 139 - Itens of househol d expenditure paid direct by sonmeone outside the
househol d i ncl udi ng DSS

Check that there is a spender nunber for each entry.

This question refers to cases where the informant has itens of household expenditure
paid direct on his behalf by a private individual or the DSS.

The foll owi ng shoul d be excluded fromthis question
- Direct paynents by a private individual for ‘one-off’ itens.

- Direct paynents by an enpl oyer, governnent agency (except for DSS) or any
ot her organi sation

- Direct paynents by a business.
- I ncome in Kkind.
Edi ting

1. If QL39 is coded 1 a print nessage will appear. Delete the ampunt paid direct if
it is shown at the relevant A Schedul e questions. This is because they woul d be
shown as itens of expenditure by the household who has actually nmade the
paynents.

2. The only exception to the rule given in the previous paragraph is in the case of
direct paynents made by the DSS on behalf of informants who are receiving i ncone
support or sonme other benefit. The anount paid direct should therefore be added
back to the benefit and should al so be shown at the rel evant A Schedul e
guestions. So in the B Schedule it will count as incone and in the A Schedul e as
expendi t ure.

3. Note that, if rent and/or rates are paid direct by the DSS in the formof a
rebate, the amount paid direct should not be shown at this question. Rent
rebates should be entered at @2(a), and rates rebate (N Ireland) at Q7(a)(i),
(A schedul e).

4, If only a part of an item of expenditure is paid direct, then the part paid by
the infornmant should be shown at the relevant A Schedul e questions and the part
paid direct at this question

5. If the anount paid direct is not known delete the entry at this question and if
there is an entry at the relevant ‘A Schedul e question, this should al so be
del et ed.

6. Sone ‘regular’ itenms do not occur in the A Schedule (eg cooker rental) so they
are, in effect, diary itens. |If one of these itens is paid direct then it should
be included at this question but deleted fromthe diary.

7. ‘“One-off’ itens (eg cooker installation) should occur in the diary if they are
paid during the record-keeping period. |If one of these itens is paid direct,
however, it should be excluded fromthis question but should not be deleted from
the diary.

8. If there is a note at any of the A Schedul e questions indicating that either the

whol e or a part of the anobunt was paid direct by sonmeone outside the househol d,
enter the anount paid direct at this question if it has not already been given.
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Question 140 - Mintenance or separation allowance
Check that there is a spender nunber for each entry.

Thi s question bal ances 5 (B Schedul €) which asks about the recei pt of an all owance.
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Question 141-142 - Gross and net rateabl e val ues
Checki ng

Do not abate because of shared rateable unit or business refunds or clains.

Al t hough the rating systemwas abolished in April 1990, the GRV and NRV will still be
required. |If both GRV and NRV are missing, refer to RO

Edi ting

Abat enent

If GRV and NRV are abated because of business expenditure, enter abated val ues on a Ki.
See QL37, A Schedule and (45, B Schedule for instructions on abating business
expenditure. |If roons are used partly or solely for business or the description (at
QL43) indicates business expenditure but no clains are nmade then refer to supervisor.

If GRV and NRV are abated because of nulti-househol ds, enter abated values on a Kl
using the foll owi ng procedures:

1. VWere there is a budget for the owner of the rateable unit (RU)

a. Use this budget to calculate the total nunber of roons in the RU This is
the total nunber of bedroons, kitchens, other roons used for cooking,
living roons, roons used partly and solely for business, bathroons and
gar ages.

b. To cal cul ate the nunber of roons occupi ed by each household in RU

(i) 3 househol ds or Iess: Nunmber of roonms per household is the nunber of
bedr oons, kitchens, other roons used for cooking, living roons, roons
used partly and solely for business, bathroons and garages plus a
proportion of any of these roonms which are shared.

(ii) If there are 4 or nore households in RU then shared bat hroons and
garages are ignored in cal culati ng nunmber of roons used by househol d.

2. VWhere there is no budget for the owner of the RU
a. Total nunber of roons in RUis the total nunber of bedroons, kitchens,
ot her roons for cooking, living roons, roons used partly and solely for

busi ness, bat hroonms and garages and any ot her roons shown at QL5.
b. To cal cul ate the nunber of roons occupi ed by each household in RU
(i) 3 househol ds or less: Nunmber of roonms per household is the nunber of
bedr oons, kitchens, other roons used for cooking, living roons, roons
used partly and solely for business, bathroons and garages plus a
proportion of any of these roonms which are shared.

(ii) If there are 4 or nore households in RU then shared bat hroons and
garages are ignored in calculati ng nunmber of roons used by househol d.

3. The GRV and NRV are then abated by cal cul ating

NRV (or GRV) x No. of rooms occupied by household
No of rooms in RU



Question 141-142 - Gross and net rateabl e val ues (continued)
| mput ati on of NRV

If the NRV is not given (eg Married Service Quarters) inmpute on a Kl, on the basis of
£40 for each room occupi ed by the househol d.

If the sanpled address is a caravan on a caravan site, inpute the NRV by dividing the
total NRV for the site by the nunber of caravans on the site. If the NRV for the site
is not known enter an estimte of £25.

| nput ati on of GRV

If the NRV is given or has been inputed, the GRV can be inputed fromit, also on a KI.
(See Tabl e of Net Rateable Val ues).

If both the NRV and GRV are nissing, refer to RO - see ' Checking' .

I nputation of GRV for Northern Irel and budgets
In Northern Ireland, properties do not have a gross rateabl e val ue.

The GRV therefore needs to be inmputed (on a K1) but only for the ‘Northern Ireland - UK
sanple’ not for the ‘Northern Ireland - Miin Sanmple’.

In 1991 the C nunbers for:
NI - UK budgets start from 118001
NI - Main budgets start from 119001

An error nessage will appear for all ‘N-UK budgets and any GB budgets where the GRV
is zero.
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Question 144 - Concessionary bus travel for Od Age Pensioners

In G this question applies to nen aged 65 or over and wonen aged 60 and over but in
Northern Ireland it applies to nen and wonen aged 65 or over.

Concessions are al so granted to handi capped people, but if they are under the ages
gi ven above the entries shoul d be del et ed.

If an OAP gets a bus pass from a nei ghbouring borough, this should be accepted.

Any weekly or season tickets entered at @2, A Schedul e should be deleted if they
appear at this question.

Sone | ocal authorities provide an alternative to concessionary bus fares in the form of
TV/ t el ephone/ food vouchers or refunds.

See also instructions at 7, B Schedul e.

Code 4, 'a pass or permt for bus travel at sone other reduced fare’ is newin 1991
There is no corresponding code at 67 in the B schedul e.

Edi ting

If Ql44 is coded 6 a print nessage will appear. Check the answer given to see if the
guestion should be recoded as 1 to 5.

If there is no concessionary bus travel in the area, QlL44 should be coded 7 and Q67 (B
schedul e) shoul d be coded 3.

Mul ti -coded answers shoul d be recoded as 6.
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Question 145 - Special circunstances

If no code has been ringed and there are no interviewer notes, ring code 2 otherw se
code as 1.

If code 1 has been ringed but no notes are given recode to 2 unless there are any notes
in the back of the Diary indicating that special circunstances have occurred during the
record keepi ng period.

If code 2 has been ringed and there are notes indicating that special circunstances
have occurred recode to 1

1B: \ HHLDSCHD. 12
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SN: 2944

I NCOVE SCHEDULE

CGeneral instructions

1
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Per son nunbers

There is space for three spenders on each inconme schedule - one in each of the
three colums. Nornally person nunbers are entered in consecutive order: 01, 02,

03 etc. It is acceptable, however, for person nunbers not to be entered in
consecutive order (eg 02, 01, 03) provided that they appear in the sane order
t hroughout the schedule. It is also acceptable for, say, person 01 and 02 to be

entered in the first schedule and persons 03 and 04 in the second.

Person nunmbers nust be entered on the first page of the schedul e and, ideally,

t hey shoul d appear on each page where there is information, but if they appear on
a page where there is no information, they should not be del eted.

Joint incone, investnment, interest etc.

The interviewer shoul d have nade a note of any joint income, investnent or
interest etc so this should be dealt with at the checki ng stage.

Joint inconmes etc should be divided equally between the recipients unless the
i nterviewer has indicated that sone other arrangenent applies.

Conti nuati on sheets

These should only be used for:

Qr4(a) - ‘Qdd jobs’ question

Qr5-76 - If there are nore than 3 children under 16 in the
househol d

Q78 - If there are nore than 4 persons in the household with
assets

Qr9- 87 - ‘Asset s’ questions



Mai n | ead questions and dependent questi ons

Interviewers are required to ring the Yes or No codes at the nmain | ead questions and
the Yes codes at each dependent question where an anount is given but they need not
ring the No codes at the dependent questions if no anount is given.

For exanple, if an informant receives a nobility allowance (47(b)) but does not
recei ve any of the other allowances at 47, then Q47 and 47(b) should be coded 1 but
A7(a), A7(c) and A7(d) shoul d be bl ank.

This procedure applies to the foll owi ng questions only:

Main | ead Dependent questi ons
guestion

46 (a) - (d)
47 (a) - (d)
48 (a) - (c¢)
51 (a) - (d)
52 (a) - (d)
53 (a) - (d)
56 57 - 59
60 (a) - (h)
61 (a) - (h)
62 (a) - (f)
76 (a) - (9)

The Yes and No codes are printed at the nain | ead questions but only the Yes codes are
printed at the dependent questions.

Note for editors
An error nessage wll appear:

(i) If the Yes code is ringed at a dependent question but the amount or period code
etc are bl ank

(ii) If the Yes code is not ringed at a dependent question but the anmount or period
code etc are given

No error message w |l appear:

(i) I f a dependent question is blank, provided the anpbunt and period code etc are
bl ank

(ii) If the main |lead question is coded Yes, No or is left blank even if one of the

dependent questions is coded Yes. This is because the checks linking the main
| ead questions with their dependent questions have been del et ed.
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Question 1-2 - Enpl oynment status questions

In order to bring the FES classification of econonic activity nore into line with

i nternational definitions and other surveys, the definitions used at these questions
have been changed.

The main econonic activity categories which need to be identified are:

Wor kf orce i n enpl oynent - (i) t hose on government work-rel ated enpl oynent
and training progranmes

(ii) enployees
(iii) self enployed

Unenpl oyed (iv) those seeking work within the |ast four weeks
and available to start work

(v) those waiting to start a job al ready obtai ned
Econoni cal Iy inactive - (vi) retired

(vii) other categories, including inactive
cl ai mant s
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Question 1 - Attending a governnent training progranme
Checki ng

1. The question applies to the sanme age group as B0 (question on gover nnment
trai ning programme) ie men under 66 and wonen under 61

2. No di stinction should be made between informants who are at college full-tine and
those who are on a ‘placenent’ with an enployer. Their allowance should not be
treated as a wage but as an all owance and entered at @&60.

3. If an informant is on a governnment programe and also has a paid job (code 1 or 2
at Q@(a)) then the allowance should be entered at 60 and details of the job at
@8- 45.

4. If an informant receives an Enterprise A lowance, he should be excluded fromthis

guestion and treated as self-enployed (code 2 at @(a)).
Edi ting
A validation error nmessage will appear if code 6 is ringed. As the only governnent
trai ning programres currently in existence are listed at codes 1 to 5, any cases where

code 6 is ringed should be referred to RO If, however, the informant receives an
Enterprise Al owance, see paragraph 4 above.
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Questions 2(a) and 2(b) - Definitions of codes
Code 1 Enpl oyee

An enpl oyee is sonmeone who, at the tine of interview has an arrangenment with an
enpl oyer (another person or an organisation) to work for a wage or salary.

This definition does not incorporate a tinme limt so it applies irrespective of the
i nterview between the tinme of interview and the date when the informant starts work

again. It therefore includes anyone who is:
i on hol i day
ii. on strike
iii. locked out
iV. “l ai d-of f”
V. on short-tine working
(I unable to work through illness/injury
vii. unenployed but who is doing work on the side as an enpl oyee.

The above applies only if the informant has a job to return to with the sane enpl oyer.

It does not apply where enpl oynent has been term nated before the date of interview,
nor does it apply if the informant is unenployed at the tinme of interview but has an
arrangenent to start a new job.

Qutworkers - Al people who work at hone should be treated as enpl oyees.

Casual or Seasonal Wrkers - These should be coded as enpl oyees if, at the tine of
interview, they are actually working for an enployer. |If they are on an enployer’s
books but not working, they should be coded 3, if looking for work in the last 4 weeks,
or 4 if they are waiting to start a job already obtai ned; otherw se, they should be
coded 5, 6 or 7 as applicable. This category applies to occupations |ike market
research interviewers, agricultural workers and secretarial bureaux.

People with a regular but intermittent arrangenent to work for the same enpl oyer (such
as many school kitchen staff) should be coded as enpl oyees, even during the periods
when they are not working.

Shop assistants including denonstrators, should be coded as an enpl oyee, but if the
description of their occupation in a retail outlet is doubtful, refer to supervisor

Resi dent enpl oyees eg, au pairs, donestics, who are nenbers of the household, should be
treated as working in the same way as any ot her enpl oyee, despite the fact that paynent
woul d be nmade by anot her nenber of the same household. (The HOH s or housewife’'s diary
shoul d show the wages paid as an item of expenditure - code 780). Note that paynent of
wages to agricultural workers “living in” with the farmer’s househol d shoul d be del et ed
if shown in the diary, as they constitute business arrangenents).

Wbr ki ng students, including sandwi ch course students, should be coded at @ according
to the situation at the tine of interviewie if working they should be coded as

“enpl oyees”; if at college and not receiving a wage/sal ary they shoul d be coded as
“none of these”. However if a student is attending college at the tine of interview
but is also being paid a wage/sal ary, he should be coded as an enpl oyee, although he
shoul d al so be shown as a student at Q7, A schedul e.
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Questions 2(a) and 2(b) - Definitions of codes (continued)

Wbrking directors or nanagers of a private or limted conpany shoul d be coded as
enpl oyees.

Wves who are on the books of their husband' s firmfor tax purposes, should be coded as
enpl oyees regardl ess of the nunber of hours worked. |f the wage or salary is not
gi ven, accept the single person’s personal tax all owance, as the gross pay.

Persons who are enpl oyed abroad should be treated as enpl oyees.

Persons who are enployed in the UK but are paid in a foreign currency should be treated
as enpl oyees.

Cergy nmay be self-enployed or enployees. In general, code as given bel ow, although
there nay be sonme exceptions: -

1. Ronman Catholic Priests - refer to supervisor

2. Church of England clergy - treat as enpl oyees
3. Non-conformi st Mnisters - treat as enpl oyees
4, Jehovah’s Wtnesses - treat as sel f-enployed.

Persons who work at a therapy centre etc for the physically or nentally handi capped
shoul d not be coded as enpl oyees but as 5 or 7 depending on the degree of sickness etc.
The benefit fromthe centre should be entered at (65 and treated as an all owance from
an organi sati on (code 2).
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Questions 2(a) and 2(b) - Definitions of codes (continued)
Code 2 - Sel f-enpl oyed

The term sel f-enpl oyed covers people who are responsible in their work only to

t hemsel ves and who do not receive a wage or salary froman enployer. Tax is not
nornal |y deducted at source but paid direct to Inland Revenue by them (Hence
directors and managers are enpl oyees of their conpanies).

Sel f - enpl oynment can be for any nunber of hours (eg as little as one hour a week)
provided the job is regular.

Sel f - enpl oyed i ncl udes:

a sole owner or part owner of a business

a partner in business or private practice

a manager who is the owner of a business which is not a private or linmited
conmpany

I andl ords who manage their own property

persons who rent out their bedroons to hotels as an annexe

persons who are tenporarily sick but have a sel f-enployed job

persons who are unenpl oyed but are working as self-enployed on the side
persons who receive an Enterprise Al owance

persons who have recurring freel ance jobs, eg nusicians, journalists
10. farmers working on their own account

11. doctors in private practice

12. bui | di ng workers on the ‘1 unp

13. chil d-m nders

14. Jehovah’' s wi t nesses

LCoNogr whE

Sel f - enpl oyed does not i ncl ude:

1. Wbrking directors or nanagers of a private or linmted conpany
2. Mai | order agents (incone details should be accepted at (68)
3. Baby Si t t er S ( “ “ “ “ “ “ “ )
4, Pools Collectors ( “ : : : : )

Bui | di ng workers on the |unp

These workers are usually paid a wage by the contractor and have the standard rate of

i ncome tax deducted fromthat wage. They are however responsible for their own paynent
of National Insurance contributions.

Persons receiving an Enterprise Allowance

Al the relevant self-enployed questions should be asked and the all owance received

shoul d be regarded as profit and included in the cal culation of self-enployed incone at
0. These individuals should al so be included at B0, and coded 3 at (BO0(a).

Jan 91



Questions 2(a) and 2(b) - Definitions of codes (continued)
Code 3 - Qut of enploynent, seeking work within |ast 4 weeks and available to start a
j ob

This code applies to informants who, at the tine of interview, do not have an
arrangenent with an enployer to work for a wage or salary but who, (in their own view
have been actively seeking work in the four weeks before the interview and are

avail able to start a job.

Actively seeking work includes those registered at a government enploynent office, job
centre, careers office, private enploynent agency, answering advertisenents,
advertising for jobs etc.

Informants who (in their own view) are not actively seeking work, even if they are
cl ai m ng unenpl oynent benefit, should be coded 7 at @(b).

If an infornmant falls into this category but has not worked before, (eg school |eavers)
then B to 45 should not be answered.
Code 4 - Qut of enploynent, waiting to start a job already obtained

This code applies to informants who have al ready obtained a job and are waiting to
begi n wor k.

If an infornmant falls into this category but has not worked before (eg school |eavers)
then B to 45 should not be answered.
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Questions 2(a) and 2(b) - Definitions of codes (continued)
Code 5 - Sick or injured

An informant who is unfit to work due to sickness or injury and who i s not seeking work
for that reason, should be coded 5. Those who are sick or injured but who woul d
ot herwi se be | ooking for work shoul d al so be coded 5.

Code 6 - Retired

It is difficult to provide a precise definition of who is to be included in this
category. In general the informant’s word shoul d be accepted. It should be borne in
mnd that the intention is to include only those who, at the tinme of interview have
retired fromtheir full-tinme occupation, are of the approximte retirenent age for that
occupation and are not seeking further enploynment of any kind. Thus wonen who, at a
conparatively early age, cease work to becone full time housew ves should not be
included in this category but should be coded 7.

but consi der thensel ves

I nformants who are receiving unenpl oynent benefit (@1(b))
hin the previous 4 weeks shoul d

retired and who have not been actively seeking work wt
be coded 6; they should not be coded 3.

If an informant is retired and is receiving rent fromproperty (Q3) do not recode him
as sel f - enpl oyed.

Code 7 - None of these

Thi s code i ncl udes:

1. I nformants out of enploynent (or never in enploynment) who have not been actively
seeking work within the last 4 weeks or who are not available to start a job or

who are not waiting to start a job already obtained. They nmay al so be receiving
unenpl oynment benefit.

2. I nformants out of enploynent for nore than 10 years (520 weeks) and not retired.

3. Wrren with no paid occupation (including those who are nail order agents or paid
babysitters).

4, Conti nui ng students over 16 who are not enployed at the tinme of interview

5. I nf ormant s whose only renuneration is income in kind, eg free acconmodati on, but
no wage or sal ary.

6. Informants who are at Handi capped Training Centres. Note that any noney they
earn should be transferred to @B5. |If they receive free neals, the inputed val ue
shoul d be entered at 65 and also in the diary as “Meals Qut”.

7. I nformant s of i ndependent neans.

8. Prisoners

9. Absent spenders (see next page).
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Questions 2(a) and 2(b) - Definitions of codes (continued)
Code 7 None of these (continued)
Absent Spenders - (persons coded 1-2 at @(a) or 3-6 at @(b))

If the absent spender is a non-spouse, any allowance sent should be entered at Q65
under the person nunber of the parent or some other responsible adult.

If the absent spender is a spouse, any allowance sent should be entered at (6 under
t he person nunber of the spouse who is present.

If no allowance is received the interviewers have been instructed to conplete the pay
guestions for the absent spender and to | eave @5 and @66 bl ank

The foll owi ng procedure applies where no all owance has been entered at QG5 or @66
(ie where the pay questions should have been conpl eted).

a. Del ete code at @2(a) or @(b) and delete all entries up to and including
Q5.

b. Ring code 7 at @2(b) and also code 2 at Q7, Q7(a) and (B.

C. If Qrl is applicable, see instructions at this question

If the absent spender is a spouse or non-spouse and an enpl oyee (coded 1 at @(a))
Transfer the net pay fromQl2 to @5 (if a non-spouse) or @6 (if a spouse).
If the absent spender is a spouse or non-spouse and sel f-enployed (coded 2 at @(a))

Transfer the profit (Q40) or, if no profit, the withdrawals (M1(a)) to @5 (if a
non-spouse) or @6 (if a spouse).

If there is no profit and no withdrawal s, do not inmpute an anount. Leave B5/66
bl ank.

If the absent spender is a spouse or non-spouse and is coded 3-6 at Q(b)

Do not transfer any net pay, profit or withdrawals etc to @B5/66. Leave these
guesti ons bl ank.

The foll owi ng procedure applies where an all owance has been entered at QG5 or Q66
(i e whether the absent spender is a spouse or a non-spouse).

i If @(a) is coded 1-2 or @(b) is coded 3-6

a. Del ete code at @2(a) or @(b) and delete all entries up to and including
Q5.

b. Ring code 7 at @(b) and also code 2 at Q7, Q7(a) and (8.

C. If Qrl is applicable, ring code 2.

ii. If Q@(b) is coded 7
a. Check that the sign-posting for this code has been followed correctly.

b. If Q71 is applicable, ring code 2.
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ons 2(a) and 2(b) - Definitions of codes (continued)

If an informant:

(a) has nmore than one job it is the status of the MOST REMUNERATI VE whi ch
shoul d appear at @(a). |If the schedule shows that the infornmant’s other
job is the nore renunerative, then @(a) should be recoded in accordance
with his status in this other job. Subsequent questions may need anendi ng
as a result.

(b) is retired or out of work fromhis ‘nmain job’ he should be recoded 1 or 2,
which ever is applicable, if it is apparent fromel sewhere in the schedul e
that he has done some other job at which he is currently working. Code 1
or 2 applies even if the person is receiving unenpl oynment benefit.

‘At present’ nmeans on the day of the interview

Hours worked. An informant shoul d al ways be accepted as “working” irrespective
of the nunber of hours worked or the regularity of the job.

Change of enployment status. Refer all cases where this is necessary to your
supervi sor.

Married i nformants who are not working and whose | ast enpl oynent was abr oad.
Refer to RO

If an informant has been sick for nore than a year but is being paid a retainer
and has a job to return to, refer to RO



Question 3 - Regular paid work in the last 12 nonths

This question applies only to those coded 1 or 2 at @Q(a).

Work nust be regular, odd jobs should therefore be excluded (see Q74).

I ncl ude paid holidays, paid sick |l eave and periods on statutory sick pay.

Excl ude peri ods when on strike.
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Question 4 - Enployees tenporarily away from work
This question applies only to those coded 1 at Q(a).
4(a) (i) - Reason for absence

If Q4(a)(i) is coded 4 a print nmessage will appear. Check the reason for absence and
where possible recode as 1 to 3.

If the reason for absence is maternity leave then ring code 4. |If the informant is
nmal e and he is on paternity |eave then ring code 2.

4(a)(ii) - Pay

If the informant is receiving statutory sick pay only then code as ‘no pay’ fromthe
enployer. |If the informant is receiving statutory sick pay and pay fromthe enpl oyer
then code as ‘part pay, or nmade up pay’.

4(a)(iii) - Nunber of weeks away from work

If the period is less than a week, code as 1 week.

If the nunber of weeks is nore than 520 (10 years) then

- Delete code 1 at 2(a) and delete all entries up to and includi ng (45.

- Ring code 7 at @(b) and also code 2 at Q7, Q7(a) and (8.

- If Qrl is applicable, see instructions at this question
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Question 5 - Date | ast worked

This question applies only to those coded 3 or 4 at @(b) except those who have not
wor ked before (eg school, college and university leavers), in which case @B to 45
shoul d not be answered.

If a person has been unenpl oyed for nore than 10 years then

- Delete code 3 or 4 at @2(b) and delete all entries up to and includi ng Q45.

- Ring code 7 at @2(b) and also code 2 at Q7, Q7(a) and (8.

- If Qrl is applicable, see instructions at this question
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Question 7 - Looking after a sick or aged relative/pernanently unable to work

For the purpose of this question, a relative is a legal or blood relation eg husband
and wi fe, nother and daughter etc.

An adopted child is a legal relation but a foster child is not.

A coupl e who are cohabiting, are not considered to be legally related (for the purpose
of this question only).

Edi ting

If Q7(a) is coded 1 a print nmessage will appear. Check that the reason given is a
valid health reason. Valid reasons include “ny health” whereas invalid reasons are “ny
children”. |If the reason given is not acceptable, recode Qr(a) as 2. |If no answer is
gi ven then | eave bl ank.

“
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on 9 - Details of nobst remunerative enpl oynent

ng

One job only

An informant should be coded as having one job only if he/she:

(i) does the sane type of work for nore than one enpl oyer eg donmestic duties,
gar deni ng, teaching.

(ii) has two jobs but is paid one salary only for both jobs.

(iii) is changing jobs or is going to change jobs, so that not nore than one job
is held concurrently.

If an informant has recently changed jobs, it is the details of his new job that
are required.

Cccupati on
A new system for codi ng occupation called the Standard Cccupati ona
Classification (SOC) is being introduced in 1991. The occupations are listed in
al phabetical order in a publication entitled:

STANDARD OCCUPATI ONAL CLASSI FI CATI ON - VOLUME 2 (1990) - CODI NG | NDEX
If the occupation has not been coded then enter the correct code in the ‘Code
Cccupation’ box. The code should be based on the job title given at Q@(a). The
job description given at Q@(b) should be used for clarification purposes only.
If the informant is a director, check that code 1 is ringed at Q(d).

Note: Mail order agents, pools collectors and babysitters should be included

at @Q68.
No occupation details given
If no occupation details are given or it is not possible to code the occupation
fromthe information that is given, refer the budget to RO at the checking stage
so that a letter can be sent to the informant as soon as possible after the
interview If noreply is received to the letter then the follow ng action
shoul d be taken, subject to RO s agreenent.
If informant is the HOH
- RO may decide to reject the budget.
If the informant is another spender

- Del ete code at @(a) or @(b) and delete all entries up to and including
5.

- Ring code 7 at @2(b) and also code 2 at Q7, Q7(a) and (8.

- If Qrl is applicable, see instructions at this question



Questi
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CHECK

on 9 - Details of npbst renunerative enpl oynment (continued)

g
Main job as enpl oyee | ess renunerative than subsidiary job as enpl oyee

As the main job should be the nost renunerative job, it follows that the gross
pay for the main job (QL8(a)) should be greater than the gross pay for the
subsidiary job (@B9(a)). |If this is not the case, an error nmessage wll appear
See instructions at QL1-18 - Editing (para 5). |If the pay details for the main
and subsidiary jobs need to be exchanged then the occupation details for the two
j obs nust al so be exchanged.

Director coded as ‘self-enployed

If a director is coded as ‘self-enployed at @(a), an error nessage w ||l appear
Recode 2(a) as ‘enployee’ and transfer the pay details fromthe sel f-enpl oyed
guestions (Q40-45) to the enployee questions (QL1-32). (See instructions at QLl1-
18 - Checking (para 11(iii)).

I nval id conbi nati on of SUPERVIS, SIZEEST and SEEMPLOY (Q(f) to (h))

The vari abl es SUPERVI S, SIZEEST and SEEMPLOY in conbi nation with occupation
(OCCUP91) are used in the calculation of Social O ass and Soci o-economnic G oup
(SEG .

In 1991, if the conbination of SUPERVIS, SIZEEST and SEEMPLOY is invalid, one of
three different checks will appear for that person

1

“PERSON nn HAS | NVALI D COMVBI NATI ON OF SUPERVI S, SI ZEEST AND SEEMPLOY
THEREFORE | NSEG AND | NSOC HAVE NOT BEEN CALCULATED
EMPSTAT = n OCCUP91 = nnn SUPERVIS = n SEEMPLOY = n SI ZEEST = n”

I f thi
or
or
or
(Do no

s check appears it neans that:

SUPERVI S, SI ZEEST and SEEMPLOY are all zero

SUPERVI S, SI ZEEST and SEEMPLOY are all greater than zero
SUPERVI S and SEEMPLOY are both zero

S| ZEEST and SEEMPLOY are both zero

t amend the occupation code at Q(b)).

I f SUPERVIS, SIZEEST or SEEMPLOY are missing but the information is given in an

interv
code o

For ex

superv
to the

Jan 91

iewer note or in the occupational details at @(a) to (c), enter the appropriate
n a Kl.

anple, if the enploynent status is mssing (ie SUPERVIS is zero) but the person
ises staff at @(b), code as foreman/supervisor (code 2). |If reference is nade
person bei ng a nanager, code as manager (code 1).



Question 9 - Details of nost remunerative enpl oyment (continued)

If there is no interviewer note and no information is given at @®(a) to (c), enter the
code which seens to be nobst appropriate

It is not possible to give any hard and fast rules as to how these questions should be
coded (if they are blank), as it is largely a matter of |ooking at each case
individually. If, however, there is any doubt, refer to supervisor

CHECK 2

“PERSON nn HAS VALUES I N SUPERVI S, SIZEEST OR SEEMPLOY FROM VWHI CH THE
EMPLOYMENT CATEGORY CANNOT BE DETERM NED

THEREFORE | NSEG AND | NSOC HAVE NOT BEEN CALCULATED

EMPSTAT = n OCCUP91 = nnn SUPERVIS = n SEEMPLOY = n S| ZEEST = n”

Thi s check should never appear, if it does refer to Denis Lew s.

CHECK 3

“PERSON nn HAS OCCUPATI ONAL DETAI LS WHI CH HAVE NO ENTRY I N THE MATRI X

THEREFORE | NSEG AND | NSOC HAVE NOT BEEN CALCULATED

EMPSTAT = n OCCUP91 = nnn SUPERVIS = n SEEMPLOY = n S| ZEEST = n”

The Matrix referred to in the check is entitled:

1991 CENSUS

OCCUPATI ON COVPONENT, EMPLOYMENT STATUS AND SI ZE OF ESTABLI SHVENT MATRI X ( F14)

The colums in the Matrix which are relevant to the FES are nunbered from1l to 9 (see

speci nen copy on P. B22). Note that these columm nunbers will not appear on the copies

of the Matrix which will be handed out to editors.

Columm 1 - Shows the occupation or SOC code. This is the first of the two
nunbers which appear for each occupation. (The second nunber shoul d
be ignored as this is the old occupation code).

The SOC codes range from 100 to 999 although not all nunbers within
this range are valid. They are listed in numerical order throughout
the Matri x.

Colums 2, 3, 7, 8 and 9 apply to enpl oyees

Col umm 2 - Enpl oyee (SUPERVI S - code 3)
“ 3 - For eman/ Supervi sor (SUPERVI S - code 2)
“ 7 - Manager (snall establishnent)

(SUPERVI S - code 1 and SIZEEST - code 1 or 2)

“ 8 - Manager (| arge establishnent)
(SUPERVI S - code 1 and SIZEEST - code 3 or 4)

“ 9 - Manager (extra |arge establishment)
(SUPERVI S - code 1 and SI ZEEST - code 5)
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Question 9 - Details of nost remunerative enpl oyment (continued)
Columms 4, 5 and 6 apply to self-enpl oyed

Col um 4 - Sel f - enpl oyed enpl oyi ng others (snall establishnent)
(SEEMPLOY - code 1)

“ 5 - Sel f - enpl oyed enpl oyi ng others (large and extra | arge establishnment)
(SEEMPLOY - code 2)

“ 6 - Sel f - enpl oyed not enpl oyi ng ot hers
( SEEMPLOY - code 3)

These val ues of SUPERVI S, S| ZEEST and SEEMPLOY are al so shown at the bottom of the

speci men copy of the Matrix (see P. B22).

If Check 3 appears it nmeans that there is no entry in the Matrix which corresponds to

t he val ues of:
OCCUP91, SUPERVIS and SIZEEST - if an enpl oyee
OCCUP91 and SEEMPLOY - if self-enpl oyed

The foll owi ng procedure shoul d be adopt ed:

(i) Check that the occupation is correctly coded, using the

STANDARD OCCUPATI ONAL CLASSI FI CATI ON - VOLUME 2 (1990) - CODI NG | NDEX

Look up the “job title given at @(a) in this Index (only use the job
description at @@(b) if the title is not clear) and amend the original code if
necessary.

(ii) If the occupation code is correct or it has been anended as a result of action

taken at (1), look up the code in the Matrix to see whether the conbination of
occupation etc is valid.
If the conmbination is not valid and the person is an enpl oyee then either the
enpl oyment status (SUPERVIS) or the establishment size (SIZEEST) or both will
need to be anended. |If the person is self-enployed then the nunber of people
enpl oyed (SEEMPLOY), will need to be anended.

(iii) Check 3 may al so appear if:

SUPERVI S = 0, SIZEEST GI 0 and SEEMPLOY GT 0
R SUPERVI S GTI 0, SIZEEST = 0 and SEEMPLOY GT 0.

In none of these cases will there be a corresponding entry in the matrix.

These are in fact continuity errors so a credibility error nmessage should al so
appear.

If SUPERVI S or SIZEEST are missing, see instructions at Check 1.
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on 9 - Details of npbst renunerative enpl oynment (continued)

Only colums which contain an entry apply to that particular SOC code. For
exanpl e, SOC code 100 has an entry in the last two columms only, so a genera

adm ni strator (Assistant Secretary) can only be a manager in large or extra |large
est abl i shrent .

Soci al C ass and SEG depend upon the size of the establishnment only if the person
is a nanager or is self-enployed enploying others. Thus, in the case of an

enpl oyee or foreman/ supervisor, Social Cass and SEG renmi n the same whatever the
establ i shment si ze.



Question 9 - Details of nost renunerative enpl oynment (continued)
Exanpl es of conbinations with no matching entry in the Mtrix
(See speci nen copy of Matrix on the next page).

1. SOC code 103

A general administrator - national government (HEO) is coded as a
foreman/ supervi sor of a small establishnent

(SUPERVI S = 2 and SI ZEEST = 2)

A Matrix shows that he cannot be a supervisor or an enployee nor can he be a
manager in a small establishnent so recode to nanager in a | arge establishnent.

Amend SUPERVIS to 1 and SI ZEEST to 3.
2. SOC code 250
A chartered accountant is coded as a nanager in a |arge establishnent
SUPERVIS = 1 and SI ZEEST = 3

The Matrix shows that he cannot be a nmanager or a foreman/ supervisor so recode to
enpl oyee.

Amend SUPERVIS to 3 but do not anend S| ZEEST.
3. SOC code 160
A farner is coded as sel f-enployed enploying others in a |arge establishnent.
SEEMPLOY = 2

The Matrix shows that he cannot be a farner in a |large establishnment, so recode
to small establishment.

Amend SEEMPLOY to 1
4. SOC code 581
A butcher is coded as sel f-enployed enploying others in a small establishnent.
SEEMPLOY =1

The Matrix shows that a butcher cannot be self-enployed or a nanager. He can
only be an enpl oyee or a foreman/ supervi sor

If it is necessary to change a person’s status from sel f-enployed to enpl oyee (or
vi ce versa) always refer to supervisor
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SPECIMEN COPY OF MATRIX SHOWING EXAMPLES 1 TO 4

* M - Mapual 1991 CERSUS
W = Non-manual
OCCUPATION COMPONENT, FMPLOYMENT STATUS AND STZE OF ESTABLISHMENT MATRIX (Fl4)
COLUMN (1) (2) {(3) (4) (5) (6) (1) (8) (9)
1991 EMPLOYMENT STATUS X SOCIAL CLASS, SOCIO-ECOMOMIC GROUP AND COB0 UNIT GROUP
oC Ja | soc / 2 Self-employed employing others |3 Self-employed not employing others | S Managers
Description 1 ksployee ] 4 Foremen,
cop b | coso nec, |Supervisor | VLE OF ESTABLISHHENT S12E OF ESTABLISHMENT S1ZE OF ESTABLISHMENT
11 smanl |2 large | ) extra large || small 2 large ) extra large 1 small ]2 large 13 extra large
CODE W e 7%5-199 500+ <K 25-499 500+ &5 25-499 500+
012 {a 103 General administrators, - - - - - - - - - 11 11
national government (HEO to 12 12
Senior Principal/Grade ) 007 2 007 2
|
b 021 General administrators-
national government (HED to
Senlor Principal level)
05 Ja | 290 Chartered & certified 1 - 1 1 I I - - - - -
accountants 1 3 3 l 3
m 002 1 002 1 002 1 002 1 002 1
b {v02 Chartered & certified
accountants
047 ja }160 Furm owners &k managers, I1 - 11 - - 11 - - 11 11 11
horticulturists 13 13 14 13 13 13
L 40 0 040 O MO D 040 O 040 0 040 0
b {107 Farwmers, horticulturists, fam
Binagers
278 [ a ]58) Butchers, meat cutters 1Im 111N - - - - - - - -
9 8
]
b {186 pt ] Butchers, meat cutters 0921 90 2
——— ————— — = — e ——
SIPIRYIS l 2 - - - 1 1 1
S| zRESY 1-5 1-5 - - - 1-2 34 5
SIEPLOY - - 1 2 3 - - -




Question 10 - Details of subsidiary enpl oynent

This question applies to those who are coded 1 or 2 at 2(a) or 3 or 4 at @(b).
More than one job

If an infornmant has arrangenents to work with two (or nore) different enployers
concurrently (even if one relates to casual work), he should be coded as having nore
than one job at QL0.

If the informant has two jobs, details of the nost renunerative job should be entered
at @(a) to (h) and the subsidiary job at QL0O(a) to (e).

If the informant has three or nore jobs, details of the main (ie the nost renunerative)
subsi diary job should be entered at QLO(a) to (e) and the other subsidiary job(s) at
QIo(f) to (j).

If the informant is a director, check that code 1 is ringed at QL0(d) and QLO(i).

1/ B: | NCMSCHD. 1
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Questions 11-18 - Pay details (nost renunerative job as enpl oyee)

These questions apply to those currently enployed and to those out of enploynent whose
| ast job was as an enpl oyee.

Anti ci pated pay (QL1)

If an informant is currently working but has not yet been paid because he has recently

started a new job, the pay he expects to receive nmay be entered at QL2-18. In this

case, code 1 for anticipated pay should be ringed at QL1.

Checki ng

1. No pay details given
If the informant is currently enployed (code 1 at @@(a)), the details of the
current job are required. Details of the previous job should be accepted only if
the relevant information cannot be obtained fromthe infornant.

If the informant has been out of enploynent for up to a year (code 3 or 4 at
@(b)), the details of the last job as an enpl oyee are required.

If no pay details are given or the pay details relate to the previous job, refer
t he budget to RO at the checking stage so that a letter can be sent to the
i nfornmant as soon as possible after the interview

2. Deductions from pay (QL8)

If there are any deductions from pay, check that the relevant codes 1 to 5 have
been ringed.

If there are any entries under ‘other deductions’ from pay, these should be
recl assified, where possible, to codes 1 to 4. Delete code 5 if necessary.

If there are any deductions which cannot be reclassified, enter the appropriate
diary code in the Ofice Use box. (Note - all qualifiers have now been del eted
fromthe ‘B Schedul e).

3. SSP or SMP included in |ast pay

If there is any indication that either statutory sick pay (SSP) or statutory
maternity pay (SMP) were included in the |ast pay:

- For SSP check that 1 or 2 are ringed at @5

- For SWMP check that 1 or 3 are ringed at @5

4, I nformant has main and subsidiary job with sane enpl oyer
For exanple, the informant nmay be a school teacher and an evening class |ecturer
In such cases, all deductions frompay eg tax, NI etc, are usually deducted from

the salary for the main job. 1In this case the deductions should not be
apportioned between the two jobs.
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ons 11-18 - Pay details (nobst rermunerative job as enpl oyee) (continued)
Workers who periodically work away from home
(eg In the arnmed forces, nmerchant navy or on oil rigs).

Such workers nmay nake an allowance to their spouse which is shown as a deduction
on their pay slip.

If the informant is at hone at the tine of the interviewthe total pay, including
the all owance, should be shown at QL1-18 and Q@6 should be left blank. If the
informant is an absent spender then follow the instructions given at @ (code 7).
I nformant enployed in UK but paid in foreign currency

The inconme renmitted to the UK shoul d be converted to UK currency using the
exchange rate applicable to the date on which the pay was received (See Fi nanci al
Ti mes) .

Pay date

If the nmonth and year are given but the day is mssing, enter ‘15 in the ‘day’
box.

Pay peri od

This should be the actual period which is not necessarily the usual one. For
exanple, if an infornmant receives 3 weeks wages in one week including 2 weeks
hol i day pay, the period that should be entered is 3. Note that periods of I|ess
t han one week should be coded as one week.

Tax refund received and tax paid

Usually, if a tax refund is received, no tax is actually paid in that pay period.
Cccasional ly however, tax is paid (presumably |ess than the usual anount) even
when a refund is received.

Conpul sory tax for a conmpany car or |uncheon vouchers

Thi s should be included at Q15.

Directors or nmanagers of a private or limted conpany

Directors should be coded as enployees and their pay details entered at QL1-32.

Any undistributed profits of the conmpany should be deleted as they are not a part
of incone.

Directors sonetines pay tax and NI direct to the Inland Revenue as |unp sum
paynments, so these figures may be missing fromthe pay questions (QL1-18) and in
some cases the pay details nay be entered at the self-enployed questions

( Q40- 45) .

If tax and NI paynments are not given at the pay questions there should be an
interviewer note giving further information



Questions 11-18 - Pay details (npost renunerative job as enpl oyee) (continued)

The procedure to be followed is described at paras (i) to (iii) bel ow
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If pay details are given at QL1-18 (enpl oyee questions).

If net pay, tax and NI and all other pay details are given then these
shoul d be accepted and no action needs to be taken

If, however, tax and/or N are not shown at QL5 and QL6 then proceed as
fol | ows:

a. Inpute the tax and NI fromthe gross pay at Ql8(a) if given,
otherwi se inmpute fromthe net pay. Enter these anounts at QL5 and
QL6 respectively.

b. If net pay and gross pay are given, check that the net pay plus al
deductions adds up to the gross pay.

C. If only gross pay is given, enter the renminder (gross pay mnus the
imputed tax and NI and all other deductions) as net pay at QL2.

d. Deduct the inputed tax as an annual equivalent fromany tax paid at
Q9.

e. Deduct the inputed NI fromany regular NI contributions at Qrl after
adjusting for any period code differences. |If no regular

contribution is paid then it should be deducted as an annua
equi val ent fromany |lunp sum paynment at Qr2.

If pay details are given at Q40-45 (self enployed questions).

These details should be transferred to QL1-18 as weekly anounts. The
procedure is described as foll ows:

a. Enter the date of interview at QL1 as the | ast pay date.

b. Convert the profit at Q40 or, if no profit is given, the amunt drawn
fromthe business at 41(a) to a weekly anmount and enter this as

gross pay at Ql8(a).

C. Inpute the tax and NI contributions and enter these anpbunts at QL5
and QL6 respectively.

d. Enter the remainder (gross pay ninus the inputed tax and NI) as
weekly net pay at Ql2.

e. Deduct the inputed tax as an annual equivalent fromany tax paid at
@Q69.

f. Deduct the inputed NI fromany regular NI contributions at Qrl after
adjusting for any period code differences. |If no regular

contribution is paid then it should be deducted as an annua
equi val ent fromany [unp sum paynment at Qr2.

If a director is coded as ‘self-enployed at @(a)

If a director is coded as ‘self-enployed at @(a), an error nessage wll
appear. Recode @(a) as ‘enployee’ and transfer the pay details fromthe
sel f-enpl oyed questions (Q0-45) to the enpl oyed questions (QL1-18) as
weekly anpbunts. See instructions at para (ii) above.



Questions 11-18 - Pay details (npost renunerative job as enpl oyee) (continued)
Not es on deductions from pay (QL8)
1. Conposite entries

If the informant has given the total anount of deductions and the itens this
covers, but has been unable to split the anount between the itens, estimte the
proportions as realistically as possible. For exanple, if a figure covers
superannuation and the firms sports club then nost of the deduction should apply
to superannuation and only a small portion, say 5p-25p for the sports club. |If
there is no basis on which to apportion, divide the anount equally between the
items. Staff pension/superannuation is normally about 5-6% of gross pay.

2. Loans

If the deduction is for a |oan, details should be shown at @5 (A Schedule). |If
the loan is for a car purchased during the last 3 nonths and the enpl oyer does
not grant loans to the general public, then the details should be entered at (B9
(A Schedule). |If the loan was for a season ticket, @2 (A Schedule) should be
conpleted. In both cases diary code 960 should be entered at Q18.

3. W dows and or phans

If the anpbunt deducted is small (ie up about 20p per week) it should be treated
as contributions to a benevolent fund (ie charity). Delete the entry from*‘Q her
deductions’ (QL8 - code 5) and conplete QL7. Enter the amount itself at
QL7(b)(i) - ‘other charity schenes’.

I f the anpunt deducted is fairly large it is nost probably an insurance in which
case it should be treated as superannuation (for ‘w dows and orphans’ this is
usual |y about 1% of gross pay). Delete the entry from*®Qher deductions’ (QL8 -
code 5) and enter it in the superannuation box (QL8 - code 1).

If the informant is in the police force or fire service the entry shoul d be
treated as life insurance and coded 924 at QL8 - code 5. The details should al so
be entered at Q49 (A Schedul e).

4, RAF Dependent’s Fund

This should be treated as a charity and transferred to QL7(b)(i).

5. Fat al Accident Schenme and PO | nsurance Soci ety
The former is for miners and police. Both should be treated as Iife insurance,
code as 924.

6. ‘ Housekeepi ng’ or ‘wife’'s all owance

If an informant regards a ‘ housekeepi ng al |l owance’ as a deduction from pay, add
this the net pay at QL2, if it has not already been included there.

7. Usi ng conpany bus or coach

Code as 954. Check that details are entered at @2 (A Schedul e).
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Questions 11-18 - Pay details (npost renunerative job as enpl oyee) (continued)

Not es on deductions from pay (QL8) (continued)

8. Overalls
Code as 301, but if cleaning or |laundering nentioned, code as 791

9. Item deduct ed not known
If it is not known what the deduction is for, code as 799.

10. Roundi ng up or down
Code as 999.

Edi ting

1. If the DK code is not ringed and the anmount is not given at QL7(a) (i) or
QL7(b) (i), ring the DK code.

2. If the DK code is ringed and the anmount is given at QL7(a)(i) or QL7(b) (i),
del ete the DK code

3. I f schedul e reference Q18 14 (DEDTHRAM has been conpleted a print nessage will
appear. Check whether there are any other deductions frompay given in the
margin. |If so, refer to supervisor.

4, The sum of the conponents of pay (ie last net pay plus all deductions mnus any
tax refund) should equal the gross pay at Ql8(a), if given. |If the difference
bet ween the gross pay and the sum of these conponents is nore than £2. 00, an
error nmessage will appear
Check whether there is an anount missing eg tax, NI or even net pay. |If so,
refer to any interviewer notes and inpute if the amount is not given. |If the net
pay and all deductions are correct, anmend the gross pay so that it equals the sum
of these conponents. If in doubt as to what to do, refer to supervisor

5. As the main job should be the nost renunerative job, it follows that the gross

pay for the main job should be greater than the gross pay for the subsidiary job.
The weekly value of the main gross pay (Ql8(a)), mnust be greater than the weekly
val ue of the subsidiary gross pay (@9) mnus 20 pence, otherw se an error
nessage will appear. For exanple, if the main gross pay is £148.70 per week then
an error nessage will appear if the subsidiary gross pay is greater than or equa
to £148. 90 per week.

Add up the conponents of pay for the nmain job (QL2-18) and subsidiary job (Q34-
39) to obtain the gross pay figure for each job. Anend any figures which are

i ncorrect and convert the gross pay figures to weekly values. |If after any
amendnent s have been nmade, the weekly value of the nain gross pay is greater than
t he weekly val ue of the subsidiary gross pay m nus 20 pence, accept the gross pay
figures.

If the weekly value of the main gross pay is still not greater than the weekly
val ue of the subsidiary gross pay mnus 20 pence, the pay details for the main
and subsidiary jobs nay need to be exchanged, but first refer to supervisor
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Questi

ons 11-18 - Pay details (nobst rermunerative job as enpl oyee) (continued)

Edi ting

6.

If the informant has been out of enploynent for nore than one year (see B) and
was enployed in his last job then QL2-45 should be blank. |f any details are
entered at these questions an error nmessage will appear. Any details given
shoul d therefore be deleted but do not delete the pay date at QLl.

If the informant has been out of enploynent for nore than ten years and was
enployed in his last job, see instructions at @b.

1B\ | NCMSCHD. 2
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Ceneral Notes on Business Refunds - Enpl oyees
These notes refer to QL37, A Schedule and to @ 19-21, and 27, B Schedul e.
A PURPCSE

The purpose of the question is:-

1. To identify and abate all refundabl e expenditure.

2. To adjust pay details so that they do not contain refunds (or all owances)
for business expenditure.

3. To adjust pay details so that they do contain refunds (or allowances) for
‘private’ expenditure. These are regarded as a ‘perk’ and are, in effect,
in addition to salary.

B. TYPE OF REFUND/ ALLOWANCE

To achieve the purpose, it nust first be deci ded whether the refund or allowance
rel ates to business expenditure or private expenditure.

1. The followi ng types of refund/all owance should be classed as busi ness
expendi t ure:

(i) Car expenses

(ii) Tel ephone expenses

(iii) Lodging allowance for a household nenber living part of the week away
fromthe househol d on business (but check carefully that he/she is a
househol d nmenber)

(iv) Subsistence all owance

(v) Entertai nment, stationery, postage and other itens which could be
used in connection with the infornmant’s work.

(vi) An occasional neal (otherw se see 2(ii))

(vii) Expenditure on transport (rail or bus etc) provided it is for
travelling on the job, or getting to work where the place of work
varies (eg building trade) (otherw se see 2(iii).

(viii) Household expenditure provided part of the rateable unit is used for
busi ness (ot herwi se see 2(iv)).

2. The following types of refund/allowance should be classed as private
expenditure (‘'perks’):

(i) Rent all owance for firenen, police or prison officers
(ii) Regular neals (as opposed to 1(vi))

(iii) Expenditure on transport (other than on cars) to get to work (as
opposed to 1(vii)).

(iv) Househol d expenditure provided no part of the rateable unit is used
for business (as opposed to 1(viii)).
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Ceneral Notes on Business Refunds - Enpl oyees (conti nued)
C. ACTI ON TO BE TAKEN
1. If a refund/all owance relates to BUSI NESS expenditure
(i) A Schedul e
Adj ust the allowance for period code differences and deduct it from
the appropriate A Schedule entry. The anmount of expenditure after
deduction (ie the abated val ue) should be entered on a Ki.
(ii) B Schedul e

a. I f business allowance included in pay details (QL1-18)

Do not delete the allowance fromthe pay questions but
add it to Q19-21 or Q27 if not recorded there.

b. I f business allowance not included in pay details (QL1-18)
Do not add the allowance to the pay questions but if it
is recorded at Q19-21, it is possible that it has been
included in the pay details. Refer this to supervisor
2. If refund/allowance relates to PRI VATE expenditure (ie ‘perks’)
(i) A Schedul e
No action is required.
(ii) B Schedul e
a. If private allowance included in pay details (QL1-18)
Do not delete the allowance fromthe pay questions but
delete it fromQl9-21 or 27 if recorded there. Anmend
the ‘lead’ questions if necessary.

b. If private allowance not included in pay details (QL1l-18)

Adj ust the allowance for period code differences and add
it to the:

- net pay at Q2

gross pay (if given) at Ql8(a)

- usual net pay at 26(a) - if @6 coded 1
- usual gross pay at @6(b) - if 26 code 1
Delete it fromQl9-21 or Q7 if recorded there
Anmend the ‘lead” questions if necessary.

Assune the private allowance (or perk) is tax free so do
not cal culate Tax or NI on the all owances.
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Ceneral Notes on Business Refunds - Enpl oyees (conti nued)
(iii) D Schedul e

a. If a private allowance nmentioned at QL37, A Schedule or Q19-21
or @7, B Schedule is already included in pay, delete any
clains at P36 of the diary, but check that these itens are al so
listed on pages 2-35. This is because the allowance is already
shown as inconme in the B Schedule, so when it is spent, it
shoul d al so be shown as expenditure in the diary. Any entries
at QL9-21 or @7 should al so be del eted

b. Ref er any doubtful cases to supervisor
Not e: It is assuned that these refunds/all owances are not taxed, and therefore
t he sane anount can be added to both net and gross pay, but if the

interviewer has noted that a refund/allowance is taxed, or that its net and
gross values are different, refer to supervisor
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Questions 19-21 - Refunds of expenses included in |ast net pay

These questions apply to those currently enployed and to those who have been out of
enpl oyment for up to 3 nonths ie 13 weeks (see B) but were enployed in their |ast job.

Do not abate any expenses because of amunts shown at these questions. Al so do not
abate the | ast net or gross pay.

Q19
M | eage all owance is a specified anount paid for each mle the vehicle is used
(eg 25p per nmile). The nmileage will vary fromweek to week.
Fi xed all owance is a specified set anpbunt per week or nonth etc, paid regardl ess
of how nuch the vehicle is used.
A mleage all owance may be clained by a nenber of the household who uses a car
whi ch is owned by anot her househol d nenber
Qo0
This covers refunds for expenses such as parking fees, repairs etc. If noted in
the margi n, check whether these expenses should be included here.
Q@1
This covers refunds of househol d expenditure which occur in the A schedul e and
any other refunds for business expenditure. Only the anounts actually refunded
shoul d be i ncl uded.
If a subsistence all owance is received, only the anount actually spent on food
and | odgi ngs etc shoul d be included.
If arent allowance is received by a fireman, police or prison officer, it should
not be entered at this question but treated as a ‘perk’ and included in net pay.
Edi ting

If QL9 and @21 are coded 1 a print nessage will appear

Q19
If nileage all owance or fixed allowance is included in the net pay a car sheet
shoul d be conpl et ed.

Qo0
No car sheet is required for this question

Q@1

Check whet her these expenses are private or business. Mst business entries
shoul d appear at QL37. |If there are any entries which shoul d appear here but do
not, refer to supervisor

Definitions of business and private expenses together with the action to be taken
at the pay questions and at Ql9-21 are given under ‘General notes on business
refunds - enployees’ (see previous three pages). These notes are identical to

t hose which precede QL37, A Schedule. Additional information about refunds of
househol d expenditure is also given at QL37.
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Questions 22-23 - Usual hours worked

Thi s question applies to those currently enpl oyed and also to those who have been out
of enploynent for up to 12 nonths (see @) but were enployed in their l[ast job.

Usual hours are not the same as basic hours. [If hours excluding overtine vary within a
regul ar pattern (eg 40 hours one week on day shift and 48 hours next week on night
shift), note the average weekly hours (in this case 44).

Note that this question excludes all overtine.

Round fractions of hours to the nearest whole nunber. |If the fraction is Ythen round
to the nearest even nunber

Edi ting

If no hours are given refer to supervisor
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Question 25 - Itens affecting | ast wage/sal ary

If 25(a)(i) is coded 6 check that N benefit is not shown as a deduction fromlast pay
at QL8 nor included in the gross pay at Ql8(a).

If there are interviewer notes which could affect the coding of @6 (usual pay), refer
to supervisor.

Edi ting

If Q5(a)(i) is nulti-coded it will not be keyed so an error nessage will appear. Ring
code 11 and del ete the ot her codes.
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Question 26 - Wage/ Sal ary usually received (usual net pay and usual gross pay)

The term“usually receive” in this context is, of course, subjective and the answer to
the question will depend |argely on what the informant understands the term“usual” to
nmean. |In general the informant’s answer shoul d be accepted.

However in cases where it is in the nature of the enploynment to receive for a nunber of
weeks each year a different rate of pay than for the other weeks of the year, then an
average weekly (rmonthly, etc) pay should be calcul ated at (26 based on one year’s

i ncome. The nobst commmon exanples of this are ancillary workers at educationa
institutions (eg school neals attendants) who receive 41 weeks full pay and 11 weeks
part pay and supply teachers who usually receive a higher rate of pay than ordinary
teachers whil st working but no pay in the holidays.

If there are any interviewer notes at @25 or 26 indicating that Q26 is incorrectly
coded, refer to supervisor.

Edi ting

1. An error nessage will appear if the weekly value of the usual net pay is within
plus or minus 20 pence of the weekly value of the last net pay (QL2).

If this nessage appears, it means that the usual net pay and the |ast net pay
figures are considered to be “equal” when they should be different. Refer to any
i nterviewer notes given at the pay questions (QL1-18) or at this question and
check the answers given at 25 and @@5(a)(i). (Note that it nay not be necessary
to carry out all these tasks in each case).

If either the usual net pay or the |last net pay are found to be incorrect, they
shoul d be anmended. [|f, however, there is no explanation as to why the usual net
pay and the last net pay figures are “equal”, delete the entries at @6(a) and
@6(b) and recode @26 to 1, but first refer to supervisor.

2. As the main job should be the nost renunerative job, it follows that the usua
gross pay (main job) should be greater than the gross pay for the subsidiary job.
The weekly val ue of the usual gross pay (@6(b)) nust be greater than the weekly
val ue of the subsidiary gross pay (@9(a)) mnus 20 pence otherwi se an error
nessage will appear. For exanple, if the usual gross pay is £150.00 per week
then an error nessage will appear if the subsidiary gross pay is greater than or
equal to £150.20 per week.

Add up the conponents of pay for the nain job (QL2-18) and subsidiary job (Q34-
39) to obtain the gross pay figure for each job. Anend any figures which are

i ncorrect and convert the gross pay figures to weekly values. |If after any
amendnent s have been nmade, the weekly value of either the nain gross pay or the
usual gross pay is greater than the weekly value of the subsidiary gross pay

m nus 20 pence, accept the gross pay figures and override the error if the usual
gross pay is still not greater than the subsidiary gross pay mnus 20 pence.

If the weekly values of both the main gross pay and the usual gross pay are stil
not greater than the weekly val ue of the subsidiary gross pay mnus 20 pence, the
pay details for the main and subsidiary jobs may need to be exchanged, but first
refer to supervisor.
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Question 27 - Mtoring allowance included in usual net pay
This question applies to those whose | ast pay was not usual
Edi ting

No car sheet is required for this question
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Question 28 - Bonuses received in last 12 nonths (including profit-sharing bonus)
Profit-rel ated pay

Under a qualifying schene, 50% of the bonus is tax free and 50%is taxable. This type
of bonus can be described by a variety of terns:

- tax-relieved profit-related pay
- tax exenpt profit
- profit-related paynent not subject to tax
Only actual noney incone (cash, cheques etc) should be shown here.
I ncl ude
(i) Directors’ fees and profits to working directors
(ii) Fireman's and First Aid bonus
(iii) Honoraria - an horariumis a voluntary fee paid for professional services

(iv) Money received by a ninister of religion for carrying out a wedding,

funeral etc - if he is an enployee. (If self-enployed, this noney should
be shown as a part of his profit at Q40 provided that he retains it
hi msel ).

Excl ude

(i) Shares in the company

(ii) Cash values of vouchers for spending in a shop

(iii) I'ncome in kind

(iv) Inconme from*'wndfalls
Edi ting
If the informant does not know whet her the bonus is before or after tax an error
nessage will appear. This nust be recoded to ‘before’ or “after’. If in doubt, refer
to supervisor.
In order to reduce the nunber of print nessages which usually occur at this question, a
print nmessage will now appear only if the bonus is greater than £500.00. Check whet her

t he bonus should be entered at this question, transferred to another question or
del eted. Use the notes given above as a guide.
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Question 29 - Bonus or profit-related pay included in usual net pay
Thi s question applies to those whose | ast pay was not usual and who received a bonus.

If there are any interviewer notes at this question, refer to supervisor, otherw se
accept the answer given.

If the bonus at @28 is included in the ‘usual net pay’', this inplies that the bonus is
received on a regular basis, but do not abate the usual net pay if it does not include
a bonus.

Edi ting

Sone i nformants rmay answer ‘Yes' to this question because they believe that the
guestion is asking whether a bonus was included in their last net pay (QL2) instead of
their usual net pay (Q26).

An error nessage will appear, therefore, if the weekly value of the |ast net pay ninus
t he weekly val ue of the usual net pay differs fromthe weekly val ue of the bonus
(entered at 29) by £1.00 or |ess.

If this error nmessage occurs, refer to supervisor. |If supervisor decides that the

bonus is included in the last net pay instead of the usual net pay, delete the bonus
entered at 29(a) and recode @9 to 2, otherw se accept the answer given.
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Question 30-32 - Tax relief for expenses, |luncheon vouchers and free neals

These questions apply to those currently enployed and to those who have been out of
enpl oyment for up to 3 nonths ie 13 weeks (see B) but were enployed in their |ast job.
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Question 30 - Tax relief for expenses incurred as an enpl oyee

Note that the anpunt required here is the amount on which tax relief is allowed, not
the actual ampount of tax relief received.

Edi ting

If the anount is not known, inpute the anount, using a K1, fromthe follow ng frane:

Item bei ng cl ai ned Per annum 2
Cothing (including footwear - either on its own or £24. 00

t oget her

Tool s £37.00

Pr of essi onal societies £20. 00

d ot hi ng/ t ool s conbi ned £43. 00

Boot s £38. 00

O hers £38. 00

Not es: 1. Do not use anobunts shown at this question to abate any other entries
in the budget.
2. Enpl oyed persons tax all owance for car expenses

It is unusual for a tax allowance for car expenses to be clained at
this question but if this occurs the follow ng action should be
t aken:

(i) Prepare a car sheet and abate annual car expenditure on
t he basis of the amount shown at @3O0.

(ii) Refer to supervisor for income tax and net wage to be adjusted
ie the tax allowance will be reduced and hence the anount of
tax paid increased and the net pay decreased.

(iii) Delete the elenment for tax relief for car expenses from Q30.

(iv) The procedure described above has to be carried out manual ly.

2 The previous figures were increased by 32%in January 1988. This was the approxi nate
increase in the index of retail prices between January 1982 (when it is believed they
were | ast updated) and January 1988.

In January 1990 they were increased again by 15% This was the approxi nate increase in
the index of retail prices between January 1988 and January 1990.
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Question 31 - Luncheon vouchers
Only luncheon vouchers issued free by the informant’s enpl oyer should be entered here.

Any itens purchased using |uncheon vouchers should be entered in the Diary with the
full cost of the item
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Question 32 - Free neals

Only free neals received fromthe informants’ enployer in the last 7 days should be
entered here.

The following itens should be del eted:

(i)
(ii)
(iii)

(iv)

Free cups of teal/coffee or sandwi ches.

Free neals to resident enployees such as au pair girls or farmworkers.
Free neals to persons on Youth Training schenes etc. The inputed val ue of
these neals (see CSO list) should be added to any benefit received at
@0(c) and a weekly anmount entered in each week of the diary - code as 840.

Free food supplied by enployers to enpl oyees, eg nilk, eggs or potatoes.

1B\ | NCMSCHD. 3
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Questi

These

If ap

on 33-39 - Pay details for subsidiary job as enpl oyee
guestions apply only to those coded 1 at QLO(e) or 1 at QLO(j).

erson has a subsidiary job as an enpl oyee @B3-39 should be conpleted not QL1-18.

The | ayout of the subsidiary enploynent questions is very simlar to the layout of the

main e
Checki
1

Jan 91

npl oynent questions (Ql1-18).
ng
No pay details given

If no pay details are given, refer the budget to RO at the checking stage so that
a letter can be sent to the infornant as soon as possible after the interview

Deductions from pay

If there are any deductions from pay, check that the relevant codes 1 to 5 have
been ringed.

If there is an entry under ‘other deductions’ this should be reclassified, where
possible, to codes 1 to 4. Code 5 should then be deleted. |If it cannot be
reclassified, enter the appropriate diary code in the Ofice Use box.

If it is not known what the deduction is for, code as 799.

I nformant has main and subsidiary job with sane enpl oyer

For exanple, the informant may be a school teacher and an evening class |ecturer
In such cases, all deductions frompay eg tax, NI etc are usually deducted from

the salary for the main job. In this case the deductions should not be
apportioned between the two jobs. Enter the net inconme for the subsidiary job at

®B4.
Pay date

If the nmonth and year are given but the day is mssing, enter ‘15 in the ‘day’
box.

Pay peri od

This should be the actual period which is not necessarily the usual one. For
exanple, if an informant receives 3 weeks wages in one week including 2 weeks
hol i day pay, the period that should be entered is 3. Note that periods of I|ess

t han one week should be coded as one week.

Arny Reserve

Shoul d be treated as a subsidiary job.

I nformant has nore than one subsidiary job as an enpl oyee

If an infornmant has nore than one subsidiary job, details of the other subsidiary

j obs shoul d have been entered in the margin. Add the amounts together and enter
them at the relevant questions after adjusting for any period code differences.



Questions 33-39 - Pay details for subsidiary job as enpl oyee (conti nued)

Edi ting

1

If the DK code is not ringed and the anmount is not given at @B8(a) (i) or
@8(b)(i), ring the DK code.

If the DK code is ringed and the anpunt is given at B8(a)(i) or @B8(b)(i),
del ete the DK code

I f schedul e reference Q3910 (SUBONEAM has been conpleted a print nmessage will
appear. Check whether there are any other deductions frompay given in the
margin. |If so, refer to supervisor.

The sum of all the conponents of pay (ie |ast net pay plus all deductions) should
equal the gross pay at @9, if given. |If the difference between the gross pay
and the sum of these conponents is nore than £2.00, an error nmessage wll appear

Check whether there is an anount missing eg tax, NI or even net pay. |If so,

refer to any interviewer notes and inpute if the ampunt is not given. |If the net
pay and all deductions are correct, amend the gross pay so that it equals the sum
of these conponents. |If in doubt as to what to do, refer to supervisor

If the informant has been out of subsidiary enploynent for nore than one year
then the pay date (@3) as well as @B4-39 should be blank. [If any details are
entered at these questions an error nmessage will appear. Any details given
shoul d therefore be del eted.

1B\ | NCMSCHD. 4
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Question 40-45 - Sel f enpl oynent

Pl ease also refer to the notes at Question 1 (code 2).
Checki ng

No profit given (Q40) and no noney drawn from busi ness (41(a)

If an infornmant has a main self-enployed job but no profit has been given at 40 and no
noney has been drawn fromthe business at 41(a) an error nessage (check 12) will
appear. Refer the budget to RO at the checking stage. RO w Il then decide what action
needs to be taken eg whether to wite to the informant, inpute the information or

rej ect the budget.

If an informant has a subsidiary self-enployed job but no main self-enployed job and
there is no profit at Q40 and no noney is drawn fromthe business at 41(a), then do
not inpute an anount or refer to RO (Check 12 will not appear).

If inmputation is required, the ROw Il identify any diary itens which need to be
excluded. The procedure used previously should be adopted and all cal cul ati ons
recorded on the appropriate form The inputation should then be referred back to the
RO for clearance and finally entered on the database, using a KL. In all cases, the
noney drawn fromthe business (41(a)) should be inputed not the profit (Q40).

Not e on i nputation

Anyone who is sel f-enployed should be drawi ng noney fromtheir business to |live on
unl ess they are living on capital or savings. |If this figure is nissing the RO my ask
for it to be inputed as a proxy for profit (see previous paragraph).

The itenms to be included in the inputation are listed on a formdesigned for this
purpose. Briefly, the noney drawn fromthe business (as a proxy for profit) is the
gross annual househol d expenditure | ess any current income received by the househol d,
provided this appears to be a realistic figure for the type of job the informant is
doi ng.

Not es: 1. If an infornmant has:
- a nmain self-enployed job or
- a main job as an enpl oyee and a subsidiary self-enployed job

then the details of the self-enployed jobs should be entered at
Q0- 45

2. If an infornmant has two sel f-enployed jobs (main and subsidiary) then
the details of the nain job should be entered at Q40-45 and the
profit fromthe subsidiary job recorded at the Ofice Use box at X40.
No other details for the subsidiary job are required.

If a loss has been nade on the subsidiary job, the Ofice Use box

should be left blank. Delete the code at QLO(e) or (j), whichever is
applicabl e, and anend QLO if necessary.
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on 40-45 - Self enploynent (continued)
3. Cccasional letting or sub-letting of rooms (See al so (63)

I nformants who deal in the occasional letting of roons nust be
treated according to the nerits of the case. GCenerally, if
occasional lets are regarded by the infornmant as a business, they
shoul d be accepted as such and the infornation entered at the self-
enpl oyed questi ons.

Treatment may then vary according to inconme and diary expenditure, eg
if the incone is very small, ignore diary expenditure as it will not
refl ect a najor business. A Schedul e questions should be anmended
accordingly, eg if there are no roons used for business abate by % a
room or according to clains against tax if any, at 45. Lettings
for part of the year only should always be referred to a supervisor

4. Any noney received for a wedding/funeral etc by a Mnister of
religion should be entered here as an annual amount if the informant
is self-enpl oyed.

g

| mput ati on

No i nputation should be carried out unless requested by the RO (See ‘ Checking').
Dates (43)

(i) If one or both dates are missing an error nessage will appear. Unless
there is a note indicating that the business has been running for less than
12 nmonths, use the nonth of interview for the end date and the
correspondi ng nonth a year ago as the start date. Both dates nust al ways
be conpl et ed.

(ii) If both dates are the same an error nessage will appear. |[|f the business
has been running for only a nonth then this is acceptable, otherw se one of
the dates should be anended. The date to be anended will depend on the
interview date and any notes indicating the length of tinme the business has
been running. For exanple, if the two dates are ‘Mar 91' and ‘Mar 91', the
date of interviewis May 91 and there is no indication as to how long the
busi ness has been running, assune that the period covered is Mar 90 to Mar
91. If in doubt, refer to supervisor.

(iii) Do not amend the DK code at 43.
Enterprise Al owance

Informants receiving an Enterprise A lowance should not be included at QL but
shoul d be coded as sel f-enployed at @@(a). |If, after excluding the allowance,
t he i nfornmant does not nmeke a profit, refer to RO

There is a separate ‘Enterprise Allowance’ category - code 3 at ®0(a). A print
nessage will appear if @B0(a) is coded 3. Any allowance shown at B0(c) should
be deleted and included in the profit at 40, but the amount rust first be
adjusted to correspond with the dates shown at (3.



Questi
4,
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on 40-45 - Self enploynent (continued)
Two sel f-enpl oyed j obs

If an infornmant has two sel f-enployed jobs and the profit fromthe subsidiary job
has not been entered in the Ofice Use box at Q40, an error nessage w || appear
Enter the profit (which should be given in the nargin) in the Ofice Use box and
also on a K1. If the profit is not given, refer to RO

If a loss has been nade on the subsidiary job the Ofice Use box should be |eft
bl ank. Delete the code at QLO(e) or (j), whichever is applicable, and amend QLO
i f necessary.

More than two sel f-enpl oyed jobs

If the OfFfice Use box at Q40 has been conpleted, indicating that the informant
has two sel f-enpl oyed jobs, a print nessage will appear. Check whether there is
a profit shown in the margin for any other self-enployed jobs. |If so, add the
profit for these jobs to the amobunt already given in the Ofice Use box.

Qut of enploynment for nore than one year

If an informant has been out of enploynent for nore than one year (see @®) and

was self-enployed in his last job then Q40-45 should be blank. [|f any details

are entered at these questions an error nmessage will appear. Any details given
shoul d therefore be del eted.

Qut of enploynment for nore than 10 years

If an infornmant has been out of enploynment for nore than 10 years and was self-
enployed in his last job, see instructions at @b.



Questi
1

on 45 - Self enploynment - Business expenses clai ned agai nst tax

These questions apply to those currently self-enployed and to those who have been
out of enploynment for up to 3 nonths (See B) but were self-enployed in their
| ast j ob.

2. Any expenses which are clainmed nust relate to the accommodation at the sanpl ed
address only.

3. Do not abate any expenditure at the checking stage.

4, If any clains are nade check that the relevant code is ringed (eg vehicle
expenses - code 1). Round any fractions to the nearest whol e nunber

5. If neither a percentage nor an anount is given |eave the coding col um bl ank
Check that the appropriate code is ringed (eg tel ephone - code 9).

6. If aclaimis nmade for nmore than one vehicle delete code 1 and any percentage
whi ch may have been entered in the coding colum, and then ring code 10. The
abaterment will be cdealt with at the editing stage.

Edi ting

1. Credibility checks have been introduced |inking each of the itens 1 to 9 with
their correspondi ng questions in the A Schedule. So if a claimis nmade at any of
these itens and the item has not been abated, a credibility error nessage wll
appear.

2. As it is essential that business expenditure is excluded fromthe FES, al
abatenments should be carried out at the first edit and checked at subsequent
edits when the print nessage reappears.

3. Al'l abatenments should be carried out nanually according to the instructions given
under “Actions 1 to 3".

4. Enter the abated values on a K1. Do not abate the ‘900" series.

5. If code 10 is ringed a print nessage will appear. It may be ringed for a variety
of reasons eg the informant is making a single claimcovering all expenses (see
para 10) or he is claimng for expenses not covered by codes 1 to 9, or he is
claimng for nore than one vehicle. Al ways refer to supervisor

6. Vehi cl e expenses

Jan 91

If aclaimis nmade for vehicle expenses (code 1) a print nmessage will appear
whet her t hese expenses have been abated or not.

If both a print and a credibility error nmessage appear, vehicle expenses nust be
abat ed.

If only the print nmessage appears, check that the vehicle expenses have been
abated correctly.

As it may be necessary to abate entries at several different questions, the
abat ement of vehicl e expenses requires careful checking - hence the reason for
i ntroducing a print nessage.
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10.

Jan 91

on 45 - Self enploynment - Business expenses clai ned agai nst tax (conti nued)

Cars

(i) If nore than one car is owned, assune that only one car (ie the car with
the | argest expenditure against it) is used for business. |If the infornant
clains for nore than one car refer to supervisor

(ii) If an informant owns a car but another househol d nenber clains business
expenses on it, proceed as follows: -

a. the owner’s car expenditure in the ‘A Schedul e should be abated by
t he amount stated by the claimnt at QL37 (A schedule) or (45 (B
schedul e) .

b. the claimant’s car expenditure in the ‘D book shoul d be abated by

t he anount cl ai ned.
Anmount cl ai med instead of a percentage (one item only)

If an amount is clainmed instead of a percentage, adjust the ampunt clained (as
this will be an annual figure) to the sane period as that shown at the
appropriate A schedul e question. Check that the relevant code is ringed at (45.

If the anpbunt clained (after adjustnment) is |less than the expenditure shown at
this question, abate the expenditure by the adjusted anmount and enter the
difference (ie the anmount after abatenent) on a Kl

If the anpbunt clainmed (after adjustnment) is equal to or greater than the
expendi ture shown at the A schedul e question, follow the instructions at
Action 2.

Note that if the claimis for gas, electricity or central heating oil, the anpunt
cl ai med shoul d be adjusted for period code differences and then converted to a
percentage. |If the percentage is 90%or less, followthe instructions at Action

1, if 91%or nore, followthe instructions at Action 2. Check that the rel evant
code is ringed at Q45 but do not enter the percentage in the box.

Amount cl ai ned i nstead of a percentage (nore than one item

If an amount is clainmed instead of a percentage and this covers nore than one
itemeg rent, rates etc, a procedure simlar to that described under ‘Use of hone
as office’ (see para 9) should be used.

Use of ‘hone as office’ (This should be coded 10 at 45)

If an annual figure covering all expenses for the year is given, the follow ng
procedure should be used (but refer to supervisor before proceeding):

(i) Cal cul ate the annual expenditure for rent, nortgage paynents (excluding
endowrent policies), rates, water and sewerage rates, structural insurance,
gas and electricity paynents. The expenditure should be cal cul ated from
t he amounts given at the appropriate A Schedul e questi ons.

(ii) Exclude vehicle and tel ephone expenses and any itemfor which a specific
percentage or anount has been clainmed at 45.



Question 45 - Self enploynent - Business expenses clai ned agai nst tax (continued)

11.

(iii)

(iv)

(v)

(vi)

(vii)

Add up the annual expenditure for each itemto obtain the total annua
expenditure for all the itens.

Cal cul ate the percentage to be abated by dividing the total anpunt clained
(the “home as office’ figure) by the total annual expenditure.

Check that the relevant code is ringed at (45 for each of the itenms to be
abat ed but do not enter the percentage calculated at (iv) in the boxes.

If the percentage is | ess than 100, abate each of the A Schedule itens by
this figure. See instructions given at ‘Action 1 - Wiere |l ess than 100% of
expenditure is clainmed for tax’. (NB - If rates are abated then GRV and
NRV nmust al so be abated).

If the total amount clained (the ‘home as office’ figure) is greater than
or equal to the total annual expenditure, then abate each of these itens
according to the instructions given at ‘Action 2 - Were 100% of
expenditure is claimed for tax’.

Al'l expenses paid by the business

If a self-enployed informant states that all his expenses are paid by the
busi ness, so tel ephone etc are shown as nil in the A Schedul e the foll ow ng
procedure should be adopted (if in doubt refer to supervisor):

(i)

(ii)

(iii)

(iv)

I mput e these amounts (eg tel ephone etc) nmanual ly using other evidence given
on the schedul e or based on current gross weekly househol d incone.

Enter the inputed anobunts at the relevant A schedul e questions and the
total weekly anount, covering all these expenses at 41(a).

Check that the relevant code is ringed at (45 for each of the inputed itens
but do not enter the percentage (ie 100) in the boxes.

Abat e each of the A Schedule itens which have been inputed according to the
instructions given at ‘Action 2 - Were 100% of expenditure is clainmed for
tax’. This is because the infornmant is claimng that all his expenses are
paid by the business. (NB - If rates are abated then GRV and NRV nust al so
be abat ed).

1B\ | NCMSCHD. 5
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ACTION 1 - WHERE LESS THAN 100% OF EXPENDI TURE | S CLAI MED FOR TAX

1

Jan 91

Rent, Mortgage, rates, water rates etc, structural insurance

Abate the appropriate entries in the A schedule by the percentage given at 45.
Delete the original entry and enter the abated anmount inmedi ately above it. Mke
a note beside the entry when the anount has been abat ed.

Make sure that the nortgage claimrefers only to the business elenent and not to
personal tax all owance.

Water rates etc for agricultural establishments are normally too high for the
usual nethod of abatenment to result in a true donestic elenment. Abatenent
shoul d, therefore, be in two stages:

(a) Multiply Net Rateable Value by Water Rate poundage

(b) Abate the answer to (a) by the percentage at Q45 and enter the abated
answer at the appropriate question

Note that where rates or rent including rates are abated, the G oss Rateable
Val ue (GRV) and Net Rateable Value (NRV) at & 141 and Ql42, A Schedul e should
al so be abated by the same proportion

Cars

Al'l car expenses shown in the “A or ‘D Schedul es should be abated by the
percentage shown at Q45 (eg car tax, insurance, petrol, parking fees, repairs, ie
diary codes 538, 539, 542 and 549). Refunds of road fund tax (@1 - A Schedul e)
and the sale of vehicles (@0 - A Schedul e) should be abated and al so al
nonetary val ues at @5 or @7 (A Schedule) if the car was purchased using a | oan
or HP.

Not e that the abatenent of car edpenditure for self-enployed persons is based on
A5, so any car expenses occurring on P36 of the diary should be deleted (see
Section (F) of the Diary instructions).

Fuel (Gas, electricity and central heating oil)

VWhere 90% or less of expenditure is clained, abate by the percentage given at
QA45. Treat 91%or nore as if 100%is clained. See Action 2 (para 3).

Sl ot neter paynents for gas and electricity in the D books and also the rebate at
@3/ 71 (A schedule) should be abated by the percentage at 5.

In the case of a budgeting schene, both the |last paynent and the charge on the
| ast advi ce shoul d be abated.

Tel ephone
Abate the appropriate entries by the percentage given at 45.
If the bill is paid by account abate:

| ast account paynent
househol d’ s share of the account (where relevant)

If the bill is paid by a budgeting schene abate:
| ast paynent

charge on the | ast advice
househol d’ s share of the account (where relevant).



ACTION 2 - WHERE 100% OF EXPENDI TURE | S CLAI MED FOR TAX
1. Rent, nortgage, rates, water rates etc, structural insurance

VWhere an i nformant nmakes a 100%clai mfor any of the above itenms, the expenditure
recorded at the appropriate A Schedul e questions should not be abated by 100% but
by an adjusted anmount as indicated bel ow

Note that instructions (a) and (b) apply where the rateable unit is occupied
solely by one household. |If the rateable unit covers nore than one househol d,
refer to supervisor.

(a) M xed prem ses excluding farns (eg shop/fl at/ house)
If any of the above itens are clained as a busi ness expense they
shoul d be abated according to the nunber of rooms used solely or
partly for business (see section follow ng Action 3).
Note that where rates or rent including rates are abated, the G oss
Rat eabl e Value (GRV) and Net Rateable Value (NRV) at Ql41 and Ql42,
“A" Schedul e should al so be abated by the sane proportion
Exanpl e

A man clains 100% for rent and rates and uses 2 out of 8 roons for
busi ness. Hence the following itenms should be abated by 2/8 = 25%

Amount before Anount after
abat ement abat ement
Rent (pa) £1000 £750
Rat es (pa) £ 200 £150
RV £ 360 £270
NRV £ 300 £225
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ACTION 2 - WHERE 100% OF EXPENDI TURE | S CLAI MED FOR TAX (conti nued)
(b) Far s

Any anounts given for rates, RV and structural insurance at the
appropriate ‘A Schedul e questions shoul d be abated by 1/3.

VWhere 100%claimis made for water rates etc, the two-stage abatenent
procedure described at Action 1 (para 1) should be foll owed, except
that at the second stage the abatenent should be by 1/3.

Where rent or nortgage paynents are shown separately for the
farnmhouse, they should al so be abated by 1/3. However if the rent or
nort gage paynent includes farm buildings etc, then the Goss Rateable
Val ue, abated by 1/3, should be substituted for the annual equival ent
of the last paynent, to cover the donmestic el enent at @8, A
Schedul e.

The amount of interest shown at 40, A Schedul e shoul d then be
reduced by the percentage difference between the annual equival ent of
the | ast nortgage paynment and the GRV, and the resultant figure
abated by 1/3.

Exanpl e
@38 - Annual equival ent of |ast nortgage paynent : £600
0 - Interest paid during last 12 nonths . £300
Q41 - Gross rateable value (GRV) . £240

(i) Abate the GRV by 1/3 as a substitute for the annual equival ent
of the last nortgage paynent:

2/ 3 x £240 = £160
Enter £160 at B4 - Use a Kl
(ii) Abate the interest paid during last 12 nonths

% di fference between the annual equival ent of the | ast
nort gage paynent and GRV.

£600 - £240 x 100 = 60%

£600
Reduce the interest by 60%: £300 x 40 = £120
100
Abate this figure by 1/3 . £120 x 2 = £80
3

Enter £80 at Q40 - Use a Kl
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ACTION 2 - WHERE 100% OF EXPENDI TURE IS CLAI MED FOR TAX (conti nued)

2.

Cars

For 100% clains, all car expenses in the A and D Schedul es shoul d be abated to
zero (eg car tax, insurance, petrol, parking fees, repairs, ie diary codes 538,
539, 542 and 549). Refunds of Road Fund Tax (@1 A Schedule) and the sal e of
vehicles (0 - A Schedule) should be abated to zero and also all nonetary val ues
at @5 or @7 (A Schedule) if the car was purchased using a | oan or HP

Note that the abatenent of car expenditure for self-enployed persons is based on
A5, so any car expenses occurring on P36 of the diary should be deleted (see
Section F of the Diary instructions).

Fuel (Gas, electricity and central heating oil)

Where 91% or nore is clainmed at Q45 abate by 90%in all cases.

Tel ephone

Abat e according to the nunber of roons used solely or partly for business or by
1/3 in the case of a farm
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ACTI ON 3 - PERCENTAGE TO BE CLAI MED NOT KNOWN

1

Rent, nortgage, rates, water rates etc, structural insurance

Abat e by the number of roons used solely or partly for business as described for
a 100%claimfor ‘mxed prenmses (see Action 2 - para l1la). |If no roons are used
for business at QL3 or QL4 (A Schedul e) see section below. |In the case of a farm
- see Action 2, para 1b.

Cars

Abat e by 1/3.

Fuel (Gas, electricity and central heating oil)

Abat e according to the nunber of roons used solely or partly for business or by
1/3 in the case of a farm

Tel ephone

Abat e by 2/3.

CALCULATI NG THE PERCENTAGE OF ROOMS USED FOR BUSI NESS

I f the nunber of roonms used solely or partly for business is given at QL3 or 14,
A schedul e.

The percentage of roons used for business:

= Nunber of roons used solely or partly for business
Nunber of roons in household (exc. ‘other’ roomns)

Note that a roomused partly for business counts as Y2 a room

Thi s percentage should then be used to abate the relevant itens of expenditure.

If no roons are used either solely or partly for business

Refer to supervisor for an estinmate of the nunber of roons used for business.
This should take into account the type of business, anpbunt of profit, conposition

of househol d by age and sex and the total nunber of roonms. The naxi mum nunber of
roons estinmated should be two.

1B\ ACTI ON
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Questions 46-53 - State benefits

The interviewer's entry should be accepted as correct. The only tinme a figure should
be anmended is when an interviewer’s note indicates that the anmount includes incone
support or that two or nore benefits are conbined.

Wth all benefits, if in doubt refer to the social security leaflets that are avail able
or to the ‘CGuide to Social Services’.

The nost likely benefit to be included with other benefits is Incone Support. |If this
has been included then the I ncone Support elenment should be transferred to 1(d),
provided it has not already been entered at this question

The general rule is that if two or nore benefits are conbined then they should be

separated and transferred to their respective benefits. Refer to the tables show ng
t he amounts for each benefit.
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Question 46(a) - Child Benefit

If there are children in the household but no anpbunt is shown in either parent’s
colum, refer to supervisor. (NB - Child benefit will norrmally be entered in the

not her’ s colunm, but can appear in the father’s).

If Child Benefit is expected but has not yet been received, it should not be entered.

Child Benefit Increase is paid to single parents provided they are not already
receiving Wdow s Benefit or certain other benefits.
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Question 46(b) - N Retirenment pension

If the following are included in the retirenment pension, they should be transferred to
their respective benefits:

At t endance al | owance - transfer to Q47(d)

Invalidity addition/allowance - “ Q48(c)
I ncone support “

- © ®1(d)
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Question 46(c) - NI wi dow s benefits

A wi dow s pension becones a retirement pension when the woman reaches 65, but this
coul d happen at the age of 60.

A Wdowed Mother’'s Allowance is payable to a wi dowed nother fromthe tine of her
husband’ s deat h.

If a widowis under 40 or over 64 and she is receiving benefit, a warning nmessage wll
appear. |If she has at |east one child for whomshe is receiving Child Benefit, she
will usually be eligible for a Wdowed Mther’s Al owance so, in this case, do not
refer to RO
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Question 47(a) - War Disability pension/related state all owance

The armount received varies with the degree of disablenent, therefore the anpbunt entered
shoul d normal | y be accept ed.

Any extra benefit associated with War Disability Pension should also be accepted, eg
hardshi p al | owance, unenpl oyability suppl enent, hospital treatnent allowance.

War Wdow s Benefits should be shown at B3(c).
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Question 47(b) - Mbility all owance

Motability is a registered charity through which persons who receive a nobility
al | onance may hire or purchase a car at a reduced rate

The hire agreenent lasts for 3 years after which the car is returned to the dealer
The rental covers mai nt enance and servicing but not insurance.

The purchase agreenent, under which the car is bought on HP, takes 4-5 years.
Mai nt enance, servicing and insurance are paid by the individual

Either a part or the whole of the nobility allowance is paid to Mtability. Informants

maki ng paynents to Mtability should be coded as receiving nobility allowance. These
paynents should be treated as nornal car expenditure.
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Question 47(d) - Attendance all owance

At t endance al l owance is payable to adults or children who are severely disabled and is
usually in addition to other National |nsurance benefits. For exanple, if a personis
retired, it is usually conbined with the retirenent pension. There are two rates of

al | owance.

It should be coded to the person who is entitled to it unless he/she is a child under
16, in which case the benefit should be entered in the nother’s/father’s col um.
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Question 48 - Sickness benefits
There are three sickness benefits avail abl e:
A8(a) - Statutory sick pay (SSP)

This is paid by the enployer for a maximum of 28 weeks in a tax year. After the 28'"
week it is replaced by Contributory Invalidity Pension

A8(b) - N sickness benefit

This is paid by the DSS for a nmaxi mum of 28 weeks. It is usually paid to self enployed
or unenpl oyed persons, but may al so be paid to enployees if they do not qualify for

SSP.

A8(c) - Contributory invalidity pension

This is paid by the DSS and starts in the 29'" week of sickness. There is no limt to
t he nunber of weeks it can be received.

Invalidity Allowance is paid in addition to invalidity pension if the illness began
when under 55 for wonen or under 60 for nen. The allowance should be included at this
guesti on.

A person who is receiving an invalidity pension at retirenent age can continue to
receive it for a further five years if it is higher than the retirenent pension to

whi ch they would be entitl ed.

If they opt to receive their retirenment pension, any invalidity all owance will continue
to be paid as part of this pension and will be called ‘Invalidity Addition’

If income support is included then it should be transferred to Q1(d).
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Question 49 - “Made up pay” in addition to statutory sick pay etc
This question applies to those who are coded 1 at 48(a), (b) or (c).

If sick pay is paid by an enployer it refers to part pay or nade up pay but not
Statutory Sick Pay.

1/ B: | NCMSCHD. 6
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Question 50 - Governnent Training Progranmres
1. Thi s question applies only to nen under 66 and wonen under 61

2. Al those at present on a governnent training or enploynent progranme (coded 1 at
QL) should be included at this question, together with those not currently on a
programe but who have taken part in one at any tinme in the previous 12 nonths.

3. The armount of allowance should be entered at @B0(c). |If a person receives a top
up allowance fromtheir enployer, (eg about 20% of YTS trainees with a contract
of enploynent) the extra anount should al so be included at QO0(c).

4, Trai nees sonetines pay fares to and fromthe training centre. A note to this
ef fect may occur at B0 or the fares paid nmay be entered in the diary.

If any fares are paid they should be added to the benefit given at 0(c) unless
it is clear that they have already been included at this question. Adjust the
anmount for any period code differences before adding it to the benefit. Do not
delete these fares if they occur in the diary.

5. If income support is included then it should be transferred to Q1(d).
Edi ting
1. Enterprise all owance - @B0(a)

Persons receiving an enterprise allowance should not be included at QL but should
be coded as sel f-enployed at @(a).

A print nessage will appear if 0(a) is coded 3, @BO(b) should be conpl eted but
@&@0(c)-50(e) should be bl ank

Any al | owance shown at 0(c) should be included in the profit at 40, but the
amount nust first be adjusted to correspond with the dates shown at (43.

2. O her category - @B0(a)
A print nessage will appear if 0(a) is coded 4.

If the progranme is one of the four listed at codes 1 and 2 then recode as
appropri ate.

Apart fromthese four, the only other programe currently in existence is ‘Action
for Conmunity Enpl oynment’ which applies to Northern Ireland only (see Ql(a)).
Thi s shoul d be coded 4.

If a programme is nmentioned which is not one of these five, refer to RO
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Question 51(a) - Industrial injury disablenment benefit
This benefit or pension can be paid weekly or as a lunp sumgratuity.

It can be received by persons working full-time or part-tinme as well as those who are
not working. The anmount received depends on the degree of disablenent.
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Questi
1

2.

Jan 91

on 51(b) - Unenpl oynment Benefit
A person on short time can receive a wage and unenpl oynment benefit.

If a person receiving unenpl oynment benefit is also working then he should be
coded 1 at @(a).

If a person receiving unenpl oynent benefit is also retired, then he should stil
be coded 6 at @(b). Do not anmend the code.

A sel f-enpl oyed person does not qualify for this benefit.

If the following are included in unenpl oynment benefit, they should be transferred
to their respective benefits:

Governnent training programe all owance - transfer to 60

| ncone support - ®1(d)



Questi
1

Jan 91

on 51(c) - Famly Credit

This benefit is available to families including one parent fanilies with at | east
one child under 16 (or over if still at school) where the head of the famly (or
ei ther spouse in the case of a married couple) is in full-tinm work, but the
total family incone is below a certain |evel.

For a single parent, full-tinme work nmeans 24 hours a week or nore and for a
married couple, 30 hours a week or nore.

Once awarded, this benefit will continue to be paid for a period of 26 weeks
irrespective of any change in financial circunstances, but it is not changed when
benefits are reviewed annual | y.

Lunp sum paynents should be accepted. Sonetinmes there are delays in paying the
benefits so, if it is back-dated it will be paid as a | unmp sum

If the following are included in Fanmly Credit, they should be transferred to
their respective benefits:

| ncone support - transfer to b1(d)
Transiti onal paynment - : “ @B3(c)



Questi
1

on 51(d) - Income support

Persons with children, those aged 60 or over, and the long termsick or disabled
qualify for special prem uns.

| ncone Support may be paid with other benefits but it should not be included at
any other benefit questions.

Blind all owance shoul d be included at this question and not at @&3(c).

A mai nt enance al |l owance paid direct to the Social Security Office by an
informant’ s separated husband should be included at this question. Assune that
t he al | owance includes | ncone Support as well as mmintenance.

Itenms of househol d expenditure paid direct (either in whole or in part) by Incone
Support (DSS) shoul d be shown at the appropriate A schedul e questions. The part
paid direct should also be included in the anount shown at this question, on a
conpar abl e peri od basis.

Simlarly, if a loan is made by DSS and the repaynents are bei ng deducted from
I ncome Support, then they should be shown at @5(c), A schedule and al so incl uded
at this question.

Rent and rates rebates should not be included at this question. They are covered
by housi ng benefit.

1/ C: | NCMSCHD. 7
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Question 52 - Maternity benefits

It is possible to receive maternity benefits even though there are no children in the
househol d under 1.

If income support is included then it should be transferred to Qb1(d).
@2(a) - Maternity all owance

This is a weekly benefit which is usually paid for 18 weeks starting 11 weeks before
the baby is expected. It may be paid in addition to naternity grant.

@2(b) - Gant from Social Fund for Maternity Expenses

This is a lunp sumpaid for each birth to help with the general expenses of having a
baby.

@2(c) - Statutory maternity pay

This canme into effect in April 1987 and is paid by the enployer for 18 weeks. It is
paid at two rates (lower and higher).
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Question 53(a) - Christnmas Bonus

The Christrmas Bonus is paid to retired persons and certain other people on state
benefit. The anount paid is £10 per person.
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Question 53(b) - Invalid care all owance

Invalid care allowance is paid to people of working age who are unable to work because
they have to care for a chronically sick or severely disabled relative ie soneone who
woul d be receiving an attendance al |l owance.

The al | owance should be entered in the colum of the person caring, not the sick
person’s col unm.
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Question 53(c) - Any other NI or State Benefits
This question covers all State Benefits not covered by the previ ous questions.
Exanpl es of benefits that should be included here are:

Transitional paynents paid as part of housing benefit or included in Famly
Credit paynents

Child s special allowance

Di sabl ed persons petrol allowance

Grant from Social Fund for Funeral Expenses

Guardi an’ s al | owance

Industrial death benefit

I ndustrial disablenment benefit (paid weekly)

I ndustrial w dow s pension

Job start allowance

War cl ot hi ng al | onance

War dependent’s pension

War wi dow s pension
A person receiving a job start allowance should be enployed - coded 1 at @(a). This
all owance is paid to persons in low paid jobs as a neans of ‘topping up’ their wage or
sal ary.
Edi ting

If an amount is entered at @®3(c)(ii) a print nessage will appear. Check whether the
benefit should be accepted here or transferred to another question

Do not transfer any benefits which are not being received at present.

Lunp sum paynents shoul d be del et ed.
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Question 55 - Redundancy paynents (in last 12 nonths)

Any term nation paynments which are contractual should be excluded, eg where an

enpl oyee’ s contract of enploynent covers a period of two years and includes provision
for a ternination paynment at the end of the two years.

@@5(a) - Statutory paynents

These are paynments which an enpl oyer has been required to make in | aw.

@5(b) - Non-statutory paynents

These are paynents nmade on terminati on of enployment, such as those made under the
enpl oyer’ s own redundancy schene; ex gratia paynents to which the enpl oyee had no
contractual agreenent and noney in lieu of notice.

Checki ng

It is inmportant to separate statutory paynents from non-statutory paynents.

If the informant cannot split the redundancy paynment, the interviewer should have nade

a note to this effect in the margin and entered the total anobunt at &5(a)(i). Al
such cases nust be referred to RO
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Question 56-59 - Pensions
b7 - see next page.
@8 - exclude a pension froma previous enpl oyer.

@9 - include tax refund on a covenanted paynent.
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Question 57 - Enpl oyee pension froma previous enpl oyer

This question relates not only to a private pension received by the informant from
their own previous enployer but also to a private pension fromthe enployer of a
deceased spouse or other relative.

An occupational pension from an overseas governnent or conpany should be accepted at
this question, if paid in sterling.

If paid in foreign currency, the pension should be treated as unearned i nconme and
entered at (64.

Edi ting

Deducti ons from pension

If there are any deductions frompension (ie @7(f) is coded 1) a print nessage will
appear. Proceed as foll ows:

(i) A schedule itens eg life insurance

Enter the anmount deducted at the appropriate question (after adjusting for any
peri od code differences) if it has not already been entered there.

(ii) D schedule itenms eg charities

Enter the weekly equival ent of the anpunt deducted in each week of the diary.
Not e Do not delete the anmount shown at @7(f)(ii) in either of the above cases.
If a person has nore than one pension
If a person has nore than one pension (ie (@7(g)) is coded 1) a print nessage wl|l
appear. The interviewer should have entered the relevant details of the other
pension(s) in the nmargin.
If the answers given at Questions 57(c), 57(e), 57(f)(iii) and 57(f)(iv) are the sane
for each pension, add together the anount of pension received, tax deducted and ot her
deductions (after adjusting for any period code differences) and enter the tota
anmounts at the rel evant questions.
If any of these answers (see previous paragraph) differs refer to supervisor. |If

insufficient information is given to enable the amounts for each pension to be added
together, refer to RO

1/ B: | NCMSCHD. 8
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Question 60 - Interest from Savings Accounts with Banks or Building Societies
(in last 12 nonths)

Question 60(a)-(c) ask for both the anmount of the investnent and the interest received
or credited during the Iast 12 nonths.

Question 60(d)-(h) ask for the interest only, as in previous years.
Question 60(c) - Tax Exenpt Special Savings Account (TESSA).

This canme into force in January 1991. A TESSA lasts for 5 years and provided the
savings are left in the account for this period any interest earned will be tax free.
Up to £9,000 may be deposited over the 5 years. |Investors may nmake regul ar savi ngs of
up to £150 a nonth and/or invest a lunp sumeach year. Up to £3,000 nmay be saved in
the first year and up to £1,800 in each |ater year provided the £9,000 maxi mumis not
exceeded. Only persons 18 years or over are eligible.

Bui | di ng Soci ety and Bank accounts are now split into accounts which yield interest
before and after tax. Accounts yielding interest before tax do not apply before Apri
1991. If a person has one of these accounts, then they should not be paying tax.

Note that the ' Trustee Savings Bank’ is now included with the ‘H gh Street’ banks at
@1(f) and (Qg).

Checki ng

Any details about a ‘National Savings Yearly Plan’ should be deleted, this information
is not required on the FES.

For joint accounts ‘Yes' will be coded in both columms agai nst the rel evant account but
t he amount of interest will be entered in only one colum with a note indicating a
joint account. Divide the anbunt of interest equally between recipients. |If the
resulting figure involves fractions then round up the anobunt for the informant whose
columm the original entry was in, and round down the other figures.

Edi ting

If a person has a bank or building society account which yields interest before tax and
he is paying tax either at the pay questions (QL5 or @B6) or at (B9, a warni ng nessage
will appear. Al such cases should be referred to RO at the first edit.

If the ' Qther savings bank’ question (@1(h)) is coded 1 a print nmessage will appear

If there is an interviewer note, check whether this should be transferred to any of the
ot her questions: @1(a) to B1(g) or deleted because it is not a savings bank or a
bui | di ng soci ety.

If an estimate of the interest received or credited is entered in the amount box, this
shoul d be accept ed.

If no interest has been received or credited during the last 12 nonths, the ‘Nil’ code
shoul d be ringed.

If the *Nil code is ringed and the anount of interest is given, delete the ‘Nil’ code.
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Question 60 - Interest from Savings Accounts with Banks or Building Societies
(in last 12 nonths) (continued)

| mput ati on

(i)

(ii)

If interest has been received or credited but the anmount is not known then DK
shoul d be entered in the ambunt box or beside the question. 1In this case the
i nterest should be inputed as follows:

(a) If the anpbunt invested is shown, inpute the interest using the rates of
interest at the tine of interview

(b) If the anpbunt invested is not shown, inpute the interest fromthe
‘Interest’ tables.

Use a K1 in both cases.

If no amount has been entered, the “Nil’ code has not been ringed and there is no
DK in the amount box, refer to RO If, however, the anount invested is shown or
there is an interviewer note indicating that the i nformant has had the account
for at least 12 nonths, then an amount shoul d be inputed using the nethod

descri bed above
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Question 61 - National Savings investnments held at present

Checki ng

Any details about a ‘National Savings Yearly Plan’ shoul d be del eted.

If joint savings are held then divide these equally between the holders. As exact

figures are not given at this question, take the midpoint of the range, divide between

the hol ders and enter the appropriate code in each col um.

Exanpl e: Person 1 has code 7 entered at Q1(b)(i) with a note indicating ‘joint
savings with Person 2'. This denotes an anount in the range: £2001-£3000.
The midpoint is £2500 which, if divided equally, gives £1250. Hence code 6
shoul d be entered for both persons 1 and 2.

If the joint savings is coded 11 (£20,001 or over) this range does not have a m d-point
so refer to RO

Edi ting
If the anount held in a particular investnent is not given then enter code 12. |If the

i nvestnment is shown as an anount of noney, refer to pronpt card W2 to obtain the
correct code to be entered.
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Question 62 - Interest/dividends fromgilt-edged stock, unit trusts, stocks, shares,
bonds etc (in last 12 nonths)

Local Authority securities are now included with ‘Stocks, Shares etc’ at @62(d) and

(e).
Checki ng

For joint investnents ‘Yes’ will be coded in both colums against the rel evant account
but the amount of interest will be entered in only one colunmm with a note indicating a
joint account. Divide the anbunt of interest equally between the recipients. |If the
resulting figure involves fractions then round up the anobunt for the informant whose
columm the original entry was in, and round down the other figures.

If there is an interviewer note saying ‘lnvestnment in Money Market’' refer to RO

Edi ting

If the ‘Private loan’ question 62(g) is coded 1 a print nessage will appear. If there
is an interviewer note, check whether this should be transferred to any of the other

guestions: B2(a) to @B2(f) or deleted because it is not a private |oan

If an estimate of the interest received or credited is entered in the amount box, this
shoul d be accept ed.

If no interest has been received or credited during the last 12 nonths, the ‘Nil’ code

shoul d be ringed.

If the *Nil’ code is ringed and the anount of interest is given, delete the ‘Nil’ code.

| mput ati on

(i) If interest has been received or credited but the anmount is not known the ‘DK
shoul d be entered in the amunt box or beside the question. 1In this case the

i nterest should be inputed as follows:

(a) If the anpbunt invested is shown, inpute the interest using the rates of
interest at the tine of interview

(b) If the anpbunt invested is not shown, inpute the interest fromthe
‘Interest’ tables.

Use a K1 in both cases.

(ii) If no amount has been entered, the ‘NI’ code has not been ringed and there is no
DK in the amount box, refer to RO If, however, the anount invested is shown or
there is an interviewer note indicating that the i nformant has had the account
for at |least 12 nonths, then an amount shoul d be inputed using the nethod
descri bed above
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Question 63 - Rent from property including sub-let accomodati on
(in last 12 nonths)

I ncl ude

(i) Al rent received over the last 12 nonths even if the property has been
sold and therefore no I onger owned by the informant.

(ii) Rent for sub-let business roons or garages.
Let or sub-let property
If a part of the informant’s acconmodation is sub-let, the anpunt of rent shown here
may have to be abated to exclude the sub-tenant’s rates paynents. (See instructions on

“Sub-l et property’ preceding QL7, A schedule).

I f any expenses are shown in the nmargin, check whether they are allowable and if so,
deduct themfromthe rent - if this is a gross figure. Allowable expenses include:

(i) actual expenditure on repairs and nai ntenance

(ii) depreciation allowance on furnished lettings

(iii) insurance, agent’'s fees, ground rent, rates etc.
Letting or sub-letting as a business
If it appears that a person is nmaking a living out of letting or sub-letting property
(the informant hinself may say it is a ‘job’) then he/she should be treated as ‘self-
enployed’ and the details transferred to Q40-45. (See also note 3 at Q40-45).
If a person over normal retirement age (coded 6 at (b)) is receiving rent then the
details shoul d be accepted at this question. Do not treat himher as self-enployed.
Edi ting
If @3 is coded 1 a print nessage w |l appear

Check:

(i) whet her the anount of rent shown needs to be abated to exclude sub-tenant’s
rate paynents and any ot her all owabl e expenses.

(ii) whether the person is making a living out of letting or sub-letting
property.

And take the appropriate action (see above).

If the anpbunt of rent received is not given, do not inpute.

1/ C:. | NCVBSCHD. 9
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Question 64 - Any other unearned inconme (in last 12 nonths)

This question is designed to pick up any other unearned inconme that may be received by
t he i nfornmant.

I nclude the follow ng sources of incone only:

(i) Royal ties from | and, books or performances (provided these are not associated
with the main or subsidiary job).

(ii) Inconme as a sleeping partner in a business.

(iii) Cccupational pension froman overseas governnment or conpany paid in foreign
currency. |If the pension is paid in sterling it should be transferred to (b7.

Excl ude all other sources of income such as:

(i) Sal e of house, stocks and shares or any other assets.

(ii) Maturing life policies, cash-in or |ife assurance, superannuation

(iii) Pools or lottery wins.

(iv) Legacies.

(v) Cash gifts fromfriends or relatives inside or outside the househol d.
(vi) Honoraria (An honorariumis earned income and should be entered at @8).

Itens (i) to (v) are regarded as ‘windfall’ inconme and should not be included in the
survey.

Edi ting

If @4 is coded 1 a print nessage will appear. Refer to the lists above to see whet her
the entry should be included here, transferred to another question or deleted. |If the
type of income does not occur on these lists, or there is any doubt, refer to RO

If the type of incone has not been specified delete the anbunt at @4(a) and recode Q64
to 2. Again, if in doubt, refer to RO
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Questi
1

Editin

on 65 - Regul ar allowance from outside the household (in last 12 nonths)

If payment is not received regularly, the interviewer should have recorded the
details and entered a weekly equival ent, based on the anounts actually received.
This normal ly applies to naintenance all owance etc. Do not accept an anount

whi ch shoul d be received but in fact is not. Accept only the |ast anopunt
received.

It is not necessary for the informant to be in receipt of the all owance at the
tinme of interview The question refers to the last 12 nonths and therefore past
situations are accepted. Do not attenpt to gross up any paynents to cover the

l ast 12 nonths.

An al l owance from a non-spouse who is an absent spender and therefore a nenber of
t he househol d should be included at this question. (See also instructions at @
- code 7).

Parental contributions towards a grant should be included at QL28 or Q132 (A
schedul €) under the parent’s person nunber and at this question under the child s
person nunber if the child is a spender. This applies whether the parents and
child are in the same household or not. Parental contributions may al so be
included at Q129 if, for exanple, the child takes a | eisure course as a part of

hi s/ her educational course. Note that cash gifts above the value of the grant
shoul d be excluded. Overseas grants should al so be shown at this question

I ncl ude special paynents to ex-workers, eg. paynents to steel workers from EEC
funds. The tax is entered at 9. However, conpensation paynents to ex - NCB
enpl oyees, spread over a nunber of years, should be treated as a pension and
transferred to Qb57.

A mai nt enance al |l owance paid direct to the Social Security Office by an
informant’ s separated husband should not be included at this question but entered
at ®1(d). Assune that the allowance includes incone support as well as

mai nt enance.

g

If @5 is nmulti-coded it will not be keyed so an error nessage will appear. R ng code

7 and

Jan 91
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Question 66 - Allowances from spouse as an absent spender or a non-househol d nenber

Details of any allowance paid by an absent spouse or a spouse who is not a household
nmenber to anyone present in the household should be recorded here.

I f the spouse who is present in the household draws noney froma joint account the
anmount drawn shoul d be recorded.

Married i nformants who are not working and whose | ast enpl oynent was abroad. Refer to
RO.

For a spouse who is an absent spender - see also instructions at @2 (code 7).

Note that this question does not apply to cohabitees.

Edi ting
If no allowance is given at B6(a) enter net pay as the best estimte.

I f any househol d expenses are paid direct (code 1 at @6(c) they should be shown in the
grid at the bottom of the page and the period code entered at Q66(d).

Enter the total househol d expenses paid direct in the Ofice Use box. If there is nore
than one item of expense adjust the anpbunts to take account of any period code
di fferences before addi ng them toget her

If the absent spouse is not a household nmenber, any househol d expenses paid direct
shoul d al so be shown at Q139 (A Schedul e) and deleted fromthe rel evant A Schedul e
guesti ons.

I f, however, the absent spouse is a household nmenber, then any househol d expenses paid

direct should not be entered at QL39 (A Schedul e) nor should they be deleted fromthe A
Schedul e questi ons.
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Question 67 - Concessionary bus passes, permts, tickets or tokens for QAP s

In G this question applies to nen aged 65 or over and wonen aged 60 or over but in
Northern Ireland it applies to nen and wonen aged 65 or over.

Concessions are al so granted to handi capped people, but if they are under the ages
gi ven above the entries shoul d be del et ed.

If an OAP gets a bus pass from a nei ghbouring borough, this should be accepted.

Any weekly or season tickets entered at @2 (A Schedul e) should be deleted if they
appear at this question.

Sone | ocal authorities provide an alternative to concessionary bus fares in the form of
TV/ t el ephone vouchers or refunds. |If the informant accepts a TV licence refund instead
of a bus pass, code ‘No’ at Q67 and deduct the anmount refunded from @B2(a), A Schedul e.
I f any other expenses are refunded they should al so be deducted and entered at the

rel evant A schedul e question

See al so instructions at QL44, A schedul e.

Edi ting

If @7(a) is coded 5 a print nessage will appear. Check the answer given to see if the
guestion should be recoded as 1 to 4.

If there is no concessionary bus travel in the area, @7 should be coded 3 and Q144 (A
schedul e) shoul d be coded 7.

Mul ti -coded answers shoul d be recoded as 5.

1/ B: | NCMSCHD. 10
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Question 68 - Mney received as a nail order agent or baby sitter
(in last 12 nonths)

Incone in the formof goods acquired froma nail order club should be del eted.
Babysitters and mail order agents are not considered to be self-enployed, so do not
transfer any details given here to the self-enployed questions (0-45), regardl ess of
t he anount received.

Pool s coll ectors should al so be included at this question as they are not considered to
be sel f-enployed. They should be coded as mail order agents.

If a person is a child-mnder he/she should be treated as sel f-enpl oyed and the
information transferred to Q40-45.
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Question 69 - Incone tax paid direct to Inland Revenue (in last 12 nonths)
Check that this does not duplicate tax paynents el sewhere in the schedule, or is in

respect of interest on stocks, shares etc at ®2(a) to (e). Delete any entries if it
is clear that there is duplication

Excl ude
(i) Nati onal |nsurance paynments. These should be shown at Qr2.

(ii) Tax reserve certificates. Transfer a weekly equivalent to each week of the diary
and code as 803.

(iii) Value added tax
(iv) Capital gains tax

(v) Anount s set aside for paynent of tax. These should also be deleted fromthe
diary if they occur there.

Edi ting

If @9 is coded 1 a print nessage will appear. Check that there is a current source of
i ncome el sewhere in the B schedule on which it is possible for tax to be paid direct,

€g
- sel f enpl oyed i ncone (QA40-41)

- i ncomre from pensions (@7-59) where tax is not deducted at source
- i nvest ment i ncone (Q60-62)

- rent from property (@63)

- unear ned i ncone (Q64)

- or any other source of incone

If there is no current source of incone, assune the tax paynment relates to a past
situation but refer to supervisor before deleting the entry.

Jan 91



Question 70 - Inconme tax refunded direct by Inland Revenue or DSS
(in last 12 nonths)

Direct refunds of tax previously paid by enpl oyees under Pay As You Earn (PAYE) are
normal |y due to change of circunstances, eg unenploynent, redundancy, retirenment or
marri age.

I ncl ude

(i) Tax refunds from DSS. DSS can refund tax if informant is or was unenpl oyed.
Excl ude

(i) Tax refunds received through pay (see Ql4)

(ii) Tax refunds on a covenanted paynment - these should be transferred to 9.

Edi ting

If Qr0(c) is coded 2, ie if the refund was not in respect of unenploynent or
redundancy, a print nessage will appear. Check that there is a current source of

i ncome el sewhere in the ‘B schedule on which it is possible for a tax refund to be
made direct, eg:

- sel f enpl oyed i ncone (QA40-41)

- i ncomre from pensi ons (@B7-59)
- i nvest ment i ncone (@60-62)
- rent from property (@63)
- unear ned i ncone (Q64)

- or any other source of incone

If there is no current source of incone, assune the tax refund relates to a past
situation but refer to supervisor before deleting the entry.
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Question 71 - Regul ar paynents of N contributions

This question applies to nmen under 66 and woren under 61 who have a main or subsidiary
sel f-enpl oyed job or who are coded 3-7 at 2(b) or who are at present on a government
trai ning progranmme but have no paid work ie those coded 2 at QL(b).

Regul ar contributions only should be entered at this question

Enpl oyed

Thi s question does not apply to persons who have an enployed job only as N
contributions are deducted fromtheir wage or salary.

Sel f - enpl oyed

If a self-enployed person answers ‘No’ to this question do not inpute a value. There
are several reasons why a person nay not be paying a regular contribution: he may have
just started in business, or he may not be maki ng enough noney (his profits may be | ess
than the personal allowance), or even if the business is doing well he may be intending
to pay his contributions in the formof a |unp sum

Unenpl oyed, sick, retired etc

A ‘No’ answer to this question should al so be accept ed.

Absent spenders

If the person is an absent spender, (residing in the UK or abroad) he will be coded 7
at @(b), hence this question will need to be answered.

If the net and/or gross pay are given at the pay questions estinate the Nationa
I nsurance contribution using the appropriate tables.

If no pay details are given or they appear to be unreliable ring code 2 at Qrl.

Edi ting

If a person is coded 2 at QL(b) and Q71 has not been answered an error nessage wl|l
appear. Q71 should be coded 2.

If the NI contribution is less than £4.00 or greater than £6.00 per week (the current
Nl contribution for the self-enployed is £4.55 per week) a validati on warni ng nessage
will appear.

If the anpbunt entered at Qrl(a) appears to be a lunp sumcontribution either because an
interviewer’s note indicates this or because the anount is too high to be a weekly
contribution, check that the appropriate period code has been entered at Qrl(b). For
exanple, if the contribution covers the last 12 nonths the period code should be 8. |If
there is any doubt about the period covered, refer to supervisor

Note that it is not necessary to transfer a [unp sumcontribution to Qr2.
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Question 72 - N contributions paid direct to Inland Revenue or DSS
(in last 12 nonths)

This question applies nmainly to sel f-enployed persons who usually pay a basic weekly
rate of National |nsurance, (Cass 4), but are also required to pay a percentage of
their profit if the profit exceeds a certain figure. This is usually paid as a lunp
sum contri bution.

Enmpl oyed and non-enpl oyed persons nay al so make | unp sum paynents if they are paying
for mssing contributions.

The main purpose of this question, therefore, is to pick up lunp sumcontributions paid
by sel f-enpl oyed persons or others and not deductions fromwage or salary (see QL6 or

Q7).

Edi ting

If Q72 is coded 1 a print nessage will appear. Check that there is a current source of
i ncomre el sewhere in the ‘B schedule on which it is possible for a lunmp sum N
contribution to be paid direct, eg self-enployed i ncome (Q40-41).

If the person is no |longer self-enployed, or retired nore than 12 nont hs ago or has not
done any regular paid work in the last 12 nonths, assune the contribution relates to a
past situation but refer to supervisor before deleting the entry.

If the anpbunt entered at Qr2(a) appears to be a regular contribution, either because an
interviewer note indicates this or because it is clearly a weekly contribution (the
current NI contribution for the self-enployed is £4.55 per week) then the anount should
be grossed up to an annual equivalent. |If there is any doubt about the period to which
the anount relates, refer to supervisor

Note that it is not necessary to transfer a regular contribution to Qrl.

1/ B: | NCVBCHD. 11
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Question 73 - Mney sent abroad to a private individual or a charity
(in last 12 nonths)

Only noney sent directly to an individual or a charity abroad should be accepted.

Money given to an individual or charity in this country and subsequently sent abroad
(eg Christian Aid, Oxfam Tear Fund) shoul d be del et ed.

Edi ting

(i) If the DK code is not ringed at Q73(a) and the ampuntof noney sent abroad is not
known, ring the DK code

(ii) If the DK code is ringed at Q73(a) and the anmount of nobney sent abroad is given,
del ete the DK code

(iii) The instructions at (i) and (ii) also apply to Qr3(b).
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Question 74 - Odd Jobs (in last 12 nonths)
Check that there is a spender nunber for each entry.

A period code variable has now been included at this question. The dates are no | onger
bei ng keyed.

The purpose of this question is to account for any inconme received froman ‘odd job’
whi ch woul d not have been accounted for at the enployee, subsidiary enpl oyee or self-
enpl oyed questi ons.

An ‘odd job' is defined as a job which is undertaken once only at one specific point in
time and without any regularity or continuity. It is therefore non-recurring.

If ajob is carried out repeatedly, even at irregular intervals and regardless of the
nunber of hours worked, it should be treated as a regular job, eg service in the
Territorial Arny.

Note Students’ holiday jobs should not be shown here but should be coded according to
the situation at the time of interview (see note on ‘working students’ at Q).
Edi ting

If Q4 is coded 1 a print nessage will appear. Check that the details, ie description
peri od covered and duration, for each entry conply with the above definition of *‘odd

job’. If these details indicate that the job is regular then follow the procedure
descri bed below. If there is any doubt as to whether it is an odd job or regular job,
refer to supervisor. |If additional information is required to deternine whether it is

an odd job or regular job, refer to RO
1. Regul ar job at Qr4(a) - HELD at tinme of interview

Transfer the information given at Qr4(a) to the enpl oyee, subsidiary enpl oyee or
sel f-enpl oyed questions as appropriate. Recode Q74 to 2 and delete the entry at

Qr4(a). |If the code at 2 needs to be changed, refer to supervisor.
2. Regul ar job at Qr4(a) - NOT HELD at tinme of interview
a. If coded 1 or 2 at @(a)

a(i) If regular job at Qr4(a) is an EMPLOYED job

Treat this as a past situation. Recode Qr4 to 2 and delete the entry
at Qr4(a).

a(ii) If regular job at Qr4(a) is a SELF- EMPLOYED j ob
Code QLO(e) or (j) as 2 and transfer the infornmation given at Q74(a)
to Q40-45 provided the job will continue. (If in doubt refer to
supervisor). Recode Qr4 to 2 and delete the entry at Qr4(a).
Note - If both the main and subsidiary jobs are self-enployed

the profit fromthe latter should be entered in the
OFFI CE USE box at Q40 and onto the database using a Ki.
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Question 74 - Odd Jobs (in last 12 nonths) (continued)
b. If coded 3 or 4 at @(b)
b(i) Informant HAS WORKED in | ast 12 nonths
If the regular job at Qr4(a) is the nore recent job delete the
details of the job shown at Questions 5, 5(a), 9 and 11 to 32 (if
i nfornmant was enpl oyed) or Q40-45 (if he was sel f-enpl oyed).

Transfer the information given at Qr4(a) to Questions 5, 5(a), 9 and
to the enployed or self-enployed questions as appropriate.

Whet her the job at Q74(a) is the nore recent one or not, Qr4 should
be recoded to 2 and the entry at Qr4(a) deleted.

B(ii) Informant has NOT WORKED in |last 12 nonths

Del ete the details of the job shown at Questions 5, 5(a), 9 and 11
(if informant was enpl oyed)

Transfer the information given at Qr4(a) to Questions 5, 5(a), 9 and
to the enployed or self-enployed questions as appropriate. Recode
Q74 to 2 and delete the entry at Qr4(a).

Note - Qr4(a) shows that the informant has had a ‘regular’ job
during the last 12 nonths.

C. If coded 5 or 7 at QL

c(i) Informant HAS WORKED in |ast 12 nonths
Add the nunber of weeks worked and the total fees/salary (shown at
Qr4(a)) to the figures given at B(a) and B(b) respectively. Adjust
for period code differences where necessary. Recode Qr4 to 2 and
delete the entry at Qr4(a).

c(ii) Informant has NOT WORKED in |ast 12 nonths
Recode B to ‘Yes' and enter the nunmber of weeks worked and the tota

fees/salary (shown at Qr4(a)) at @B(a) and B(b) respectively. Enter
the period code at B(c). Recode Qr4 to 2 and delete the entry at

Qr4(a).
Note - Qr4(a) shows that the informant has had a ‘regular’ job
during the last 12 nonths.
d. If coded 6 at QL

Treat the ‘regular’ job shown at Q74(a) as a past situation. Recode Q74 to
2 and delete the entry at Qr4(a).

1/ B: | NCVSCHD. 12
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on 75 - Income fromany source for children under 16
ng
Check that there is an entry for each child under 16.

Check that the child s person nunber is correct and nmake sure that al
information relating to that child is entered in the correct colum.

I ncl ude any regul ar incone, however snall, eg newspaper round, interest froma
buil ding society or a child s bank account, income from National Savi ngs
i nvestments etc.

Excl ude child benefit, cash gifts and pocket noney.

If there is nore than one source of inconme for the same child then details of the
ot her sources should be recorded in the margin. Adjust the ambunts to take
account of period code differences, where necessary, then add themtogether and
enter the total anpbunt at Qr5(c). Amend the other questions: Q75(b) (i), Q75(d)
and Qr5(e) as appropriate.

If details of the other sources of incone for the sane child have been entered in
t he codi ng colums then these entries should be transferred to the first col umm
in which the child s person nunber appears. Carry out the sanme procedure as that
described in the previous paragraph, and finally, delete the entries in the other
colums relating to that child.

Not e that the anpbunt invested in National Savings investnments should be entered

at Qre.

g

If the interest fromany bank or building society account needs to be inputed,
follow the instructions given at 0.

If Qr5(c) is not given and there is an interviewer note indicating that the child
has not received any income in the last 12 nonths, recode Qr5 as 2 and delete the
answers given at Q75(b) to Qr5(e). This situation could arise if the child has

i nvestments fromwhich an i ncome has not yet been received.

If Qr5(c) is not given and there is no interviewer note or it is not clear
whet her the child has received any inconme in the last 12 nonths, refer to RO

Not e that Record 58 covers both Q75 and Qr6.



Question 76 - National Savings investrments for children under 16
See B1 for instructions.

Not e that National Savings |Incone and Deposit Bonds are now conbined i nto one question
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Question 77 - Assets - Sunmary (P.62 - B Schedul e)

This question is a sumary of the answers given to the ‘assets’ questions which appear
in the A and B schedul es.

Interviewers are asked to refer back to these questions as they conplete Q77. The
answers given here should therefore agree with those given in the A and B schedul es, eg
if a person has a current account, code 1 should be ringed at QL19(a) (A schedule) and
al so at Qr7.

The question should be conpleted for all spenders and all children under 16 who have
assets. It should not therefore be conpleted for a person who has no assets. This
al so applies to a husband or wife and to a nmale or fermale cohabitee if he or she does
not have any assets.

NO CHECKING is required at this question (P. 62) as it is not being keyed, but the
‘OFFI CE USE' box (P. 63) should be conpleted for all persons who have assets.

Jan 91



Question 78 - Assets - Eligibility

Thi s question should be conpleted for all spenders and all children under 16 who have
assets. It should not be conpleted for a person who has no assets.

A husband and wi fe or a cohabiting couple should be treated as one unit but all other
spenders and children in the household shoul d be treated individually.

If there is a second narried or cohabiting couple in the household they should al so be
treated as one unit. Both their person nunbers should have been entered in the sane
col umm.

If an eligible person has given details of sonme of his assets but has refused to give
details of all his assets at Qr9-87, he should be coded S at Qr8.

To conplete the OFFICE USE grid at the bottomof P.63 (B schedule) it is necessary to
refer to Qr8-87. Instructions for dealing with these questions (see P.B99-B109)
therefore precede those for conpleting the OFFICE USE grid. (See P. B110-B112).

Note that there are 5 codes instead of 7. ‘Wfe of household nenber’ has been del eted
and ‘Eligible - DK any of savings’ has been conbined with ‘Eligible - DK sone of
savings'. The codes are also arranged in a different order to 1990.

1/ B: | NCMSCHD. 13

Jan 91



Questions 79-87 - Assets
Ceneral Notes

These questions are included at the request of the DSS who are trying to estinate
eligibility for certain benefits. To achieve this they need to study the persona
hol di ngs of certain types of assets. The purpose of these questions is to provide
i nformati on on the current val ues of the assets held by informants.

These questions are asked only if the current value of a person’'s assets (or the
conbi ned value in the case of a husband and wife) is between £1,500 and £20,000 (code Y

at Qrs).

Al t hough a husband and wife are treated as one unit at Qr8 they should be treated as
separate persons at Questions 79-87.

If an asset is held jointly between husband and wife but there is only one entry then
t he amount shoul d be divided equally between them

Al t hough i nformants may not know the current value of their assets they may have given
sufficient information to enable the value to be estinmated. |If it is necessary to
estimate a value this should be carried out at the checki ng stage.

Note ‘Husband and w fe’' includes cohabiting couples ie persons coded 3 at B
(A schedul e).

Jan 91



Questi
This q

Checki
Check
1

2.

Jan 91

on 79 - Bank and Building Society current accounts
uestion applies to those with:

- Bank current accounts, including those which yield interest - see QL19
(A schedul e).

- Bui | di ng society current accounts (all these yield interest) including
t hose on which charges are made - see @0(d) and (e) (B schedule).

ng

that there is a person nunber for each entry.

Accept the entries given in the anmount col um.

Thi s columm shoul d be conpleted only if there was some noney left in the current
account at the end of the week/nmonth so if the colum is blank, or ‘nil’, ‘00" or
DK are witten beside the entry, delete the whole record and recode the main
guestion to X

Recode the Ofice Use grid (P.63) to 3, if necessary.



Question 80 - Savings accounts with banks or building societies

This question applies to those with an entry at @0(a) to Q0(h) or Qr5, Qr6(d) or
Qr6(e).

Checki ng

Check that there is a person nunber for each entry.

1. Accept the entries given in the anmount col umm.

2. If this colum is blank or DK is witten beside the entry, delete the whole
record.

3. Recode the Ofice Use grid (P.63) to 3, if necessary.
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Question 81 - Index-linked and Fi xed Interest National Savings Certificates
This question applies to those with an entry at @1(b), @1(c), Qr6(b) or Qr6(c).

The mini mum holding for an Index-linked Certificate and a Fixed Interest Certificate is
£10. 00 and £0.50 respectively.

Checki ng

Check that there is a person nunber for each entry.

1. If (a) to (c) are conpleted refer to supervisor for an estimate of the current
val ue.
2. If (c) is conpleted and one or both the other 2 colums are blank, transfer the

amount at (c) to the OFFI CE USE col umm.

3. If (c) is blank, irrespective of whether the other 2 columms are conpleted or
not, or DKis witten beside the entry, delete the whole record.

4, Recode the Ofice Use grid (P.63) to 3, if necessary.
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Questi

on 82 - National Savings Save-as-you-Earn

This question applies to those with an entry at Q61(d).

Checki
Check
1
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ng
that there is a person nunber for each entry.

If (a) to (e) or (a) to (d) only are conpleted refer to supervisor for an
estimate of the current val ue.

If (e) is conpleted and one or nore of the other 4 colums are blank, transfer
t he amount at (e) to the OFFI CE USE col unm.

If (e) is blank and one or nore of the other 4 colums are blank, or DKis
witten beside the entry, delete the whole record.

Recode the Ofice Use grid (P.36 to 3, if necessary.



Question 83 - Building Society Save-as-you-Earn

This q

Checki

uestion applies to those with an entry at Q1(e).

ng

Check that there is a person nunber for each entry.

1

2.
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If (a) to (d) are conpleted accept the ampunt at (d).

If (a) to (c) only are conpleted refer to supervisor for an estinmate of the
current val ue.

If (d) is conpleted and one or nore of the other 3 colums are blank, accept the
anount at (d).

If (d) is blank and one or nore of the other 3 colums are blank or DKis witten
besi de the entry, delete the whole record.

Recode the Ofice Use grid (P.63) to 3, if necessary.



Question 84 - Preni um Bonds

This question applies to those with an entry at Q1(f) or Qr6(f).

At present, prem um bonds can be purchased in multiples of £100 for adults and £10 for
children. The maxi mum hol ding is £10, 000.

Checki ng

Check that there is a person nunber for each entry.

1. Accept the entries given in the value col umm.

2. If this colum is blank or DK is witten beside the entry, delete the whole
record.

3. Reocde the Ofice Use grid (P.63) to 3, if necessary.
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Question 85 - National Savings |Inconme Bonds
This question applies to those with an entry at Q1(g) or Q76(Q).
I ncome bonds can be purchased in multiples of 1000. The mnimum holding is £2000 ie
two i nconme bonds.
Checki ng
Check that there is a person nunber for each entry.
1. If (a) and (b) are conpleted check that the anount at (b) is:
- equal to 1000 tinmes the nunber of bonds shown at (a) and

- equal to or greater than the mninum hol di ng of £2000

eg if the informant has 5 bonds the anmount should be £5000. |If there are any

di screpanci es, eg 2 bonds val ued at £1000, refer to supervisor

2. If (b) is conpleted but (a) is blank accept the amount at (b) provided it is a
nmultiple of £1000, if not refer to supervisor

3. If (a) is conpleted but (b) is blank enter the appropriate anount at (b) eg if
the infornmant has 3 bonds enter £3000 at (b).

4. If both (a) and (b) are blank or DK is witten beside the entry, delete the whole
record.

5. Recode the Ofice Use grid (P.63) to 3, if necessary.
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Question 86 - National Savings Deposit Bonds and Capital Bonds

This question applies to those with an entry at 1(a), Q@1l(h), Qr6(a) or Qr6(Q).
Deposit bonds can be purchased in nultiples of £50 and Capital Bonds in multiples of
£100. The mi ni mum hol ding for each of these two investnments is £100.

Checki ng

Check that there is a person nunber for each entry.

1. If (a) and (b) are conpleted refer to supervisor for an estinate of the current
val ue.
2. If (b) is conpleted but (a) is blank, transfer the amount at (b) to the OFFI CE

USE col um.

3. If (b) is blank irrespective of whether (a) is conpleted or not, or DK is witten
besi de the entry, delete the whole record.

4, Recode the Ofice Use grid (P.63) to 3, if necessary.
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on 87 - Glt-edged stock, unit trusts, stocks, shares, bonds etc

This question applies to those with an entry at @2(a) to @2(f) or Qr5.

Checki
Check
1
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ng
that there is a person nunber for each entry.

If (a) to (c) or (a) and (b) only are conpleted refer to supervisor for an
estimate of the current val ue.

If (c) is conpleted and one or both the other 2 colums are bl ank, transfer the
amount at (c) to the OFFI CE USE col unm.

If (c) is blank and one or both the other 2 colums are blank (or an inadequate
description of the security is given), or DKis witten beside the entry, delete
t he whol e record

Recode the Ofice Use grid (P.63) to 3, if necessary.
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on 81-83 and 86-87 - Assets

0 supervisors

ficient information is given to estimate the current value of an asset at:
Questions 81, 82 and 86

List the relevant details of the investnent on the appropriate formand send the
formto the Departnent of National Savings (DNS) at the address given bel ow

Department of National Savings
Room 344

Charl es House

375 Kensington High Street
LONDON

W4 8SD

Wien an estinmate of the current value is received fromthe DNS, enter it in the
O fice Use columm agai nst the appropriate person

Al t hough the informant may have given an estinmate of the current value at these
gquestions it is still necessary to send details of the investnent to the DNS so
as to obtain a nore accurate estinate, provided sufficient information has been
given at these questions.

Question 83

Al t hough this question relates to a Building Society SAYE account, the DNS may
still be able to give an estimate of the current val ue provi ded the necessary
i nformati on has been given. |f they cannot then delete the entry.

Question 87

Look up the price of the stock/share/bond etc in the Financial Times for the date
of interview Calculate the value and enter this in the OFFI CE USE col um.



Conpl eting the OFFICE USE grid (P.63) for individuals
(ie all except a husband and wi fe or cohabiting couple)

(I'nstructions for a husband and wi fe or a cohabiting couple are given on the next two
pages) .

This grid should be conpleted for all spenders and all children under 16 who are coded
X, Y or Z at Q78 or who have refused to answer one or nore of these questions (Qr8-87).
It should therefore be conpleted for all persons who have assets.

Checki ng

Check that there is a person nunber for each entry

Ineligible Codes - 1 and 4

If a person is coded X at Q78 - ring code 1 in the relevant colum
“ w “ “ “ 7 w “ Wog oo “ “
Eligible - Codes 2 and 3

If a person is coded Y at Q78 then codes 2 or 3 should be ringed in the rel evant
colum. To determi ne which of these codes should be ringed it is necessary to refer to
Qr9-87 to see if any of these questions are bl ank.

Code 2 - applies to persons who know the current values of all their assets at
Qr9-87 or have given sufficient information to enable all their
current values to be estinmated ie. one or nore entries were conpleted
by the interviewer at Qr9-87 and none was deleted at the checking or
editing stage.

Code 3 - applies to persons who do not know the current val ues of any of their
assets and have not been able to give sufficient information to
enabl e any of their current values to be estimated, ie. no entries
were conpleted by the interviewer at Q79-87 or all those conpl eted
were del eted at the checking or editing stage.

and al so applies to persons who know sone of the current values of their
assets or have given sufficient information to enable sone of their
current values to be estinated, ie one or nore entries were conpl eted
by the interviewer at Qr9-87 and one or nore entries still exist
after the checking or editing stage.

Refusal - Code 5

If a person is coded Ror S (or Yand S) at Qr8 - ring code 5 in the relevant col um.

If the HOH or wife refuse and they have children under 16 in the household, they should
al so be coded 1 unless the parents have been willing to answer the assets questions on

their behalf or the children have no assets.

If any of the assets questions were answered before the person refused, all the entries
relating to that person should be del eted.

Note that if a person/household refuses to answer any of these assets questions (Qr8-

87) this does not constitute a refusal to the whole survey. Refer any refusals to
supervi sor not to RO
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Conpleting the OFFICE USE grid (P. 63) for a husband and wi fe or cohabiting couple

Note that for the purpose of these instructions, the term‘husband and w fe’' includes
cohabi ting coupl es.

If there is a husband and wife in the household they should be treated differently from
ot her persons.

At Q78 a husband and wife are treated as one unit so they are both included in the sane
colum. At the OFFICE USE grid, however, the wife should not be entered unless she is
the only partner with assets.

Checki ng

First, check whether there is a husband and wife in the househol d.

Second, if both husband and w fe have assets, check whether they are ineligible or
eligible as a unit.

I f both husband and wi fe have assets and are I NELI QA BLE as a unit
(Code X or Z at Qr8)

The wi fe should not be entered at the OFFICE USE grid (ie she should not have a record
110).

The husband shoul d be coded 1 if coded X at Qr8.
“ “ “ “ “ 4 “ “ Z “ “

I f both husband and wi fe have assets and are ELI G BLE as a unit
(Code Y at Qr8)

The wife should not be entered at the OFFICE USE grid (ie she should not have a record
110). The husband shoul d be coded as foll ows:

Code 2 - if both the husband and wi fe know the current values of all their
assets at Qr9-87 (see also Code 2 on previous page).

Code 3 - if neither the husband nor the wife know the current val ues of any of
their assets (see also Code 3 on previous page).

or - if, as a unit, the husband or the wi fe know sonme of the current
val ues of their assets (see also Code 3 on the previous page). There
are seven possible ways in which this situation can arise:

(H = husband and W= wife):

(i) H knows ALL his assets - W knows SOME of hers
(ii) “ “ “ “ - “ NONE :
(iii) H knows SOVE of his assets - W knows ALL of hers
(iv) “ “ “ “ - “ SOMVE “ “
(v) “ “ “ “ - “ NONE “ “
(vi) H knows NONE of his assets - W knows ALL of hers
(vii) “ “ “ “ - “ SOVE :

If the assets are regarded as being owned by the marital unit instead
of belonging to the husband or wife as individuals then, in each of
the seven cases, it is clear that only sonme of the assets owned by
the marital unit are known. In each of these cases therefore, the
husband wi |l be coded 3.
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Conpl eting the OFFI CE USE grid (P.63) for a husband and wife or cohabiting couple
(conti nued)

If either the husband or wife or both have no assets

If one partner has no assets then this person should not be entered at the OFFI CE USE
grid.

The partner with assets should not therefore be treated as a narital unit but as an
i ndi vidual so the instructions on P. B110 will apply.

If the husband and wife refuse (Code Ror S (or Y and S) at Qr8)
The wi fe should not be entered at the OFFI CE USE gri d.

The husband shoul d be coded 5.

If only one partner refuses, refer to supervisor

If any of the assets questions were answered before the husband/w fe refused, all the
entries relating to that couple shoul d be del et ed.

Not es

1. The above procedure al so applies to any other married or cohabiting couples in
t he household (not just to the ‘wife of HOH).

2. If either partner is not a nmenber of the household, then the partner who is the

nmenber (he/she will be coded 2 at @) should not be treated as a nmarital unit but
as an individual so the instructions on P. B110 will apply.

1/ B: | NCVMSCHD. 14
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OFFI CE USE grid (P.63) and Questions 79-87

Editin
1

2.

Jan 91

g
There are no edit checks |inking VALASSET with A and B schedul es.

There are two edit checks Iinking VALASSET with Qr9-87:

(i) I f VALASSET is coded 1, 4 or 5 (Ineligible or refusal) then there should be
no entries at Qr9-87. |If one or nore of these questions is conpleted an
error nessage will appear

Check that the coding at VALASSET agrees with the coding at Q8. For
exanmple, if Q7’8 is coded Y (eligible) then VALASSET shoul d be coded 2 or 3
because there are entries at Q79-87. |If Q78 is coded X, Z, Ror S then
VALASSET should be coded 1, 4 or 5. (See also instructions on P. B110-

B112).

(ii) If VALASSET is coded 2 (eligible) then there should be at | east one entry
at Qr9-87. If none of these questions is conpleted an error nessage will
appear.

Check that the coding at VALASSET agrees with the coding at Q8. For
exanmple, if Q78 is coded Y (eligible) then VALASSET shoul d be coded 3
because there are no entries at Qr9-87. |If Q78 is coded X, Z, Ror S then
VALASSET should be coded 1, 4 or 5. (See also instructions on P. B110-
B112).

However, if VALASSET is coded 3 (eligible) then there nay or may not be an
entry at Qr9-87 because this code applies to persons who do not know any of
their assets or who know only sone of their assets. So if this check
occurs, it may need to be over-ridden, although in nost cases there should
be at least one entry at Qr9-87.

Note if Q78 is not coded, refer to supervisor

For persons who are eligible, there are edit checks linking @B1-86 with the
correspondi ng questions in the earlier part of the B schedule, ie @1 and Qr6.

Questions 61 and 76 ask about investnents held at present so it is reasonable to
assune that if an asset is recorded at (B1-86 then it should al so appear at these
guesti ons.

If any of these error nessages appear, it neans that there is no correspondi ng
record of the asset at the relevant question, ie @1 if the infornmant is 16 or
over or Q76 if under 16. There are several reasons for this:

First, the informant may have forgotten to nention it at Q1 or Q76, in which
case the ‘total value of the asset given at (B1-86 should be accepteed as the
amount of noney invested. Refer to pronpt card W2 and enter the appropriate code
in the coding columm and also on a Kl

Second, there may be an interviewer note giving an estinmate in the nargin of the
anmount invested but the code has not been entered in the coding colum. Again,
refer to pronpt card W2 and enter the appropriate code in the coding colum and
al so on a Kl.

Third, the code may have been entered but not keyed, so enter the code on a Kl



OFFI CE USE grid (P.63) and Questions 79-87 (continued)

The correspondence between the questions is given bel ow

@1 - Q@1(b), Q61(c) 2 Qr6(b), Qrs(c)
@82 - @1(d) : Not appli cabl e
@83 - @1(e) : Not appli cabl e
@84 - QB1L(f) : Qr6(f)
B5 - B1(9) : Qré(g)
@86 - Q®1(a), Q61(h) : Qré(a), Qré6(9)

If the "amount’ or ‘value’ colum at any of these questions (Q79-87) is blank
then the entry should have been del eted at the checking stage. However, a

val idation error nessage will identify any zero values which still remain. |If
insufficient information is given to estimate a value (see instructions for the
particul ar question) then delete the entry.
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MAI N DI ARY CHANGES IN 1991

1

Jan 91

“Poi nt of Purchase’ or ‘Shop’ codes (see Section 8)

These are being re-introduced in 1991 but only for ‘food” itens. Note that codes
138 and 197 shoul d not be shop-coded.

Qualifier codes (see Section B)

Qualifier code 5 has been deleted. No qualifiers are nowrequired in either the
A or the B Schedul e.

New and del eted di ary codes
Anmongst the various alterations in diary codes for 1991, the retrospective recal

guestions 100-108 in the A Schedule are changing in the 900 series for all such
entries in the diary and the A and B Schedul es.

New codes:

215 - Capital inprovenents (DY, second dwelling)

216 - Househol d expenses (second dwel | ing)

402 - Hard fl oor coverings (including |aying charges)

757 - Hol i days in UK - noney paid to relative/friend for board and | odgi ng

945 - Structural space heating installation - contractors (main and second
dwel | i ngs)

946 - Capital inprovenents - contractors (nmain and second dwellings)

947 - Repairs - contractors (nmain and second dwel lings)

948 - Structural space heating repairs - contractors (main and second
dwel I'i ngs)

955 - Al'l holidays in UK (except noney to relatives - 757)

956 - Al'l holidays abroad (including Isle of Man, Channel I|slands and Eire)
(except noney spent abroad - 755)

957 - Furniture

958 - Soft floor coverings

959 - Movi ng house expenses (including |egal fees incurred)

Del et ed codes:

217 - Space heating - contractor

219 - St andard comunity charge

220 - St andard water conmunity charge

223 - Capital inprovenents - contractor - main dwelling
224 - Repairs - contractor - nain dwelling

228 - 2nd dwel ling (general paynents)

230 - 2nd dwel l'ing i nprovenents



Del et ed codes (conti nued)

401 - Furniture

404 - Al'l floor coverings

754 - Accommodat i on abr oad

756 - Package and non-self catering holidays UK

758 - Package hol i days abroad

759 - Sel f catering holidays UK

785 - Central heating repairs

804 - Movi ng house expenses including furniture storage charges connected with a
nove

995 - Paynment for coal or coke provided by enpl oyer
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GENERAL CODI NG | NSTRUCTI ONS

Check that each nmenber of the household aged 16 and over (excluding absent
spenders) has a diary.

If there is no expenditure in either week renove the diary fromthe budget and
conplete a ‘nil expenditure’ sheet (one sheet covers both weeks).

If there is expenditure in one of the weeks but not in the other, do not renove
the diary fromthe budget or conplete a ‘nil expenditure’ sheet.

If a person is an absent spender, renove the diary fromthe budget (if it has
been returned) but do not conplete a ‘nil’ expenditure sheet.

If a diary is mssing for any spender, other than an absent spender, and no
expl anati on has been given by the interviewer as to why it is mssing, refer to
RO Do not conplete a ‘nil expenditure’ sheet.

Each diary shoul d be checked as foll ows:

1. Check that the Area, Serial and Househol d nunbers agree with those on the
out si de of the budget cover and that the correct person number has been
ent er ed.

2. Check that the starting date of the diary is the sane as the “starting date

of records” on the front page of the A Schedule. Al so check that the dates
run consecutively through the Diary and that no days have been onmtted or

repeat ed.
3. Check any expl anatory notes tiven on page 39 of the diary.
4. If an entry needs to be anended, it should be crossed through in red (using

one line only) and re-witten, also in red, on a new line.

Do not cross through the original entry so that it can no | onger be seen
and do not use pencil or Tippex for anmending entries.

Note that if an amendnment is nmade at the editing stage then the entry
shoul d be crossed through and re-entered in green
5. Check that there are no “£” or “p” signs entered in the £ and p col ums.
Any entry in the pence colums nust have two digits. |If there are no pence
check that 00 is entered.

6. Al entries in the diary should be given an item code, including paynents
by cash, cheque, postal order, giro cheque, credit card, charge card, shop
or store card, electronic transfer of funds (ETP), Switch, Barclays Connect
etc. Sone entries may al so need a qualifier code (see Section B). Do not
del ete any entries unless the instructions say so, in which case all the
information relating to the entry should be del eted.

7. If a decision is nmade about an insufficiently described itemrecord the
reason for the decision beside the entry in red.
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Do not abate any item because of refunds or business expenses either because of
an entry at page 36 or because of answers to QL37 (A Schedule) or QL9 or (45 (B
Schedule). This will be carried out at the editing stage.

Multiple entries on the sane |ine

Each item should be entered on a separate |line and should be individually priced.
When coding the itemthe code nunber should be entered on the sanme line as the
anmount paid.

If there is nore than one entry on the sane |line, proceed as foll ows:
(i) Where itens are covered by the same code, no action is necessary.

(ii) Wiere itens have different codes but the anpbunts paid for each itemare
given, re-wite the itens on separate |lines with the appropriate anounts
paid and then cross through the original entries. |If the individua
anounts have been onmitted then estinate the price fromother simlar
purchases in the diary or try to find out what is usually paid for the item
and enter this amount. |If it is a food itemthen Shaw s Price List may
al so be consul ted.

Mont hly account s/ grocery accounts covering a nunber of itens

(i) If a bill, paid during the record-keeping period, has been item sed (ie al
the itens are listed together with their individual prices) then code the
itens in the usual way. |If the total anount of the bill has been entered

it should be deleted (ie crossed through).

(ii) If a bill, paid during the record-keeping period, has not been iteni sed but
the itenms acquired on account during the period have been |isted together
with their individual prices, then the cost of these itens should be
adj usted using the follow ng forml a:

Cost of item X Val ue of bill = Amount to enter
acquired on al/c in coding colum
Total value of items acquired
on a/c during the 2 weeks

Code these itens in the usual way and delete the total anount of the bill

(iii) If no bill is paid during the record keeping period then any itens acquired
on account should be itemcoded with qualifier code 9 entered agai nst them

(iv) If anonitenised bill has been paid during the record keepi ng period and
the itenms acquired on account during this period have not been listed then
refer to RO
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COVPLETI NG THE ‘ OFFI CE USE' COLUWNS ON THE DI ARY PAGES

On the right hand pages of the diary and also in Sections 1 to 4 on P.36-37 there
are two ‘' OFFI CE USE' col ums.

These colums are

1

Diary item code

Enter the appropriate 3-digit diary itemcode in the first ‘Ofice Use’
colum. Note that in Sections 2 and 3 on P.36 the itemcode is pre-
printed.

Qualifier code

Qualifier codes are used to distinguish the various types of expenditure
which are relevant to the FES. These codes should be entered in the | ast
‘Office Use’ colum. |If the colum is left blank the itemw Il be treated
as nornal expenditure. Note that in Section 1 on P.36 the qualifier code
is pre-printed.

1. Self-supply itens, ie itens obtained fromthe infornmant’s own
busi ness eg shop or farm This applies to self-enployed persons
only.

The words “OMNN SHOP" or “OM FARM should be entered against the item
to indicate that no actual cash was paid out at the tinme. Such itens
shoul d be coded according to the item acquired.

2. Itens to be clained or refunded as BUSI NESS EXPENSE (Pre-printed on
P. 36)
3. Itens acquired using a credit card, charge card, shop card or store

card. Such itens should have “(CREDIT)” witten beside the entry.

9. Itenms ignored for an unspecified reason. Qualifier 9 is mainly used

for non-busi ness expenditure which will be refunded. For exanple, if
a person pays for someone else’s neal or bus fare which he expects to
be refunded, qualifier 9 should be entered against the relevant item
inthis person’s diary. Note that if the person who refunded the
noney had been chosen then the repaynent should be coded to the item
purchased (ie the neal or the bus fare) but no qualifier should be
used.

Anot her exanpl e of where qualifier 9 should be used is given in
paragraph 9(iii) in Section A

Not e about qualifiers
A and B Schedule - No qualifiers are valid.

Di ary - Al qualifiers are valid.
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“Poi nt of Purchase’ or ‘Shop’ code

In 1991, the ‘point of purchase’ or ‘shop’ code is being re-introduced but only
for food items. Al itens entered in the ‘Food Section’ on the |eft-hand pages
of the diary should have the nanme of the shop where they were bought witten
besi de t hem

The itens that are to be given a shop code are covered by diary codes 101-199,
except for codes 138 and 197.

If any of the itens entered in the ' Food Section’ are valid for a shop code and
wer e bought at one of the shops listed below, than a “1” should be entered in the
first “Ofice Use’ colum followed by the itemcode itself.

For exanple, if fresh vegetabl es were purchased at any shop listed then enter
code 1152 in the first ‘Office Use’ colum, but if such an itemwas purchased at
a shop which is not on the Iist enter code 152 in the first ‘O fice Use’ colum.
If a food item does not have the nanme of the shop or the words ‘Local Shop
witten beside it, whether it is entered in the ‘Food Section’ or any other
section of the diary, refer to supervisor. The budget should then be sent to RO
Food Stores to be ‘shop’ coded

Asda Morrison’s

Co-op (all Societies) Saf eway

Gat eway Sai nshury’ s
Kwi k Save Savacentre
Mar ks & Spencer Tesco

Wi trose

There is no separate |list of shops for Northern Irel and.
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CREDI T CARD, CHARCGE CARD, SHOP CARD AND STORE CARD ACCOUNTS

1

Credit, charge, shop and store card acquisitions

Itens acquired during the record-keeping period using a credit card, charge
card, shop card or store card should have “(CREDIT)” witten beside the
entry. Enter the appropriate itemcode and qualifier (3) in the rel evant
col ums.

Note that the word “(CREDIT)” should not be witten against itens acquired
usi ng a banker’s cheque card, electronic transfer of funds (ETF), Switch
Bar cl ays Connect or any sinilar cards where a bank account is automatically
debited. Such itenms should be treated as normal expenditure.

Credit, charge, shop and store card account paynents

If a credit card, charge card, shop card or store card account paynent has
been nade during the record-keeping period this should have been entered in
the diary and should be coded 969.

(a) Any interest shown on the account shoul d appear at Section 2 on P.36.
If interest has been recorded at Section 2 but there is no
correspondi ng account paynent in the diary, no action is required.

If there is an entry for interest, check that the date of paynent
falls within the record-keeping period. |If it is outside the period,
delete the entry.

(b) Any annual standing charge shown on the account shoul d appear at
Section 3 on P.36. Check that the date of paynent falls within the
record-keeping period. If it is outside the period, delete the
entry.

Not e that hol ders of certain types of ‘plastic’ card, eg Access, American
Express, Diners Club, are required to pay an annual subscription or
st andi ng charge.



D. BUDGET ACCCOUNTS, OPTI ON ACCOUNTS & MAIL ORDER CLUB PAYMENTS ETC

Itens obtained froma budget account or nail order club etc during the record-
keepi ng period should not be entered in the diary. |If such an item does appear
inthe diary it should be deleted ie crossed through

If the informant has nade a paynent into a budget account or mail order club etc
during the record keeping period it should have been entered in the diary and a
description of the account witten beside the entry. This should be given code
966.
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EXPENSES REFUNDED OR CLAI MED (Pages 6-35 of the Diary)

Usual |y nost refunds or clains on the diary pages will be abated because of
answers given at QL37 (A Schedule) or QL9 or (45 (B Schedul e).

If, however, there are any other refunds or clains which are not covered by these
guestions then their abatenent will be based on entries at P.36 of the diary (see
Section F). To enable the abatenent to be carried out it is necessary to check
that there is a corresponding entry for each of these itenms on P.36. This should
be done at the coding stage.

If any of these itens were purchased using a credit card, charge card, shop card
or store card they should be given qualifier code 3 and abated in the normal way.
It is therefore necessary to check that these itens are al so entered on P. 36.



F. EXPENSES REFUNDED OR CLAI MED (Page 36 of the Diary)
Not es

(i) Whenever P.36 occurs below this refers only to itens entered in the * Expenses
Ref unded or C ai ned’ section

(ii) Qualifier code 2 is pre-printed against all itenms in this section
Codi ng stage
1. If there are any itens entered on P.36 check to see if they should remain there

or be del eted.

(i) Itenms which should be deleted fromP. 36
(a) Itens bought outside the record-keeping period
(b) Itens which are not business expenses.

Itens which are not busi ness expenses, eg purchase of tea or coffee
for a tea club or a sandwi ch for a friend, should be deleted from
P.36 if they appear there. The corresponding itemon P.6-35 of the
di ary should be given qualifier code 9.

(c) I nsurance clains and [ocal authority grants.

Al t hough a refund may be clained for repairing damage to a property
or a grant received for inproving a property, this type of
expendi ture should not be accepted as refundable.

If any such clains occur on P.36, first check the diary pages (6-35)
to make sure that the item has been entered there and then delete the
itemfromP.36. Do not abate or delete the entry on the diary page.

(d) Itens to be abated because of answers in the A or B Schedul es.

Itenms which are to be abated because of answers given at Q 137
(A Schedule) or Q19 or Q45 (B Schedule) should not be entered at
P. 36.

If any such items occur on this page, first check the diary pages
(6-35) to nake sure that each item has been entered there and then
del ete them from P. 36.

For exanple, if a self-enployed person is claimng for vehicle
expenses at Q 45 of the B Schedule, any 538, 539, 542 or 549 entries
whi ch appear on P. 36 should be del et ed.
(ii) Items which should be entered at P.36
Al items which are to be refunded or clained, except those described at
(a) to (d), should be entered at P.36. Such itens include neals, drinks,
taxis, bus, tube and rail fares, newspapers and postage etc.

If any such itens occur on P.36 check that each item has been entered on
t he rel evant page of the diary.
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After
is to

(ii)

(iii)

(iv)

del eting any itenms which should not have been entered on P.36 the next step
code the itenms which remain. These can be divided into four main groups:

Meal s and non-al coholic drinks

Check where these were bought (ie workplace/café/restaurant etc) and where
they were consuned (i e at home, workplace, on or off prem ses) and code
accordingly. See also Section J.

Al coholic drinks

Check where these were bought (ie off licence or licensed prem ses eg
wor kpl ace, restaurant, pub, hotel, club) and where they were consuned (ie
at honme or away from honme) and code accordingly. See also Section J.

Meal and drinks (comnbi ned)

If any alcoholic drink was included in the cost of a neal, apportion 2/3 to
the neal and 1/3 to alcoholic drink. |If the neal was consuned ‘on

premi ses’ then assune the drink was consunmed at ‘licensed prenises and
code accordingly. See also Section K

Al other itens (except neals and al coholic drinks)

One exanple is ‘travel expenditure to a college training course’
Code these itens in the nornmal way.
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EDI TI NG
\Wr ni ng nessages

There is a | arge nunber of checks (warning nessages) |inking the 900 codes with
their corresponding variables in the A and B Schedul es. Some checks relate to
t he household (eg rent, nortgage) but nost relate to the person (eg. life

i nsurance, personal pensions, |oans, educational fees).

Most of these checks relate to paynments which are, generally speaking,
‘continuous’ (eg rent, nortgage, gas, electricity, insurances, |oan instalnents).
If, however, the diary entry is the first paynent the person has made then ‘1%
paynent’ (or ‘down paynent’) should be witten beside the entry.

The purpose of these checks is to determ ne whether there is a correspondi ng
entry in the A or B Schedule. For exanple, if a person records a paynent for a
t el ephone account in the diary, but there is no corresponding entry at 3 a
war ni ng nessage will appear

Clearly, there may be genui ne reasons for this: the household rmay have just
noved into the address or just had a tel ephone installed, or they nmay be paying a
tel ephone bill for a second dwelling or on behalf of sonmeone else. It is also
possi bl e, however, that the anmpunt has been omitted in error or that it has
actually been entered at (48 but has not been keyed.

Action to be taken
If a warni ng nessage appears, proceed as follows:

(i) If *1st paynent/instal ment’ has been witten beside the entry, no further
action is required.

(ii) If *"1st paynment’ (or ‘down paynent’) has not been witten, check whether an
anmount has been entered at the relevant question. |If so, enter this on a
K1.

(iii) I'f no amount has been entered at the question, refer to any interviewer
notes and also to any related questions to see if they explain why the data
i s mssing.

(iv) If it is still not possible to discover why the anount is m ssing or
whet her an anount needs to be entered, check the editing instructions for
that question in case it needs to be referred to the RO (who nay wite to
the infornmant), otherw se accept the data as given. |If in doubt as to what
to do, refer to supervisor

Abat enent s

The abatenent of diary itens is based on the answers given to the follow ng
guestions and nust be carried out nanually.

(i) QL37 (A Schedule) - for enpl oyees

See instructions at QL37 and the ‘ General notes on business refunds -
enpl oyees’ whi ch precede these instructions.

(ii) Q9 (B Schedule) - for enployees

See instructions at Q19.
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(iii) A5 (B Schedule) - for self-enployed

(iv)

See instructions at Q45 and procedure described at ‘ACTIONS 1, 2 & 3’ which
foll ows these instructions.

Section 1 on P.36 of the diary - for enployees or self-enployed

Al items which should be entered at P.36 (see paragraph 1(ii) at Section
F) should have a corresponding entry on P.6-35 of the diary.

Taki ng each itemgiven on P.36 in order, find the corresponding entry on
P.6-35 and abate it. Enter the abated val ue against the itemand enter the
rel evant details on a KL. Do not abate or anmend the itens given on P. 36.

For exanple, if there is a claimof £10.00 for petrol on P.36 and the
expenditure was incurred on the third day of record-keeping, subtract
£10.00 fromthe anount spent on petrol on this day, enter the abated val ue
against the itemand conplete a KL. |f the anmobunt spent on petrol on that
day was exactly £10.00 then the abated val ue woul d, of course, be zero.

M | eage al |l owance entered on P.36 (enpl oyee only)

Cccasionally, a claimfor nileage all owance appears on P.36. The procedure for
dealing with this depends on whether the allowance is included in the person’s

net

(i)

(ii)

pay.

If included in net pay (Q 19 - B Schedul e).

Check that any 538, 539, 542 or 549 itens entered on P.36 al so occur on the
rel evant pages of the diary, then delete these entries and the nileage

al l owance from P.36. The conpletion of a car sheet and the abatenent of

all the relevant entries in the A and D Schedul es should be carried out
manual ly - see instructions at QL9.

If not included in net pay (QL9 - B Schedul e).

In this case the mileage all owance should be treated as a ‘petrol cost or
refund’. If, after referring to any interviewer notes, it does not appear
to be a nmileage allowance, refer to RO if not, proceed as foll ows.

(a) Check that any 538, 539, 542 or 549 itens entered on P.36 al so occur
on the relevant pages of the diary. The abatenent should then be
carried out manual ly.

(b) Add up the anount spent in both weeks for each code, then starting
with Week 1, abate the entries on P6-35 of the diary in the follow ng
code order; 538, 539, 542 and 549. (Do not abate the itenms on P. 36).

The difference between the total amunt actually spent in both weeks
on the itens to be abated and the total anount after abatenent should
be equal to the nileage allowance (as in Exanple 1 bel ow) except in
cases where the total anobunt spent is less than the nileage all owance
(as in Exanmple 2).



(c) The tabl e bel ow shows the anount spent in both weeks and the anount
after abatenment for two different exanples. |In each case the nileage
al  owance i s assuned to be £40.00.

Exanpl e 1 Exanpl e 2
Anpunt Anpunt Anpunt Anpunt
spent after spent after
in both abat enent in both abat enent
weeks weeks
(£) (£) (£) (£)
Code 538 30. 00 - 30. 00 -
“ 539 - - - -
“ 542 5.00 - - -
“ 549 8. 00 3.00 - -
TOTAL 43. 00 3.00 30. 00 -
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FOOD AND DRI NK BROUGHT HOMVE

Food and drink (including al coholic/non-al coholic and soft drinks) brought home
(irrespective of where it was bought) should be entered on the | eft hand page of
the diary.

Food and dri nk brought hone includes any food or drink taken to another person’s
horme and consuned there eg for a party.

If a conposite or bul k purchase is nmade during the record-keeping period but only
the total anpbunt is entered in the diary (eg G oceries £52.60) and no item sed
till receipt is attached, code the total anount to 199. |If an itenised til
receipt is attached but has not been copied into the diary, refer to supervisor
The budget should then be sent to Field Branch. (Renmenber that the total figure
(eg £52.60) nust be deleted when the individual itens have been entered).

If ‘fruit and vegetables’ appears as a single entry in the diary divide the tota
anmount equal ly between ‘fresh fruit’ (code 160) and ‘fresh vegetabl es’ (code
152).

Food and m | k tokens

Tokens shoul d be coded to the relevant itemwhen they are purchased. Tokens for
food and nilk should be coded to 199 and 143 respectively. Wen a token is used
to pay for food or mlk the entry should be deleted otherwise it would result in
doubl e counti ng.

Concessionary food froman enpl oyer should be coded to the type of food
pur chased.

Wl fare foods obtained at a reduced price should al so be coded to the type of
food purchased.

Food for pets/animals is defined as any food not fit for human consunption (code
731). |If food bought for a pet is fit for human consunption it shoul d be coded
as such eg fish should be coded to 134.

Food obtai ned fromthe garden (including eggs fromhens) should be deleted (ie
crossed through).

If the informant is a farmer or allotnent holder etc and is using the food for
his own consunption then this should be coded according to the itemand given a
qualifier code of 1. The prices entered in the diary should be ‘farmgate
prices’ (refer to supervisor for CSO price list).

If it is known that the produce is sold any expenditure towards its production eg
chi cken feed, seeds etc should be treated as busi ness expenditure and entered at
the ' Expenses Refunded’ section on P.36 of the diary. Any profit fromthe sale
of this produce should be recorded at the self-enployed questions (Q40-45) if
this has not been done already.
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TAKE- AWAY MEALS BROUGHT HOVE

Take-away neal s brought home shoul d be entered at the bottom of the |eft hand
page of the diary.

A tick should be entered against the entry to indicate whether the nmeal was hot
(code 197) or cold (code 196) when it was purchased. If no tick is entered
follow the instructions given at codes 196 and 197. For exanple, ‘sandw ches’
shoul d be coded as 196, and ‘toasted sandwi ches’ as 197.

Fi sh and chips (with or w thout vegetabl es) should be coded as 138.
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FOOD AND DRI NK BOUGHT AND CONSUMED AVWAY FROM HOVE
Meal s out
Food bought and consuned away from honme should be entered in the first section on
the right-hand page of the diary. Different codes apply according to where the
food was eaten.
(i) Bought and consunmed at Wbrkpl ace (codes 840-842)
eg. canteen, staff dining-room staff tea-bar, staff tea club, rest-room
vendi ng nmachine at work. This does not have to be the informant’s own
wor kpl ace; it includes any workplace which he may be visiting. Subsidised
neal s for students at coll ege should al so be included.
(ii) Bought el sewhere but consunmed ‘On Prem ses’ (codes 843-846)

eg. sandw ch bar, café, fish and chip shop, restaurant, pub, hotel, cinenms,
theatre, race course, school shop, tuck shop, church hall.

(iii) Bought el sewhere but consunmed ‘O f Prenises’ (codes 847-857)
If the food was not eaten or cannot be eaten on the prem ses where it was
bought (eg ki osk, sweet stall, ice creamvan) but is consunmed away from
hone, it should be coded to one of the ‘off-prem ses’ codes.
Al ways code the individual itens of a neal if possible. For neals or parts of
neal s whi ch cannot be item sed use the nain “nmeals out” codes: 840, 843, or
848/ 855. If the total cost is given as well as the individual itenms nake sure
the total is deleted.

Non-al coholic drinks, soft drinks, ice cream sweets, chocol ates, biscuits,
crisps etc.

If these itens are consuned away from hone they should be entered in the sane
section as ‘neals out’ and coded accordingly, (codes 840, 842, 845, 846, 850-
854) .

If soft drinks appear in the alcoholic drinks section assunme they were consuned
‘on prem ses’.

If any of these itens are entered on the right hand page of the diary but not in
the ‘neals out’ section, assune they were ‘brought hone’ and code accordingly.

Mess Bills
If the cost of the food and drink has not been given separately, then allocate:
2/ 3 of the anpunt to food (code 840)

1/3 : : “odrink (code 279)
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State school neals

State school neals may be entered in the ‘nmeals out’ section or el sewhere on the
ri ght hand page of the diary. As details should have already been given in the
“A" Schedul e, proceed as follows: -

(i) if entry is under ‘workplace’ code as 975

(ii) if entry is under ‘café, etc’ and ‘school’ is specified as the place where
t he nmeal was bought then code as 975, otherwi se code to the ‘neals out’
series

(iii) if the entry is made during school holiday periods, it should also be coded
to the ‘nmeals out’ series.

Al coholic drink bought and consuned away from hone

Al coholic drink bought and consuned away from hone should be entered in the
‘beer, wine, spirits’ section on the right hand page of the diary. 1In this case,
di fferent codes apply according to where the drink was bought:

(i) Of licence (including supernarket etc) (codes 260-269)

(ii) Oher - ie licensed premnm ses (codes 270-279)

eg workpl ace, restaurant, pub, hotel, club



K. ALCOHOLI C DRI NK TAKEN WTH A MEAL AND CONSUMED AVWAY FROM HOMVE

1. If any alcoholic drink was taken with a neal this should be witten beside the
entry eg ‘wine (with neal)’. The cost of the neal and the drink should therefore
be given separately, the forner in the ‘nmeals out’ section and the latter in the
‘beer, wine, spirits’ section.

2. If no alcoholic drink is taken with a neal, ‘No alcohol’ should be witten beside
the ‘neals out’ entry.

3. If alcoholic drink is taken with a neal but the amobunt cannot be separated,
“anpbunt for al cohol not known’ should be witten beside the entry. 1In this case,
apportion 2/3 to the nmeal and 1/3 to alcoholic drink. |f bought and consumed on

prem ses, as will usually be the case, use code 843 for the neal and 279 for the
al coholic drink, if the drink is not specified.

4. If it is not clear whether any alcoholic drink was included in the cost of a
neal , assune neals costing |less than £10.00 include no al coholic drink but neals
costing £10.00 or nore should be apportioned: 2/3 to the neal (code 843) and 1/3
to alcoholic drink (code 279 - if drink is not specified).

5. If it is not known where the neal was consuned, ie neither code 1 or 2 is ringed,
assune that it was eaten ‘on premses’ if taken with a drink and ‘off preni ses’
if not taken with a drink. If it is not clear whether a drink was actually taken
with the neal or if no drink was purchased, refer to supervisor

6. If it is not known where the drink was purchased, ie neither code 1 or 2 is
ringed, assune that it was bought at a pub/restaurant (licensed premses) if it
was taken with a nmeal which was consuned ‘on premises’. |If it is not clear
whet her the drink was actually taken with a meal or if no neal was consuned,
refer to supervisor.
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L. PRI VATE ENTERTAI NVENT

(I'ncl udi ng weddi ngs, anniversaries, parties (excluding children's parties), bar
m tzvahs, funerals etc).

1. Contract catering
If an anmount of £150 or nore is paid to a contract caterer for a wedding,
anni versary, party, bar mitzvah, funeral etc then ‘ CONTRACT CATERER should be
witten beside the entry.
The total anount paid could cover a nunber of expenses eg food, drink
entertainnent, hire of hall, acconmobdation. Do not attenpt to estinate the cost
of each itembut sinply code the total anmount to 806.
Note that contract catering for funerals should be coded to 807.

Refer to RO all itens described as weddi ngs etc which amount to £150 or nore and
do not have ‘ CONTRACT CATERER witten beside them

2. Catering provided by the househol d
Where the househol d has provided sonme or all of the itens for the wedding etc (eg
the food and drink) then they should have been individually itenmsed in the diary
eg bread, cakes, snoked sal nmon, chanpagne etc.
If, however, the entry in the diary states ‘food and drink’ and no individua
prices are given, then allocate 2/3 of the anount to food (code 199 or 843) and
1/3 to drink (code 269, 279 or 289), provided the total anount is |less than £150.
If it is £150 or nore refer to RO

Note if catering for a funeral is provided by the household then it should be
treated as descri bed above.

3. Cheese and wine parties and Christrmas parties
(including tickets for these parties).

If ‘cheese and wine party’ or ‘Christnas party’ has been witten beside an entry
and the cost of the food and drink has not been given separately then all ocate:

1/3 of the amobunt to food (code 199, 840 or 843)
2/3 “ - “ “ drink (code 269, 279 or 289)

Note that all other parties (except children's parties) 2/3 of the amount is
allocated to food and 1/3 to drink (see paragraph 2 above).

I f, however, ‘CONTRACT CATERER has been witten beside an entry then code the
total amount to 806.

If the total amount is £150 or nore and ‘ CONTRACT CATERER does not appear beside
the entry, refer to RO

4, Children' s parties

Al'l children’s parties should be coded to 753.
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EXPENDI TURE ABROAD DURI NG RECORD KEEPI NG PERI GD

These instructions apply to any visit abroad whatever the purpose. Note that
“abroad’ includes the Isle of Man, Channel Islands and the Irish Republic.

If the visit is for business purposes, renenber that any itens to be refunded
shoul d be abated in the normal way.

In 1991, there is only one code for holidays/trips abroad, 956, (codes 757 and
955 cover holidays in the UK). Details for all holiday codes are given in the
diary code list, and all of themrelate to the sanme type of expenditure as that
covered by Q 108-118 in the A Schedul e.

Advance paynents, deposits, or the full cost of such a holiday if paid during the
record- keepi ng period, should be assigned the appropriate code.

Code 755 - Mbney spent abroad
This applies to all holidays/trips abroad.

In addition to the total anobunt actually spent abroad during a holiday, includes
advance paynents nmade during the record-keeping period eg.

- hol i day insurance (if not included in cost of holiday)

- green card insurance for cars

- international driving licence

- duty free purchases in UK or abroad

- all goods and services purchased abroad

- conmi ssion on foreign currency and/or travellers' cheques (in foreign
currency or sterling). |If the conmission is not given separately in the

diary, it should be estimated (see code 755 in the itemcode list).

If the holiday starts and ends during record-keeping then the total anount
actual ly spent abroad each day should be recorded in the diary.

If the holiday starts after record-keeping, the total value of the foreign
currency and/or travellers’ cheques (excluding conm ssion) should be del eted.

If, however, the holiday starts during record-keeping but ends after the record-
keepi ng period finishes then the total anobunt spent abroad during the record-
keeping period will need to be estinated (see exanple bel ow).
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In order to estinate the total anount spent abroad during the record-keeping
period the following information is required. This should be recorded in the
diary:

(i) The total amount of noney (including foreign currency, travellers’ cheques
and sterling) they will be taking

(ii) The date they will be going abroad
(iii) How long they will be away
Exanpl e

A person takes £300 in travellers’ cheques and sterling, |eaves the UK on the 9th
day of record-keeping and is away for 7 days.

Assune he spends all the noney he takes with himso his average expenditure per
day is £300 + 7 = £42. 86.

As he is away for 6 days of the record-keeping period, (including the day of
departure) the estimted anmount he spends abroad during these 6 days is 6 x
£42.86 = £257.16. Enter this figure in the anount colum and code as 755.

Actual expenditure abroad does not need to be itemised, but if this has been
done, add up the ampunts for each individual item enter the total in the anpunt
colum and code as 755. Delete the individual entries.

If the anpbunt taken, the date of departure or the I ength of the holiday are not
given, refer to RO

O her types of expenditure on holidays/trips abroad

Apart fromthe itens |isted at code 956, there are certain types of advance
expendi t ure whi ch should be coded to the item purchased. For exanple, a coach
fare or air fare to a country abroad shoul d be coded as 552 and 553 respectively,
provided they were paid for in UK Passports should be coded as 770 and vi sas as
799.
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CASH d FTS, | NFORMAL CASH LOANS & REPAYMENTS OF | NFORVAL CASH LOANS

Cash gifts to persons IN the househol d

(i) If noney is given to other spenders (including absent spenders) in the
househol d - code to 986. Paynments for services to servants living in the
househol d shoul d be coded to 780.

(ii) If nmoney is given to non-spenders (under 16) in the household - treat as
pocket noney and code to 801. |If noney is given to non-spenders ie persons
who have not spent any noney during the record-keeping period aged 16 or
over - code to 802

Cash gifts and goods or services bought for persons OUTSIDE the household
(excl uding donations to charities - see 798)

(i) If noney is given to friends or relatives outside the household (whether it
is given to pay for a specific itemor not) - code to 802.

(ii) If an A or B Schedule itemis paid direct for another household - code to
802. (Do not use a 900 series code).

(iii) If a D Schedule itemis paid direct - code to the item purchased.
‘“Informal’ cash | oans to persons IN and OUTSI DE t he househol d

Money which is clearly identified as a | oan should be deleted (ie crossed
t hrough) whet her the noney is | oaned to:

- persons in the same househol d or

- persons outside the household eg a friend or relative

Repaynments of an ‘infornmal’ cash |loan to persons I N and OUTSI DE t he househol d
(i) A Schedul e itens

If the repaynent is nade to a person in the same household enter code 966
against the itemin the diary.

If the repaynent is made to a person outside the household (eg a friend or
relative) proceed as foll ows:

Enter code 966 against the itemin the diary, then check to ensure that the

details have been entered at @8 (code 7) or B9 if the itemis a car. |If
the details have not been entered at either of these questions, refer to
RO.

(ii) Diary itens

If the repaynent relates to a diary itemthen the entry should be del eted
(ie crossed through).

(iii) Itemnot known

If there is no indication in the diary as to what the repaynent is for
enter code 966 against the itemin the diary.



0] M SCELLANEQUS NOTES ON DI ARY | TEMS
1. Car or notorcycle purchase
The purchase of a car or notorcycle is regarded as an ‘A" Schedule item |If such
an itemis purchased outright during the record-keeping period and is therefore
recorded in the diary, it should be given a 900 series code:
942 Qutright new car purchase
943 Qutright second-hand car purchase
944 Qutright notorcycle purchase (new and second- hand)
The correspondi ng codes 501, 502 and 503 should be used only at the |oan or HP
guestions (ie Q5 or ®7) in the A Schedule. Note that if 501, 502 or 503 are
used in the diary a validation error will appear

2. d ot hi ng

I nformants shoul d give the sex of the person for whomthe item was purchased and
the age if the person is under 16. This information is necessary in order to

give the itemits correct code. |If the itemwas bought for soneone in the
househol d t he person nunber may be given instead. |In this case the sex and age
can be obtained fromthe household box. If sex and age cannot be deduced from
the information given refer to supervisor - if a |arge anount was spent refer to
RO.

G ot hing all owances shoul d be coded as 803 and paynments to clothing clubs as 966.
3. I nsurance policies
If the insurance policy relates to an A Schedule itemuse the appropriate 900
code. If it is not an A Schedule itemthen the relevant item code should be
used. These are usually ‘one-of f' paynents.
4. Repaynment of a loan to clear other debts (code 787)
This is a loan taken out to pay off other debts. |[If such a loan occurs at @5 in
the A Schedule it should be coded as 787, but if a | oan paynment is made during
t he record-keeping period it should be coded as 960. Code 787 shoul d not
therefore be used in the diary.
5. Mai nt enance paynents

Mai nt enance paynents for househol d equi prent shoul d be coded as foll ows:

Cassette recorders, televisions, videos etc - code 784
Central heating systens - code 948
Q her gas, electric and oil appliances - code 786
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Postal Orders

If a postal order was purchased during the record-keeping period, the value and
t he poundage shoul d be shown separately. The purpose for which it was bought and
the date it was used or posted should also be witten beside the entry.

If it was used or posted during the record-keeping period, code it to the item
purchased, otherw se code it to 988. The poundage shoul d be coded to 751

I f the poundage has not been shown separately, refer to supervisor. The budget
shoul d then be sent to Field Branch. |If it becones necessary to estinmate the
poundage, the rates are given at code 751 in the itemcode list.

Ti ps

Ti ps shoul d be given the sanme code as the service or item supplied.

Water paid by neter

In certain parts of the country ‘metered’ water is beconing nore comon. Under
this systemthe anount charged for water depends on actual consunption instead of
rat eabl e val ue.

As there is no question in the 1991 A schedul e which covers this nethod of
paynent, the follow ng action should be taken. This applies to England and \al es
only. (In Scotland there is a conmunity water charge and in N. Ireland, rates
and water rates are paid together).

Action to be taken in nmeter paynents

If neter paynents for water occur in the diary they should be deleted (ie crossed
through) and transferred to Q0/31, A schedule.

(i) Add together all the neter paynments for water for that househol d during the
two weeks of record-keeping. Such paynments could occur in both the HOH s
diary and the wife's diary and perhaps, in the diary of any other household
nmenber .

(ii) After adding up the paynments, delete each of the diary entries.

(iii) Enter the total anount at (BO0/31, A schedule, accounting for separate or
conbi ned wat er and sewerage char ges.

(iv) As this total covers a two week period, assune that this is the average
anmount paid every two weeks, and enter 26 at B0/ 31.

Action to be taken - installation costs and neter paynents

(i) If the cost of installing a neter occurs in the diary, this should al so be
deleted (ie crossed through) and transferred to B0/ 31.

(ii) As this would be a ‘one-of f' paynment, the cost of installation should be
divided by 26 to bring it to a two week period and then added to the neter
paynments, if any.



(iii) For exanmple, if the cost of installation was £130.00, and the total neter
paynments canme to £3.00 for the two week period, the anmount to be entered at
@B0/31 would be £8.00 (£130.00 + 26 = £5.00 + £3.00 = £8.00). The nunber
of paynments to be entered at 7(a) would still be 26.

1/ B: DSCHEDLE
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ANNEX C
From 1991 - 1993

CALCULATI NG AVERAGE WEEKLY EXPENDI TURE BY | TEM
BY PERSONS & HOUSEHOLDS

1. Record 114 holds data for week 1 and week 2, each week aggregated fromentries
made in the diary by each person in a household. The itens purchased are represented
in DI TEMCOD, and their cash price by DCASHPR. In addition to the cash price, the cash
val ue (excluding interest paynents) of itenms bought on credit are included. These are
identified by DQUAL codes (qualifier values attached to itemcodes); in this case DQUAL
code 3. The DQUAL codes are as foll ows:

Code Descri ption

0 Item of expenditure (default)

1 Sel f supply goods (used by variabl e B327)

2 Item of expenditure clained as refund agai nst busi ness expenses (used to

exclude itenms as the FES is a househol d survey)

3 Itemacquired during the diary period by credit, charge or store card (used
to be al so covered by code 5 until nerged into code 3)
9 Item of expenditure ignored for an unspecified reason

The DQUAL qualifiers are entered at the “raw’ stage in the diary by OPCS.

2. Because all expenditure by a person is recorded in the diary there are certain
DI TEMCOD codes that duplicate itens for which values are already recorded in schedul es
A or B. These itens are coded in the range D901 to D999. Although the itemand its
value is contained within record 114, to avoid double counting these diary itens are
not used in any subsequent derivations.

3. Record 89 contains the average weekly expenditure at person | evel on itens
recorded in the diary plus any appropriate values recorded in the i ncone and

expendi ture schedul es for | oans, HP etc. The item code (PDRCODE) corresponds exactly
to DOTEMCOD in record 114. The average weekly val ue (PDCODVAL) is obtained by taking
the total of each person’s expenditure for an itemin record 114 (bought in week 1
and/or week 2), dividing it by 2 and addi ng any appropriate weekly equival ent (wev)
cash values for the sane type of item bought through the follow ng:

- standi ng orders (BSTORAMTI (wev WKLY317), Rec 82, Sched A)

- credit / club (CLUBSCOS (wev VWKLY300G), Rec 80, Sched A)
- deducti ons ( DEDONEAM (wev VKLY416B), Rec 56, Sched B)
from pay ( DEDTHRAM (wev VWKLY416H), Rec 56, Sched B)
( DEDTWOAM (wev VWKLY416E), Rec 56, Sched B)
- HP (HPI NSTAL (wev WKLY291), Rec 78, Sched A)
- credit / loan (LOANREP (wev VWKLY275), Rec 77, Sched A)

- subsd job - other

dedcts - type 1 ( SUBONEAM (wev WKLY458a), Rec 56, Sched B)
- dedcts from pay

for sport ( DEDSCAMT (wev VKLY415h), Rec 56, Sched B)
- dedcts from pay

for union - amt (DEDUFAMI (wev WKLY415d), Rec 56, Sched B)



4.

dedcts from pay for

taxfree giving ( DCHTFSAM (wev WKLY438b), Rec 56, Sched B)
dedcts from pay -

other charity ( DCHOCSAM (wev WKLY438e), Rec 56, Sched B)
deposits on HP nade within

prev 13 wks to interview date (B242H, Rec 78, derived vari abl e)
deposits on instalnment credit nade within

prev 13 wks to interview date (B242L, Rec 78, derived variabl e)

Records 12 to 16 and 18 to 24 contain the household records of each itemie the

aggregate of each person’s record in a household recorded in record 89.

5.

6.

The foll owi ng exanpl e should give a clearer picture:

i Person 1 in a household has taken out a | oan of £1500 to purchase a sofa
but has not bought any other itenms of furniture in the two diary weeks.

The loan and its repaynents will have been recorded in the expenditure schedul e.
Person 1 will also have recorded the repaynent in the diary. This diary entry
wi Il have been given a DITEMCOD in the range (D901-D999). The PDCODVAL for this
person for this itemw ||l be calculated from LOANREP in schedule A The PDCODVAL
derivation will ignore the diary entries for DI TEMCOD D901- D999

ii. Person 2 in the sane househol d bought a chair for £50 cash in week 1 and a
chair for £40 in week 2. In addition, he is also repaying a | oan taken out
earlier to buy other chairs.

The £50 will be recorded in week 1 for the appropriate diary itemcode in record
114. The £40 will be recorded in week 2 for the same diary code. The repaynent
will be recorded in record 114 using a DITEMCOD in the range (D901-DR99) and in
LOANREP on schedule A. PDCODVAL for this person will be calculated ((£40 +
£50)/2) + LOANREP

iii. The househol d equival ent = PDCODVAL for person 1 + person 2.

The PDRCODE codes 1211-1751 contai ns aggregate data of types of itenms. The codes

have been created by the FES as they are required the RPI



FAM LY EXPENDI TURE SURVEY | TEM CODE LI ST

FOOD FOR HOVE CONSUMPTI ON

| TEM
CCDE

101

102

103

106

108

111

112
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DESCRI PTI ON OF | TEMS

Bread, m |k | oaves, rolls

Fl our, plain and self-raising

Bi scuits, shortbread, wafers,
(i ncluding chocol ate cover ed)

Cakes and ot her bakery
pur chases

I ncl udi ng:

Conposi te purchases of

bi scuits, bread, cakes and
flour etc

Dry cereals
(i ncluding prepared breakfast
cereal s)

Beef and veal
(i ncluding mnced neat)

Mutton and | anb

ADDI TI ONAL EXAMPLES

Bal ntakes, baps, batch breadcakes,
butteries, Chapatis, croissants;
doughcake, Fadge, Flat cake, garlic
bread, Irish potato bread, pitta, take
and bake

Saffron fl our

Bandit, Breakaway, Cheese Nuts,

Choc- Teacakes, Cookies, Crunchies,

G ngerbread nmen, Jaffa Cakes, Kit-Kat,
Macar oons, Macvita, Marshnall ows,
Monst er Munch, Novo, OQatcakes,
Pengui ns, Rusks, Ryvita, Skips,
Slimm ng biscuits, Squiggles, Toasties,
T™w x, W gwans, Yo-Yo.

Al'l corn based crisps and snacks eg KP
sni ps, Frazzles, Sainsbury's sticks

Appl e Dunpling (pastry), Bannocks,
Bracks (Irish), Bread Puddi ng, Buns,
Cheesecake, Chorley Cakes, Crunpets,
Currant bread, Frozen (cooked) cakes
(eg eclairs, gateaux, sponge), Flan
cases, Fruit pies, Mlt |oaf,

Muf fins, Parkin, Pastries Petit
Fours, Pikelets, Scones, Torte Fruit,
Teabread, Waffles (excluding potato
waffl es - see 156)

Al pen, Arrow oot, Baby cereal

Bl ancmange Powder, Broth cereals,
Cereal bars eg Oiginal Crunchy Bar
Coco Crispies, Cornflour, Country
Store, Custard powder, Dry Pasta,
Fami | ia, Farex, Farinoca, Farola,
Flying Start, Lentils, Miesli, Nuggets,
Cat neal , Pearl Barley, Puffed Rice,
Quaker Cats, Ready Brek, Rice, Sago,
Senol i na, Soya Fl our, Spaghetti,
Speci al K.

Beef burgers (unless neal out),
beef-ham (raw), beef kebabs, beef | oaf,
hanbur gers, hough, m nceburgers, sheet-
ribs, sirloin, steaklets

G got, Lap (breast), |lanb kebabs
(i ncludi ng kebabs undefi ned)



FOOD FOR HOVE CONSUMPTI ON - Conti nued

113

114

116

121

122

123
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Por k

Bacon and ham uncooked

O fal and ot her uncooked neat

(i ncluding neat protein
substitute, neat undefi ned)

Cooked ham
(i ncl udi ng canned)

Por k kebabs, pork slices and cuttings,
spare ribs

Bel f ast, ganmon, ham shank, hock
knuckl e, ulster fry

Bones, chawl, cheek, chitterlings,
el der, goat neat, heart, ki dneys,
liver, mnce savour, oxtail,

pi g’ s/ sheep’s head, pig' s trotters,
prot oveg, soya neat, steak and

ki dney (uncooked), sweet breads,
tongue, tripe

For espur

Ham whi ch is sold as sliced or cold is normally cooked and shoul d be coded
121. Uncooked hamis usually in the formof a joint and should be coded
114. ‘Fresh’ witten al ongside does not necessarily mean uncooked.

Sausages (uncooked), sausage
neat

Cooked neat and neat products
canned and bottled neat

(i ncludi ng cooked neat
undef i ned)

Excl udi ng

Sandwi ches and neal s out - see
196, 197 or 800 series

chi cken, fish and neat pastes
- see 190

Bat h chaps, beef in a bag,

bl ack/ whi te puddi ng, bottled neat,
bridi es, brawn, brunchie, canned

beef burgers, canned brai sed beef,
canned chi cken and nushr oom

casserol e, canned cocktail sausages,
canned escargots, canned

frankfurters, canned neat puddi ngs,
canned sausage and beans, canned
sausages, canned sliced beef, canned
tongue, chicken pie, chicken pie and
chips (frozen) chicken rissoles,
chopped pork, cooked pork and beef,
cooked sausages, cooked tongue, corned
beef, delicatessen neats, generally,
Duo cans (eg chicken & rice) escargots
(snails), frankfurters, frozen roast
beef (sliced), gane pie, garlic
sausage, haggi s, ham and egg pi e,

hasl et, hodge, hot dogs, hot pot, Irish
stew, |iver sausage, |uncheon neat,
neal y puddi ng, neat croquettes, neat
and potato pies, neat puddi ngs, neat
squares, pastram, patties, pigs

puddi ng, pol ony, pork cheese, pork
fingers, pork pestle, pork pies,
sausage in batter, sausage rolls,

savel oy, scotch eggs, shepherds pie,
sliced brai sed beef, spam steak and
ki dney pancakes, veal and ham pie



FOOD FOR HOVE CONSUMPTI ON - Conti nued

127 Poultry, rabbit, ganme and
veni son - cooked, uncooked,
canned, bottled and frozen

134 Fish - fresh, snoked, frozen
canned, bottled and buttered

138 Fi sh and chips with or w thout
veget abl es - consuned at hone
(cooked itens only)

140 Eggs, fresh and dried
141 Butter
142 Mar gari ne
(i ncluding nargarine
undef i ned)
143 Fresh whole milk

(excl udi ng ski nmed and
sem -ski med - see 147)

146 Cheese
147 Fresh skimed m | k
148 QO her mlk products

(excluding butter - see 141
and cheese - see 146)

149 Lard, cooking and other oils
and fats
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Capon, chicken in aspic, Chicken

Ki ev, Chinese chicken, ducks, hares,
partridges, pigeons, tandoori

chi cken, turkey loaf (raw), turkeys.

Cockl es, crabs, fish cakes (not
cooked), fish croquettes (not cooked),
frozen fish fingers, frozen fish in a
bag, frozen fish and chips, jellied
eels, roll nops.

Fi sh cakes (cooked), fish

croquettes cooked with or without
chi ps and/or peas, fish and chi ps,
fish, chips and peas, fish cakes

wi t h/ wi t hout peas, fish supper, fish
tea, incl cases where fish and chips
costed separately, fried fish

Excluding rumbutter - see 190

Sunf | owner

Fresh mlk, sterilized mlk, ultra
heat treated (UHT) milk, mlk tokens

Cream cheese, cottage cheese, fronage
frais, processed cheese, vegetarian
cheese

Sem -ski nmed m |k

Butterm | k, canned and dried mlKk,
sour, fresh and canned cream mlk
baby foods, m |k shake, other mlk
products (frozen or unfrozen) nousse,
readymade mil k shakes/drinks, top of
the milk, yoghurt.

Butter/Margarine m xtures, Cover,

dri pping, Flora, Gold, |ow fat spreads,
olive oil, peanut butter, port

scratchi ngs, shortex soya nargarine
suet, trex, vegetarian fats.



FOOD FOR HOVE CONSUMPTI ON - Conti nued

152 Fresh veget abl es and t onat oes
(i ncluding vegetabl es
undef i ned)

153 Canned, bottled and dried

veget abl es and t onat oes

155 Frozen veget abl es

156 Pot at o products only
(i ncluding processed pot at oes)

158 Pot at oes (raw)
160 Fresh fruit
(including fruit undefined)

162 Fruit juices and tomato juice
(excl udi ng squashes - see 184)

164 O her processed fruit -
canned, bottled, dried or
frozen,

(i ncl udi ng nuts)

171 Tea

172 Cof fee, coffee essence

173 Proprietary and non-proprietary
food drinks
(excluding mlk baby food -
see 148)

181 Sugar

182 Syrup, |enon curd, honey, jam
mar mal ade

183 I ce cream
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Al fafa, broad beans, broccoli

brussel sprouts, cabbage, cal abrese,
carrots, cauliflower, |eeks,

nmushroons, onions, plantain, runner
beans, shallots, spring greens, spring
oni ons (syboes).

Baked beans, beetroot (excluding jar
of beetroot see 193), canned vegetable
juice, tomato puree

Canned pot at oes, frozen chips, hula
hoops, instant potato powder, potato
cakes/ scones/pies/farls, potato
croquettes (including croquettes
unspeci fied), potato sticks, potato
waf fl es, puffs, ravers, Smiths Quavers,
ti nned pot atoes, toggles.

Appl es, avocado pears, bananas, fresh
fruit salad, oranges, pears, rhubarb
sat sunas, tangerines.

Britvic, concentrated fruit drinks,
juice drinks, Non-al coholic w ne, pure
| enon juice, PLJ, rosehip syrup

Appl etree dessert, currants, delrosa,
frozen apples, fruit salad, mamade
optrose, peaches, pears, pineapple,
prunes, raisins, sultanas,

unsweet ened fruit and nut bars.

Her bal tea, nestea.
Nescaf e.

Bengers food, Bournvita, Canbridge
di et food suppl ement, chocol ate
squeezy, cocoa, coOcoa essence,
horlicks, instant postum nalted mlKk,
ml o, nesquik, ovaltine, slender
(slinming milk drink), soya mlK.

Choc spread, nol asses, sunny spread,
treacl e.

Iced lollies (if they contain ice
crean), arctic roll, dark secrets.



FOOD FOR HOVE CONSUMPTI ON - Conti nued

184

185

190
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Soft drinks
(squashes, cordials, crystals)

Sweets and chocol at es
(excl udi ng chocol ate covered
bi scuits and wafers - see 103)

Canned and packeted foods,
prepared and semni - prepared

I ncl udi ng:

Canned, packeted and bottl ed
baby, junior and geriatric
foods other than mlKk

Excl udi ng:

Cooked neat etc - see 123
Poultry etc eg. )

Chi cken Ki ev, ) see 127
Chi nese chicken )

Bl ackcurrant juice, Citrozade,
essences for making soft drinks, mlk
shake syrups, non-al coholic beer
Nor f ol k Punch, Ri bena, sodastream
concentrates, triple ‘C.

Chinese figs, crystallised fruits,
Curly Wirly, drained and gl ace

fruit, (except drained cherries, glace
cherries and candi ed peel - see 193),

I ndi an sweet, Marathon picnic bars,
popcorn, stem ginger.

Al mond paste (incl marzipan), beef

ol i ves, bol ognai se sauce, Bonbay

m x, brandy butter, cake and puddi ng

m xtures, canned cheese and

spaghetti, canned creaned nushroons,
canned nacaroni cheese, canned pease
puddi ng, canned puddi ngs (eg rice,
treacle), canned ravioli, canned
risotto, canned spaghetti sauce (eg
tomat 0), casserole mx, ‘cook-in’
sauces, cheese or fish pancakes,
cheeseburger, all cheese spreads,

col esl aw, cream dessert (fool),

cream toppi ng, curry sauce, custard
(instant or ready nade), doughnuts and
cakes uncooked and frozen, frozen
pastry, garlic butter, hors d’ oeuvres,
i ce cream and yoghurt powders, ice

pol es, ice pops, instant dessert
powders, instant whip, jellies, (inc
jellies set with fruit), made up
stuffing (eg paxo), ‘Mke a neal’,
neat, fish and chi cken pastes (ie
spread), ninceneat (sweet), packet
dunpl i ngs, packet icing, popadom pate,
peach rmnel ba/ sundaes (unless ice cream -
see 183), pies (cheese and onion, fish)
pea fritters, pineapple fritters, pizza
pie, potted neat, prawn cocktail
ravioli, ready nade trifles and
custard, ‘Ready to eat’ and ‘Ready to
heat’ neals, rumbutter, salads (m xed,
pot ato, vegetable), savour mx, skillet
neal , sorbet, taranosolata, Tip top

ti nned cream toast toppers, toasty
grills, vegetable Bhajis and Sanpbsas,
white sauce, Xmas puddi ng.



FOOD FOR HOVE CONSUMPTI ON - Conti nued

193 Pi ckl es, sauces, flavourings,

col ourings, additives

196 Col d take away food itens
consuned at hone

(including itens not defined
as hot or cold)
197 Hot take away food

consuned at hone

199 O her food undefi ned
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Angel i ca, apple sauce, artificial

sweet eners (eg slintea, sweetex,

sugar ee), baki ng powder, baki ng soda,
Bovril, breadcrunbs, candied fruit and
flowers, candi ed peel, chicken essence,
chut ney, cocktail cherries, coffee
mat e, cooki ng chocol ate, cooki ng w ne,
Cranberry Sauce, creamof tartar, curry
powder and paste, dessicated coconut,
drai ned cherries, fish dressing,

fl aked/ bl anched al nonds etc, fresh

gi nger, garlic, gelatine, glace
cherries, gravy salt, ground al nonds,
herbs (eg nmint, parsley), hops and malt
for maki ng hone brewed beer, isinglass,
jar of beetroot, Jif-Ienon, King Beef
(extract), Marmite, mayonnai se

nmust ard, ni bbed nuts, oxo, parnmesan,
pectin, pepper, pickled foods (eg
cabbage, eggs, onions, wal nuts) rennet,
ri ce paper, salad cream salt, soup
cubes/ squares, soyagen (mlk powder),
spi ces (eg ground ginger, root ginger
ci nnanon, all spice), sweet cake
decorations, sweet and savory
flavouri ngs and essences, tonato

ket chup, vinegar, yeast.

Meat pies, sal ads, sandw ches, sweet
pies, ‘neals on wheels’, ‘take away
neal s’ .

Chi ps on their own, toasted
sandwi ches, ‘nmeals on wheels’, ‘take
away neal s’ .

Food t okens, grocery bills which cannot
be item sed, Christmas club hanper,
noney for cookery cl ass.



TOBACCO

211 Cgaretttes, cigarette tobacco
and cigarette papers
212 Pi pe tobacco Chewi ng tobacco, twist.
(i ncludi ng tobacco undefi ned) I f tobacco is undefined but cigarette

papers are al so purchased code to 211

213 Cigars and snuff Wi ffs, Manikins.

Jan 91



HOUSI NG

PERVANENT SECOND DVELLING I N UK (Codes 215-216, 225-227 and 229)

(Permanent second dwel ling includes town flat,

bungal ow, fixed caravan etc).

215 Capital inprovenents
(Do-it-yourself)

(i ncludi ng purchase of a
second dwel I'i ng)
216 Househol d expenses

(excluding repairs and
decorations etc.)

Jan 91

country cottage, holiday hone, beach

Built-in furniture (including flat-
packed goods), double gl azing,
installation of structural space
heating, tine share in UK - purchase
and capital inprovenents (if tinme
share is abroad - see 999).

| nsurance on structure, nortgage
instalment, rates, rent, water rates,
standard conmunity charge, standard
conmunity water charge, tinme share in
UK - running costs (if time share
abroad - see 999).



HOUSI NG - Conti nued

MAI N DWELLI NG ( Codes 218 and 231)

218

221

222

(1)

Jan 91

Structural space heating
installation
(Do-it-yourself).

House purchase

(i ncluding deposit - but
excluding rent (see 799) -

on a new nmain dwelling or a
dwel ling to which a household
nmenber is noving eg on

Marri age)

(excl udi ng insurance, nortgage
etc for the dwelling in which
t he househol d is |iving)
Caravan purchase

(i ncl udi ng deposit)

Gas fired central heating, water and
hot air.
Gl fired central heating.

Radi ators and hot air systens.

St orage heaters,
floor

i ncl udi ng under
heating (by electricity)

Open fires, closed fires,
fireplaces, Raeburn solid fuel
cooker.

Buyi ng | easehol d or share of property
(if main dwelling), insurance on
structure, nortgage instal nment,

rates, water rates, paynents to

“Self-Build Association’, private
road construction charges, purchase
of a garden plot/plot of I|and.

Repai rs and decorations to nobile
hones/ caravans (if not a second
dwel I'i ng).

Main dwel ling includes a dwelling to which the household is planning to nove as

its new main dwelling or a dwelling to which a household nmenber

nove eg on narri age.

is planning to



HOUSI NG - Conti nued
PERVANENT SECOND DWELLI NG | N UK (Codes 225-227, 229 and 215-216)

(Permanent second dwelling includes town flat, country cottage, holiday home, beach
bungal ow, fixed caravan etc.)

225 El ectricity account paynents
226 Gas account paynents

227 Tel ephone account paynents
229 TV licences

MAI N DWELLI NG ( Codes 231 and 218)

Main dwel ling includes a dwelling to which the household is planning to nove as its new
main dwelling or a dwelling to which a household nenber is planning to nove eg on
marri age.

231 Structural additions for self Fl at packed goods such as double
assenbl y gl azi ng units, garages, garden
sheds, greenhouses, kitchen units.
(excluding furniture - see
957)

Jan 91



HOUSI NG - Conti nued

PURCHASE OF MATERI ALS AND TOOLS FOR HOUSE NMAI NTENANCE (codes 232 - 238)

232

233

235

236

237

238

Jan 91

H re of equipnment for house
mai nt enance

Conposite or undefi ned
pur chases (codes 235-238)

Fittings
(including electrical
fittings)

(These are itens which are
fixed to the structure (wal
etc) of a building on a
per manent basi s)

Tool s for household repairs,
mai nt enance, decoration and
structural additions etc.

Pai nt and di stenper, wall paper,
ti nber and hardboard

G her materials

“Do-it-yourself’ work on house
mai nt enance.

Al electric door bells, carpet
bar/strips, cat flaps, circuit
breakers, curtain rail, door

handl es, non-el ectric shower
fitting, fireplace wood surround,
fixed clothes post, flex, fuse
boxes, hooks, junction boxes, |ight
roses, lights and chandeliers, power
poi nts, ready made hardboard

pel nets, sashcord, sockets, stair
gri ps, tel ephone socket kit, toilet
seat, trellis, w ndow catch, wooden
fence.

Extensi on | adder, lino knife, paint
brushes, paint kettle, rollers, saw
bench, scaffol ding tubes, scrapers,
step |l adders, tools (unspecified),
wor knat e.

Dadol i ne, hardboard to nake a pel net,
shel ving, (wooden floor tiles - see
402).

Aggregates for cenent, creosote
draught excluder, enery cloth, fablon
form ca, french polish, glass, tiles,
heavy gl ues, hinges, linseed oil
maski ng tape, nails, paint stripper,
pavi ng sl abs for path, pipe Iagging,
pol yfillal/cell, polythene sheets,
putty, rawplugs, rentokil, roofing
felt, roof insulation materials, sand,
sand paper, screws, solder, spare parts
for structural space heaters, teak oil,
varni sh, wire netting.



FUEL, LI GHT AND POVER

240

242

254

255

258

Jan 91

Ant hraci te and boil er fuel
coal bricks, house coal, slack

(i ncluding coal provided by
enpl oyer)

(excl udi ng coke and prem um
snokel ess fuels - see 242)

Coke and prem um snokel ess
fuel s

(i ncluding code provided by
enpl oyer)

Gas - slot nmeter paynents

(If household has its own key
Treat as account - see 914)

Electricity - slot neter
paynent s

(If household has its own key
Treat as account - see 917)

O her fuel and Iight
(I'ncluding paraffin and fue

undefined but excluding fuel
G| for central heating)

Beans, dry steamcoal, nultiheat,
ordi nary househol d coal used in open
fires, etc. Ovoids, pease and
grains, Phurnacite, stovesse and
stove nuts, trebles, Wl sh nuts.

Burnbrite, Ceanglow, Coalite, gas
cokes other than for open fires, No 2
Gas Coke, doco, hard cokes
(including Sunbrite), Honefire

Phi max, Roomheat, Sebrite, Wnder co.

Power keys, slot cards, discs, tokens
I ncl ude service charge paynents for
gas when they appear in diaries.

Power keys, slot cards, discs, tokens
I ncl ude service charge paynents for
electricity when they appear in

di aries.

Cal or gas, firelighters, firewood,
gas refills for blow | anps/canping
stoves, underfloor heating charges
where source of heating unknown.

(Liquid paraffin - see 621).



ALCOHOLI C DRI NKS (see Sections J & K)

Al coholic drink bought and consuned away from hone - OFF LI CENCES

260 Al e, barley w ne, beer, shandy, Low al cohol beers and | agers.
St out

261 Cherry B, cider perry Babycham

263 Wnes (fortified) Aperitif w nes, dessert w nes,

Dubonnet, gi nger wi ne, nadeira,
nontilla, nuscatel, port, sherry,

t okay, vernouth (including nmartini

G nzano), whiskey mac (including O an
Dew, Hi ghland rmac, etc).

264 Wnes (unfortified) Chanpagne, fruit, hock, mead, red,
rose, sparkling, tonic, white

265 W nes (unspecified) Low al cohol wi ne
any wi nes inadequately descri bed.

266 Spirits, liqueurs
269 Al coholic drink inadequately

descri bed or item sed

Al coholic drink bought and consuned away from hone - LI CENSED PREM SES

270 Al e, barley w ne, beer, shandy, Low al cohol beers and | agers
st out

271 Cherry B, cider, perry Babycham

273 Wnes (fortified) Aperitif w nes, dessert wines,

Dubonnet, gi nger wi ne, nadeira,
nontilla, nuscatel, port, sherry,

t okay, vernouth (including Martini

G nzano), whiskey mac (including O an
Dew, Hi ghland nmac, etc).

274 Wnes (unfortified) Chanpagne, fruit, hock, mead, red,
rose, sparkling, tonic, white

275 W nes (unspecified) Low al cohol wi ne,
any wi nes inadequately descri bed.

276 Spirits, liqueurs
279 Al coholic drink inadequately Round of drinks
described or item sed
Not e
I f brand nanes appear and no other description given, refer to supervisor

Tips (if entered separately) should be given the sane code as the drink
pur chased.

Jan 91



ALCOHOLI C DRI NKS - Conti nued

280

281

283

284

285

286

289

Not e

Jan 91

Al coholic drink brought hone

Al e, barley w ne, beer, shandy,

st out
Cherry B, cider, perry

Wnes (fortified)

Wnes (unfortified)
W nes (unspecified)
Spirits, liqueurs

Al coholic drink inadequately
descri bed or item sed

Low al cohol beers and | agers.

Babycham

Aperitif w nes, dessert wines,
Dubonnet, gi nger wi ne, nadeira,
nontilla, nuscatel, port, sherry,

t okay, vernouth (including Martini

G nzano), whiskey mac (including O an
Dew, Hi ghland rmac, etc).

Chanpagne, fruit, hock, mead, red,
rose, sparkling, tonic, white

Low al cohol wi ne,
any wi ne inadequately descri bed.

Month's supply of wi nes and spirits.
Drinks for party: I f specific drinks
not identified.

I f brand nanes appear and no other description given, refer to supervisor



CLOTHI NG AND FOOTWEAR - (See section 0)

301

305

311

315

321
322
325

326
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Definitions

Adults (nen & wonen) are persons aged 16 or over.
Children (boys and girls) are persons aged 5-15.

Infants are persons aged under 5.

Men’ s out er wear

Men’ s underwear & hosiery

Wonen’ s out er wear

Wnen’ s underwear & hosiery

Boys’ out erwear
Boys’ underwear & hosiery
Grls' outerwear

Grls underwear & hosiery

Al'l sports clothes, blazers, capes,
cardi gans, dressing gowns, duffle
coats, jackets, kilts, kneepads,
overal |l s, overcoats, raincoats,
shirts, shorts, suits, sw nming
trunks, trousers, waistcoats.

Col l ars, conbinations, pants,
pyj amas, socks, vests.

Al'l sports clothes, aprons, blazers,

bl ouses, capes, cardi gans, costunes,
dresses, dressing gowns, duffle coats,
gym slips, jackets, junpers, |eotards,
overal |l s, overcoats, raincoats, shorts,
skirts, slacks, suits, sw ming
costumes, twin sets.

Bed-j ackets, brassieres, briefs,
conbi nati ons, corsets, |eg warners,
negl i gees, night-dresses, panties,
petticoats, pyjamas, roll-ons, slips,
st ocki ngs, suspender belts, socks,
tights, vests.

As for men where applicable.

“ “ “

As for wonen where applicable.

“ “ “



CLOTH NG AND FOOTWEAR - Continued (See Section 0)

330

331

332

335

336

337

338

341

342

343

349

Jan 91

Cothing nmaterials

Men’s and boys’ headgear
Haber dashery

I ncl udi ng:

itens used in the repair of
clothing, wonmen’s & girls’
headgear and headgear
undefi ned

I nfants’ out erwear
(Excl udi ng beddi ng - see 407)

I nfants’ underwear and socks
(Excl udi ng di sposabl e nappi es
- see 621)

d ot hi ng charges

M scel | aneous purchases of

cl ot hi ng

(Excl udi ng cl ot hing al |l owance
see 803)

Men’' s f oot wear
Wonren' s f oot wear
Children’s and infants’

Foot wear

Foot wear undefi ned.

Leather to make clothes, nmaterials
for school sewi ng.

Belts, berets, braces, buttons, caps,
darners, enbroidery silks, garters,
gl oves, handkerchiefs, hats,

i nsol es, knitting wool and needl es,

| aces, needles and threads etc,

ni ght dress case, patterns, pins,

ri bbons, scarves, school badges,

sewi ng - cotton, tape neasure, ties,
webbi ng, zips.

Bi bs (including plastic), hats,
mttens, pramsets

Babi es’ nappies, (terry and nuslin)
bodi ces, knickers, pants, pyjamas,
vests.

H re of clothing, dressnaking charges

(excluding repairs and alterations)
dr ess- maki ng dunmy.

Boots, shoes, slippers, trainers,
wel | i ngt ons.

Fur boot ees, |eggings (nock boots),
shoes, slippers, trainers.

Daps, trainers.



DURABLE HOUSEHOLD GOODS

402

405

407

409

410

411

413
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Hard fl oor coverings

(i ncluding laying and maki ng
up charges)

House textiles
(new and second hand)

(i ncl udi ng maki ng up char ges)

Mattresses
(new and second hand)

Cassettel/tape recorders,
radi os, record pl ayers,
tel evisions, televideos
(new and second hand)

(Excl udi ng non-essential CB
equi pnrent - see 422)

Purchase of hone conputers
(new and second hand)

Gas cookers
(new and second hand)

(i ncluding gas cookers with
electric ignition/timng
devi ce etc)

El ectric cookers
(new and second hand)

Flooring tiles (vinyl, plastic,
rubber and wooden), l|ineoleum Iino
sticky tape.

Adhesi ve bi ndi ng, bedspreads,

bl ankets, curtain materials, cushion
covers, duvets/continental quilts
and covers, eiderdowns, plastic
shower curtain, rufflette tape,
rydura dusters, sheet (including
rubber), table cloths (including
plastic), tea cosy, towels.

Baby’ s changi ng pad, bol sters,
cot/pram mattresses, cushions, kapok
pi |l ows.

Amnplifiers including fitting,

ant enna, essential equipnment for CB
radio (aerial, power supply and
transceiver), hi-fi equi pnment, rmnusic
centre, personal stereo, radio

cl ock, speakers, tuners, Satellite
di shes and TV and radi o aerials
(purchase and cost of fitting), TV
ganes and TV ganes consol e (purchase
and rental).

Printers, word processors.

Hob, built in oven.
Include installation charges.

Hob, built in oven.
Include installation charges.



DURABLE HOUSEHOLD GOCDS - Conti nued

414 Tel ephone and t el ephone
answer i ng nachines
(new and second hand)

417 El ectric washing, drying
machi nes
(new and second hand)

419 Electric refrigerators,
freezers
(new and second hand)

420 Purchase of video recorders
(new and second hand)

422 Spare parts for cassette/
tape recorders, hone
conputers, radios, record
pl ayers, televisions, TV ganes
and vi deos

423 Spare parts for gas and
el ectrical durables

425 O her gas appliances
(new and second hand)

426 O her major electrica
appl i ances
(new and second hand)

427 El ectrical tools
(new and second hand)

428 Smal | electrical/electronic

equi prent
(new and second hand)

Jan 91

Attachments for tel ephone,
bl eepers (if purchased), nobile
t el ephone

Dryi ng cabi nets, spin dryers, tunble
dryers.

Non- essenti al equi pnent for CB radio,
(excl uding aerial, power supply and

transcei ver - see 409), transistors,

val ves

El ectric sewi ng nachi ne needl es,
vacuum cl eaner bags.

Fires (ordinary or convector) hair
curling tongs/styling brushes
(including gas refills), pokers,
refrigerators, wall-nounted shower
units, water heaters and boilers.

Di scolights, dishwashers, fires
(conventional plug-in or convector),
| awmnnower s (excl udi ng manual and
petrol driven - see 434) microwave
cookers, sunbeds, vacuum cl eaners,
wal | - nount ed shower units, water
heat ers and boil ers.

Drills, paint sprayers, paint
strippers, saws.

Bar becues, burglar alarns (battery or
electric), calculators, hair dryers,
hair curling tongs/styling brushes,

| anps (bedsi de, standing and tabl e)
shaver s/t oot hbrushes (battery or
electric), typewiters.



DURABLE HOUSEHOLD GOCDS - Conti nued

431

434

437

438

439
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Chi na, glassware and pottery
(new and second hand)

(excluding mrrors - see 646)

Maj or househol d appl i ances
not powered by gas/electricity
(new and second hand)

(i ncluding nmaj or appliances
undef i ned)

El ectri c consumabl es

Garden tools and accessories
(new and second hand)

Ki t chen equi prent, tabl eware,
utensils and cl eani ng
material s

(new and second hand)

(ieitenms used in the
preparation, serving and
clearing up of food)

(eg J-cloths, scourers, sponge
cloths, and steel wool)

Pyrex ware.

Bar becues (excl electric - see 426)
carpet sweepers, fire extinguishers,
garden furniture, garden rollers,
garden (and beach) unbrell as,

knitting machi nes and ri bbers,

| awmnnowers (excluding electric - see
426) non-electric cal cul ators/sew ng
machi nes/typewiters, oil-fired
cookers and water heating systens,
paraffin and other non-structural space
heaters, petrol-powered electric
generators, picnic tables, rotavators,
wat er softeners, wheel barrows, spare
parts for non-gas/electric appliances.

Batteries (dry cell), Christnas lights,
fuses, fusewire, infra red bul bs, Iight
bul bs, plugs and adaptors (excl udi ng

t hose designed for a specific purpose
or appliance).

Garden gl oves, garden hose,
handbi I | s, hedge cli ppers, hoes,
scythes, shears, watering-cans.

Bake stone, baking tin, bow, bread
bi n, bread board, chopsti cks,

col ander, cutlery, dish cloths, fish
slice, frying pan, kettle, Kkilner
jar, masher, mlk cooler, napkin
ring, oven gloves, pastry brush,

pot ato peel er, pressure cooker,
sandwi ch box, saucepan, strainer

t eapot spout, teapot stand, tin
opener, tray, tray set, vacuum
flask, w ne-maki ng apparatus, wooden
sal ad bow and servers.



DURABLE HOUSEHOLD GOCDS - Conti nued

440

Jan 91

O her househol d hardwar e
(new and second hand)

Baby’ s bath, basin, bathbrush,

bat hroom scal es, brass |og box, broons,
cash box, chanois |eather, clothes
brush, clothes horse Iine, clothes
prop, coal scuttle, coat hangers,
door st op, dustbin, dustpan, fireguard,

fire-irons, flints, foamfilling for
cushions, gas lighters, gas nantles,
househol d oil, industrial gloves,

i roni ng board, keys and key cutting,

| anp shades, (incl. nmaterials for

maki ng) | aundry basket, netal bath,
nops, nousetraps, odd pieces of hose,
padl ocks, pail, peg bag, pegs,

penkni fe, place mats, plastic foamfor
kneel er, rope, scissors, shoe horn
shoeshi ne sets, sink plug, soap hol der
sparklets/gas refills for soda stream
tabl e top for washing nachine, tilley
| anp, torches, tub, venetian blinds,
water filter, waste paper basket, WO,
wick for oil lanmp or stove.



VEHI CLES

501

502

503

505

508

510

511

512

513

514

538
539
542

545

546

548

Jan 91

New cars (A schedul e only)

(i ncludi ng unspecified whet her
new or second hand)

Second hand cars (A schedul e
onl y)

Mot or cycles (A schedul e only)
(new and second hand)

O her vehicles
(new and second hand)

O her vehicles -
repairs and servicing

(excluding car and notor cycle
repairs etc - see 548)

Mot or-cycl es - accessories,
spare parts and repl acenents
(new and second hand)

O her vehicles - accessories,
spare parts and repl acenents
(new and second hand)

Driving licences

Cars - durable accessories

and fittings
(new and second hand)

Cars - spare parts and
repl acenent s

(new and second hand)
Pet r ol

Di esel oi

G her notor oils

Garage rent, rates (if
separate), and ground rent

AA and RAC subscri ptions

Cars and notor-cycles -
repairs and servicing

Three wheel cars, notor caravans,
caravanettes, new car kits for self-
assenbl y.
and vans used for private purposes.

As for 501

Mot or assisted cycles, noped,
scooter, tricycle.

Bi cycl es, BMX, canoes, carrycots,
di nghi es, go-karts, notor cruisers,
prans, trailers, tricycles, wheel-
chairs (manual or battery driven)
yachts.

Boat house hire, boat noorings, cycle

garage fee, push chair, cycle hire.

Crash hel met, notor-cycle paint.

Cycle clips, outboard notors,
paddl es, pram harness, pram straps.

Car radios, cassette players and

t el ephones, licence holders, seats
and seat covers for babies and
chi | dren.

Brake fluid, car paint.

CGear box oil

O her non-profit making notoring
associations (eg Cvil Service
Mot ori ng Associ ati on).

Labour and material costs shoul d not
be split, Car battery charging.

Jeeps, landrovers, lorries



VEHI CLES -

549

Jan 91

Cont i nued

Cars and notor cycles -

ot her

costs

Anti-freeze, car dwell neters, car
pol i shes, car warranty extension

car wash, distilled water for car
batteries, engineers’ reports,
garagi ng, gas to power cars, MOT tests,
parking fees, parking neters, shanpoos,
tolls, tools for notor vehicles,

under seal



TRAVEL

550 Conbi ned Bus/ Rai |l / Tube tickets. One day capital card, one day trave
(excl udi ng season tickets) card, any travel on a ticket covering a
conbi nati on of bus and rail, bus and

rube or netro or all three - but not
rail and tube - see 551.

551 Rail or tube fares Trai n/ boat ticket, reservation of
(excl udi ng season tickets) railway seat, S/Citizens' rail fare
card, QAP passes. This includes
conbined rail and tube or netro.

552 Bus, coach fares (regular Tram trolleybus, Bus clipper cards,
servi ces only) Bus passes for private schoo
(excl udi ng season tickets) pupi | s.

553 Air travel

554 Wat er travel Ferries, hovercraft, river bus.

(excl udi ng season tickets)

555 Taxi s
(including hired cars with
driver)
556 Hre or self-drive cars Cars hired for weddi ngs and funerals,
car |easing, Car provision schene.
Expendi ture on the notability schene.
M | eage charges for use of firms car
for private purposes.
557 Monet ary contri bution towards
cost of travel in friends etc
vehicle
558 O her personal travel Coach tours and excursions (including
the cost of neals and drinks if they
cannot be coded separately), private
bus, ski lifts/tows and cliff lifts.
560 Transportation eg furniture Charge for delivering itens of
del i very furniture etc fromshop, or for
noving itens from one house to
(excl udi ng expenses of noving anot her, transport of baggage and
house - see 959) ani mal s, transport of car by air,

rail or sea

Jan 91



OTHER GOODS

601

603

604

611

621

Jan 91

Musi cal instruments and parts
(new and second hand)

Audi 0 cassettes and records, TV
gane and home conputer
cassettes.

(new and second hand)

Pur chase and rental of video
cassettes, and accessories

Spect acl es (NHS and ot her)

Medi ci nes and nedi cal aids
(including itens undefined as
NHS or ot her but excl uding
NHS - see 625)

(i ncludi ng baby cream baby
lotion etc only if there is a
baby in the household -

ot herwi se see 622)

Hire of nusical instrunments,

synt hesi zer.

Cassette cases, conputer software,
“dust bags”, record cases, record

rack, record tokens, purchase and
rental of audio blank and pre-recorded
cassettes and accessories for TV ganes
and home conputers.

Bl ank and pre-recorded video
cassettes.

Contact |enses (only the anmpunt
shoul d be recorded), eye tests.

pai d

Al'l medi cated sweets eg Tunes,
Lockets, Askit powders, Ayds
(slimrng tablets), babies’
baby cream and baby | otion, baby

Wi pes, Benmax, bottle teats, cal anine
lotion, clinical thernmoneters, cod
liver oil, contact |ens soaking

fluid, Conplan, contraceptive pills,
cotton buds, cotton wool, cough
sweets, Dettol, disposable nappies,

el astic stockings if not NHS, Fronent,

bottl es,

gl ucose, hearing aid battery, hearing
aid rental, insect repellent, illicit
drugs, Lipsil, liquid paraffin,

Metercal, MIton, nappy liners, Plax,

sanitary towels, slimming biscuits,
slippery el mfood, spectacle cleaning
fluid/cleaning cloth, surgical goods
and dressings, TCP, teething ring,
vapouri zers eg Wights (including
candles and refill fluid), Virol
vitam n tabl ets, wheatgerm



OTHER GOCDS - Conti nued

622

623

624

625

Jan 91

Cosmetics

(i ncludi ng baby cream baby
lotion etc only if there is no
baby in the household -

ot herwi se see 621)

Toi | et paper

QO her toilet requisites

NHS prescription charges and
paynents for NHS nedi cal
appl i ances

(excluding contraceptive pills
- see 621)

After shave lotion, “Aqua-narine”
lotion, astringent |otion, baby

bat h, baby cream baby |otion

barrier creans, bath essences/salts,
brilliantine and hair creans, bubble
bat h preparations, cleansing cream
cold cream colour rinses, conmpact with
powder, deodorants, depilatory creans,
eyebrow pencil, eye shadow, face packs,
face powder, foundation creans and
lotions, hair conditioner, hair
glitter, hair setting lotions, hair
sprays, hand creans and | otions, home
perns, lipstick, lipstick brushes,
lipstick towels, liquid rmake-up,
mascara, “nail oids”, nai

pol i sh/varni sh, nail varnish renover,
ni ght cream orange sticks, perfunery
(i ncluding cologne and toilet water),
powder brush, powder puffs, preparation
for tanning the human skin, eg “He-tan”
(not soothing lotion such as cal am ne),
proprietary hair bl eaches and dyes,
rouge, skin food, tal cum powder and
treated toilet tissues (eg Lantex,
savet, etc - not dry paper

ti ssues/ handker chi eves) waxes and

gl oves.

Bat h scrubbers, blades, conbs, cosnetic
bag etc (limt £3), enmery boards, face
flannel, hair clippers, hairbrushes,
hairgrips, hairnets, hair rollers, hot
wat er bottles, headrest, holder for
tissue, interdens, |ightweight plastic
gl oves, make-up mirror, manicure sets,
nai | brushes, nail files, all paper
handker chi eves/ti ssues (excludi ng those
at 622), pumice stone, razors, rubber

gl oves, shanpoos, shaving mrror
shavi ng soap/cream steradent,
toiletries nes, toilet bag (linmt £3),
toi |l et sponge, toothbrushes,

t oot hpaste, tweezers, w g stand.

NHS el astic stockings. NHS wi gs
and hairpieces. (Non-NHS w gs and
hai r pi eces - see 793).



OTHER GOCDS - Conti nued

631

632

634

641

642

Jan 91

Ganes, Toys and Pasti nmes
(excl udi ng equi prent for

hobbi es see 634, and sports
see 641)

Phot ogr aphi ¢ and optical goods
(excl udi ng spectacles - see
611)

Hobbi es

Sports goods

(excludi ng sports clothes -
see clothing (outerwear))

Leat her and travel goods

Babybouncer s/ wal kers, balloons, card
ganes, chess, Christmas stocking
(contai ning toys/sweets), crackers,
darts, dom noes, draughts,

fireworks, child s paint box,

pl ayi ng cards.

Bi nocul ars, caneras, (including video
caneras), developing and printing
equi prent, flashbul bs, filnms and
charges for devel opi ng and printing,
light nmeters, magnifying gl asses,

nm cr oscopes, opera gl asses,
phot ogr aphi ¢ al bum projector, school
phot ographic material, all sungl asses
except those stated to be NHS

tel escopes, tripods.

Al'l itenms bought for hobbies, artists’
mat eri al s, coins/medals other than
precious netals (see 649), scraper
board, stanp al bums, stanp collecting.

Bait, canp bed, canping equi prent,
canpi ng stoves, canvas beach huts,
cartridges, children' s large play

equi prent (eg slides, sw ngs), conpass,
cricket equi pment, echo sounder and
battery, exercise kit (body trinmers,
trimwheels, slimrng aids, which could
be used as exercise nachines), fishing
equi prent, footballs, Freezella, golf
clubs/balls, golf gloves, handwarner
lifebelt/jacket, pellets, roller

skat es, sl eeping bags, tennis, squash
and badni nton racquets, tents,
whi st es.

Baby basket, baby carrying harness,
bri ef cases, handbags, jewel case,
school haversack/ sat chel / bag, sew ng
case, shoppi ng bag-on-wheel s, shoppi ng
bags (not carrier), shopping baskets,
shooting sticks, spectacle cases,

sui tcases, trunks, unbrellas, vanity
case, wal king sticks, wallets.



OTHER GOCDS - Conti nued

645

646

648

649

650

721

722

723

Jan

91

Snokers’ requisites

Decorative fancy goods

Stationery
(personal and househol d)

Personal effects
(including jewellery, watches,
and personal silverware)

Househol d articl es
(i ncl udi ng househol d
silverware)

Books

(i ncluding school and text
books but excluding library
subscriptions - see 799)

Newspaper s

Magazi nes/ Peri odi cal s

Ashtrays, cigar boxes, cigarette
cases, lighters, lighter fuel and
gas refills, pipes, pouches.

Artificial flowers, birdbaths, fancy
china bow /fl ower pot, joss sticks,
mrrors, optic lights, ornanents,

pi ctures and picture frames, plastic
badges, plastic flower pot hol ders,
posters, pot pourri, vases, works of
art.

Al'l greetings cards, alumniumfoil
artifician Christrmas tree, bin liners,
bi nders for nmgs, cal enders, cardboard
folders, carrier bags, charity

st anps/cards, Christnmas decorations,
candl es (including birthday cake

candl es), cocktail sticks, correction
fluid, crayons, digital watch pen
drinking straws, exercise books,
football card photos, gloy, glucine,

gr easepr oof paper, ink, janpot covers,
kitchen rolls, lighter types of gl ue,
paper decorations, paper
napki ns/ doyl eys, pencils, pens, plastic
cutlery, polythene bags, rulers, scrap
book, string, ‘Stretch & Seal’, tinsel
typewiter ribbons, wapping paper
writing paper/envel opes.

Coi ns and nedal s made fromgold or

pl ati num conpacts w t hout powder,

cuf flinks, hip flasks, key rings, scent
bottl es, spectacle chains, watch
straps.

Baroneters, electric or wall clocks,
silver cutlery, silver tea service
tel ephone tinmers, thernoneters
(excluding clinical thernoneters
see 621).

Addr ess books, autograph al buns, book
cl ub, book tokens, book wth

cassette, catal ogues, colouring

book, cookery cards, diaries, horoscope
(book formonly), learned journals,
maps, music tutors, painting books,
patterns in books, programes, sheet
nusi ¢, tel ephone book, tinetables.

I ncl udi ng delivery charge.
Knitting or needlework patterns in

nmagazi nes, story teller (magazi ne and
cassette conbination).



OTHER GOCDS - Conti nued

731

732

733

734

742

745

746

750

Jan 91

Food for animals and pets,
(not fit for human
Consunpt i on)

O her expenditure on aninmals
and pets

Seeds, plants, flowers

(excluding all fertilisers -
see 734)

Plant fertilisers, (liquid
pel |l et and powder) natural
manur e

(excl udi ng peat - see 733)

Mat ches, polishes and
cl eaning naterials

Toi l et soap

O her soap and soap products

M scel | aneous goods not
assignabl e to any ot her code

fi sh- heads, horseneat, Lassie,
lights, Trill budgie food.

Kennel club, nedicine, nosebag for
horse, purchase of pets and equipnrent,
registration of aninmals, rent for horse
field, saddles, sand, vet’s fees.

Conpost, flower-pots, gardening

cl ubs, gardeni ng stakes, peat, rea
Christmas tree, rents for allotnent,
weed- ki |l | er.

Agricultural salt, Al Seasons Lawn
Food, Baby Bio, Bio Tomato Food,

bone neal, Crop Booster, dried

bl ood, Garden/Rose/ Lawn “Plus”,

G ownrore granul ar, gypsum Hoof and
horn, hop manure, Honme grow, John Innes
base (fertiliser), Kerigrow, |awn
sand/ food (but not weedkiller),

Li qui nure, nmaxicrop, nitrate of soda,
Nitro chal k phosphates, Phostrotabs,
Phost rogen, Pl antoids, Rose food,
speci al compound (fish), sul phates
(iron, potash, ammonia), Tonorite,
Toprose, Vitax 4.

Abr asi ve powders, air freshener
amoni a, Biotex, Brillo pads,

di shwasher salt, disinfectants,
Donest os, dyes, fabric conditioner (eg
Confort), flash, insecticide,
net hyl ated spirits, Nappi san, polishes,
record cleaning cloth, rinse aid, soda,
shoe cleaning naterials, starch

sul phur candl e, turpentine.

Li qui d soaps.

Detergent, dirty paws, di shwasher
i quid powder, Stergene, Swarfega
washi ng powder, washing-up |iquid.

Beach hut (if canvas - see 641),
distilled water not specified as for
car batteries, christmas presents:
Probed but cannot identify specific
items, gift vouchers (purpose not

speci fied), globe map (unl ess antique),
headst one, ice for freezer, nasonic
regalia.



SERVI CES

751

752

753

755

757

Jan 91

Post age and poundage
(see Section 0)

Tel ephone
(excl udi ng househol d tel ephone
accounts - see 930)

Dances (adni ssion and
m scel | aneous ent ert ai nnent

Money spent abroad

I ncl udi ng acconmmodat i on abr oad
(weht her on a hotel, self-
catering or a package

hol i day/tri p)

Excl udi ng purchase and runni ng
costs of holiday hone/ Ti meshare
- see 999

(See Section M

Money paid to friend/rel ative
for a holiday

G ro charges, parcel post, posta
order poundage (£1 or less - 24p;
£2-£10 - 41p; £10-£20 - 62p), posta
orders - see 988

Tel ephone cards, tel emessages, car
t el ephone accounts.

Amusenent machi nes, beetle drives,

car boot sal es (adm ssion), castles,
children's parties, coffee nornings,
country houses, dinner dance/ supper
dance (25%to dance adm ssion, 50%to
food and 25%to drink), discoteques,
exhi bi tions, fashion shows, flower
shows, fun fairs, holiday school play
schenes, horoscopes, horse shows, juke
box, nother and toddl er groups,
nmuseuns, night clubs, Social Cub
entrance, spectator at airports,
subscription to Annabel’s or ot her
Danci ng club/disco, trips round the
bay, visits to Father Christnas, whist
drives, wonen's fellowship (including
tea and biscuits), Youth C ub entrance
fees, zoos.

Geen card (car), holiday insurance,

i nternational driving licence.

Conmi ssi on on purchase of

travel l ers’ cheques (mn charge

£2.50 or 1% and foreign currency

(£1. 25 per transaction). “Duty-

free” purchases in UK or abroad or
during travel. Al goods and services
pur chased abroad.

Board and | odgi ng.



SERVI CES -

761

763

764

765

768

770

772

Jan 91

Cont i nued

G nenm

Theatres, concerts, circus

Partici pant sports and
speci al i sed pasti nes

(i ncluding subscriptions to
sports and social clubs, ad
hoc admi ssion and sinilar
charges but excluding

resi dential attendance at
health clubs/farns - see 775)

Spectator sports
(i ncluding football adm ssion)

TV, Radi o, TV ganes consol e
slot meter paynents

(If household has its own key
treat as account - see 932)

Stanp duties to Central
Aut horities

Li cences
(excluding TV and driving
i cences)

Amat eur shows, folk group, jass club
(entrance and subscription), theatre
agent’s fee.

Band | evy, billiards, boat hire
boati ng, boating licence, brass
rubbi ng charges, darts, fee for
nodel, fishing licences, pernits and
trips, greyhound and pi geon racing,
health club activities (eg sauna,
solarium, rental for stretch of
river, show ng aninmals, skating,
snooker, swi nming, tennis (use of
public court) subscription to Turf
club, weight lifting/training.

Boxi ng, cricket/football/rugby/
tenni s mat ches, horse/ dog/ speedway/
stock car racing, school sports,
sSwi mmmi ng, wrestling.

Excl ude rental of audio cassettes -
see 603, and video cassettes -
see 604.

Birth certificate, driving test fee,
i mport duty, passport, search fee at
St Cat herines House.



SERVI CES -

773

775

780

782

784

786

787

788

Jan 91

Cont i nued

NHS paynents for dental and
ot her services

(I'ncluding itens undefined as
NHS or private but excluding
spectacl es - see 611)

Private nedical, dental and
optician fees

(excl udi ng spectacl es see 611)

Donestic help
(i ncl udi ng wi ndow cl eani ng)

Repairs to footwear and
materials for hone repairs

(Excluding repairs to footbal
boots and ot her sporting
footwear - see 788)

Repai rs and nai nt enance to
cassette/tape recorder radio,
tel evision, video, TV gane
hone conputer and nusi ca

i nstrunents.

Repai rs and nai nt enance to
ot her gas, electric and oi
appl i ances (not account)

Repaynent of |oans to clear
ot her debts

Repairs to personal goods and
repairs not codabl e el sewhere

(excluding nedical repairs -
see 773 or 775)

Anenity hospital bed.

Artificial teeth, chiropodist, ears
pi erced, eye tests, famly planning
clinic, health clubs/farnms
(residential attendance), nedica
certificate fee, nursing home and
conval escent fees, repairs to
spect acl es.

Baby sitter, gardener, N
contribution paid for donmestics by

enpl oyer, playgroups, private and | oca

aut hority day nurseries for children
sweep.

St ai ni ng footwear.

| nsurance nai nt enance contracts,
i nsurance agai nst theft for rented
itenms, tuning piano.

Servi cing, freezer maintenance
i nsurance premn umns.

Cigarette lighter, clocks, clothing,
ei derdown recovering, football boots
and ot her sporting footwear,
fountain pens, furniture recovering,
jewel lery, |awn nmowers (not
electric), mattress repairs,

sci ssors, skates sharpened, teapot
resilvered, unbrella, watches.



SERVI CES -

789

790

791

793

794

796

797

798

799

Jan 91

Cont i nued

Interest on credit, charge,
shop or store card account

C eani ng and Dyei ng
Laundry, launderette and hire

of washi ng machi ne

Hai rdressi ng, mani cure, beauty
t reat ment

Annual standi ng charge on
credit, charge, shop or store
card account

Subscriptions to trades union
pr of essi onal associ ations, etc

O her subscriptions

Charitable gifts

M scel | aneous servi ces not
assignable to any ot her code.

(I'ncluding rent for a new nmain
dwelling or a dwelling to

whi ch a househol d nenber is
novi ng eg on marriage).

This code is used in the D schedul e

only (P.36).

Cl eaning fur coat, dyeing footwear.

Bagwash, deductions from pay for
washi ng overalls, self service dry

cl eani ng.

Di at herny, hairdressing club

hair

pi eces and w gs (excluding NHS wi gs
and hairpieces - see 625), hire of

sunbed, tattoo.

This code is used in the D schedul e

only (P.36)

Contributions to strike funds.

Choir fund, conference fee, National

Trust, Ratepayers Association

Veterans Mtor C ub, Wight Watching
C ub, youth/social/welfare, working
men’ s/ masoni c/ buf f al oes/ Scout / Gui de

cl ubs.

Benevol ent funds, Bob-a-job charitable
organi sations (including donations),
church coll ections, entrance to bazaar
entrance to junble sale, pew rent,

school fund.

Architect’s fees, banns, bank
Charges, bleepers (if rented)

counter

cl oakr oom charges, court paynents

and costs, enptying cess pit,

hire

of deck chair, left l[uggage charges,
[ibrary subscriptions and fines,
managenent charge for bill paying

services (eg Homewi se - £5.00

per

nont h, Secure Hones - £1.50 per week),
not or vehicle towed away by police,
paynments to Medical Al ert Foundation
newspaper adverts, parking fines,
paynent to a friend/relative outside

househol d for DY job/work,
phot ocopyi ng, platformticket,

post

of fice charges for paying bills, public
bat hs (not swiming), rental (eg
hol i day TV, vacuuni carpet cl eaner

vi deo canera), skip hire, storage

Vi sa.



M SCELLANEQUS

801

802

803

805

806

807

Jan 91

Children’ s pocket noney

This applies to children under
16 who are in the househol d

Cash gifts and goods or

servi ces bought for persons
out si de the househol d
(including tips not assignable
to other codes but excluding
donations to charities - see
798)

(see Section N)

Savi ngs

Legal fees

(excluding fees connected with
novi ng house - see 958)

Private entertai nnent

(excluding children’s parties
- see 753)

(See Section L)
Funeral expenses

(see Section L)

A and B schedule itens paid direct,
collections for presents (if present
is known use the appropriate item
code), noney gifts to
friends/relatives outside the
househol d.

Annui ties, clothing allowance,
Christmas party noney, defence bonds,
deposit accounts, deposits in savings
banks, investnments in building

soci eties, |oan club/Co-op Savings

St anps, prem um bonds, save as you
earn, savings certificates, savings
seal s, savings/ sl ate/holiday/
Christmas/of fice clubs, school bank,
stocks and shares, tontine, unit
trusts. (Christmas club hanmper - see
199).

Executors’ fees and expenses,
paynents to |legal institutions and

| egal departnents of banks, paynents
for legal aid, solicitors’ fees
(excl udi ng conveyancing fees - see
958).

Contract catering for weddi ngs,
anni versaries, parties, bar
mtzvahs, (exc funerals - see 807),
fees for performers, group travel,
hire of accommodation, Kkiss-o0-gram

Contract catering for funerals, fees
paid direct to clergynen and
cenetery authorities, funeral
director’s fees, grave naintenance
charges, hire of hearses, turfing
grave.



M SCELLANEQUS - Conti nued

811

812

813

814

821
822
823

824

Not es

1

2.

Jan 91

St akes - football pools

Bookmakers, betting shops,
total i sator

Lotteries

O her betting

W nni ngs - football pools
W nni ngs - bookmaker, betting shops,
Wnnings - lotteries

Wnnings - other betting
(bi ngo, sweepstake etc)

A prem um bond win should be deleted as it

Bi ngo
fruit

(i ncludi ng admi ssi on charge)
machi nes, office “tote”

pont oon, raffles, spot-the-ball,
sweepst akes.

tote

These codes are used
in the D schedul e
only (P.37)

e N e e e N e

If winnings frombetting have been entered on pages 6-35 of the diary, transfer
themto Section 3 on P.37.

is regarded as a windfall.



| TEM

Hot neal s out

DEFI NED AS HOT
OR NOT DEFI NED
AS HOT OR CALD

Col d neal s out

DEFI NED AS COLD
Fi sh and Chi ps

(cooked itens
onl y)

Cooked neat and
nmeat products
not inroll or
sandwi ch.

Sweet pies

DEFI NED AS HOT
Cooked neat and
neat products
not in roll or
filling.

Sweet pies

DEFI NED AS COLD
OR NOT DEFI NED

FOOD BOUGHT AND CONSUMED AVWAY FROM HOMVE

EXAMPLES

1. Non item sed entries
descri bed as neal, neal out,
br eakfast, |unch, dinner,

supper, snack, sweet, dessert.

2. Chips on their own.

3. Chips priced separately
EXCEPT WTH FI SH AND CHI PS

4. Soup on its own.

5. Mushy peas

6. Pizza, quiche.

1. Non itemised entries

déscribed as nmeal, meal out,
br eakfast, |unch, dinner,

supper, snack, sweet, dessert.

2. Sal ad.

3. Shell fish.

4. Tuck shop (undefined)

5. Quiche

Cooked fish, cooked fish
fingers, cooked fish cakes
cooked fish croquettes,

cooked fish roes, etc.
Any of the above on their

own or with chips, peas, etc.

Itens described as fish-tea
fish-supper, etc.

Meat pies, hot dogs,
sausage rolls (see list at
code 123)

Hanbur ger s

Fruit pies

Kebabs (usual |y code 856)

Meat pies, delicatessen
neats, scotch eggs (see |ist
at code 123)

Fruit pies

WORKPLACE

840

840

840

840

840

AS HOT OR CALD

EATEN EATEN

ON PREM SES OFF PREM SES
843 855

843 848

843 847

843 856

843 857



| TEM

Toast ed

sandwi ches

DEFI NED AS HOT

Col d sandwi ches
DEFI NED AS COLD
OR NOT DEFI NED

AS HOT OR COLD

Cakes, currant

bread, pastries,
scones, etc.

Non- al cohol i c
dri nks

(excl udi ng soft
drinks and fruit
j ui ces)

Soft drinks

(excluding fruit
j ui ces)

Il ce cream

Sweet s and
chocol at es

Speci fi ed ot her

2b\ f eedi ary

Jan 91

FOOD BOUGHT AND CONSUMED AVWAY FROM HOMVE

EXAMPLES

Hot rolls with filling 841

Toast (with or w thout butter)
Cheese on toast

Cold rolls with filling 841

Roll or bread (with or
wi t hout butter)

Appl e dunpling (pastry), 841
banana fritters, bannocks,

bracks (Irish), bread puddi ng,
buns, cake (eg gateaux,
ecl ai res, sponge), cheesecake,
Chorl ey cakes, crunpets, nalt
| oaf , parkin, Petits Fours,

pi kel ets, teabread, torts.

Tea, coffee, mlk, drinking 842
chocol ate, horlicks, tea
clubs, etc

O ange squash, col a, 840
| eronade
Iced lollies (if they 840

contain ice cream, tubs,
cornets, Arctic Roll,
Dark Secrets

Excl udi ng biscuits, 840
wafers etc.

Potato crisps and potato 840
products

Fruit and fruit juices

Nuts and dried fruit

Bi scuits, wafers, shortbread
chocol at e coat ed

Yoghurts

Cheese, including Cheese

and Biscuits

Iced lollies (wthout ice
cream or unspecified whet her
i ncludes ice cream, ice pops,
i ce poles

WORKPLACE

EATEN
ON PREM SES

844

844

844

845

846

846

846

846

EATEN
OFF PREM SES

856

857

849

850

851

852

853

854



‘A AND ‘B
QUESTI ON
A19

A26b

A30/ 31

A32

A35/ 38

A80a
A72

A74

A64

AG6

A45

A45

Adda

A37a

Jan 91

SCHEDULE | TEMS

901

903

904

907

910

913
914

915

917

918

920

921

922

923

Rent/rent including
rates

Rates (N only)

VWat er rates

(Engl and and Wl es only)

Service charge, G ound rent

Mor t gage paynent

Central heating oil
Gas account

Gas board budgeting
paynent

El ectricity account
Electricity board
budgeti ng paynent

Structure insurance

Contents insurance

Mor t gage protection
policy

House endownrent

e N N e e N N e N

Col I ective comunity charge (GB only)
Per sonal comunity charge (GB only)

Col l ective community water charge
Per sonal conmmunity water charge
(Scotl and only)

Feu duty, (Scotland), chief rent,
conpul sory or regul ar mai nt enance
charges, site rent for caravan
(sanpl ed address)

Endownent, repaynent or pension
nort gage

I ncl ude standi ng charges, neter rent
and installation

Excl ude any rental of appliances or
regul ar mai nt enance

I nsurance on structure, furniture
and contents where they cannot be
split, boat insurance (if boat is
a hone)

Furniture and contents, persona
possessions eg furs, jewellery, TV,
boat (if boat is not a hone)

(Excl ude mai nt enance contracts - see
784, 786 and 948)



‘A AND ‘B
QUESTI ON
A49

A50

A50

A48

A53/ 55

A81

A81

A82a

A84d/ 88d
A84b/ 88b

Jan 91

SCHEDULE | TEMS - Conti nued

924 Li fe insurance
925 Private nedi cal insurance
926 QO her insurance
927 Private personal pension
930 Tel ephone account,

t el ephone budgeti ng paynent
932 TV rental
933 Vi deo recorder renta
935 TV licence
940 Vehi cl e i nsurance
941 Vehi cl e tax
942 Qutright new car purchase
943 Qutright second hand

car purchase
944 Qutright notorcycle

pur chase

(new and second hand)

Friendly Society |ife assurance,

annui ties, endowrent and endownrent
undefi ned, education endowrent, fixed
term assurance, death and buri al

(Excl ude house endowrent - see 923)

BUPA, HCS, PPA, PPP, WPA

Acci dent insurance, Friendly Societies’
si ckness i nsurance, works' sick cl ubs,
i nsurance for sporting activities,

ani mal insurance, rentokil insurance

(I'nclude Friendly Societies - see A50
for Iist of societies)

(Exclude Friendly Society Life
assurance - see 924)

Tel ephone st anps

TV set, cable TV, satellite TV, home
conput er, conbined TV and vi deo rental
TV and radi o aerial rental

TV stanps

Vehicl e tax stanps

Three wheel cars, notor caravans,
caravanettes, new car kits for self-
assenbly. Jeeps, |l androvers, lorries,

and vans used for private purposes.
(I'nclude unspeci fied whet her new or
second hand)

As for 942

Mot or assisted cycl es,
scooters, tricycles.

nopeds,



tAy AND tBy

QUESTI ON

Code 945 to 948 relate to work carried out
SECOND DWELLI NG

A100

A102

A103

A101

SCHEDULE | TEMS - Conti nued

945

946

947

948

Structural space
heating installation
(Contractor)

Capital inprovenents
(Contractor)

I ncl udi ng

Capital inmprovenents to
a new mai n dwel ling
prior to noving in.

Excl udi ng

Ti meshare (purchase and
capital inprovenents):
If in UK - see 215

I f abroad - see 999

Repai rs, decorations
and repl acenents
(Contractor)

I ncl udi ng

Repairs etc to a new
main dwelling prior to
novi ng in.

Excl udi ng

Rental on self-catering
hol i day hones etc:

If in UK - see 955

| f abroad - see 956

Ti meshare (running
costs):

If in UK - see 216
I f abroad - see 999

Structural space
heating repairs and
nmai nt enance
(Contractor)

by a CONTRACTOR in respect of a MAIN OR

Gas fired central heating, water and
hot air

Gl fired central heating.
Radi ators and hot air systens.

St orage heaters including under fl oor
heating (by electricity).

Open fires, closed fires, fireplaces,
Raeburn solid fuel cooker

Material s and | abour costs, bathroom
added/ noder ni sed, built-in furniture
(eg fitted wardrobes, kitchen units),
car port, cenent base for garage, new
garage, doubl e gl azing, garden shed,
sol ar heating installation.

Material s and | abour costs, private
road repair charges, rewring.

I nsurance prem uns (applies only when
‘central heating’ is witten beside
the entry in the diary).



‘A AND ‘B
QUESTI ON
A92

A92

A92

A109- 118

A109- 118

Al06a

Al07a

Jan 91

SCHEDULE | TEMS - Conti nued

950

951

954

955

956

957

958

Season tickets, BR
only

Season tickets,
bus/tube/ BR - any
conbi nati on of two
or all three

Season tickets, al
ot hers

Al'l holidays in UK

Excl udi ng

Money paid to friend/
relative for board and
| odgi ng - see 757

Ti meshare in WK
Pur chase and capital
i mprovenents - see 215

Runni ng costs - see 216

(See Section M
Al'l holidays abroad

I ncl udi ng
I sl e of Man, Channel
Islands and Eire

Excl udi ng

Ti meshar e abr oad:

Pur chase,

capital inprovenents
and runni ng costs -
see 999

(See Section M

Furniture
(new and second hand)

(excluding built-in
furniture - see 946)

Soft floor coverings

(i ncluding laying and
Maki ng up char ges)

e N N e e N N N N

Exclude travel for children to State
school s

Hot el s, boardi ng houses, hostels,
hol i day canps, canping site fees,
hire of accomodation (eg caravan for
self-catering holiday) savings for
children's holidays arranged by
school

Hot el s, boardi ng houses, villas and
apartnments (including food and travel
if inclusive), hostels, canping site
fees, hire of accomodation (eg
caravan for self-catering holiday,
savings for children s holidays
arranged by school

Package hol i days -

Advanced paynents, deposits, travel,
accommodati on, food and catering (if
this is included in a self-catering
package hol i day)

Beds, bedroom di ni ng room suites,
chairs, kitchen and bat hroom
cabi nets, tables, TV and vi deo
cabi nets

Carpets, carpet tiles (if soft), nats,
matting, rugs, rug wool, sheepskin
rugs, tufted carpets, underl ay.



‘A AND ‘B
QUESTI ON
A104b/ 105a

A95¢C

A97h

A98d

A93

A119b

Al24d

Al25c

A128b

A129b

Al32a

Al40a

SCHEDULE | TEMS - Conti nued

959

960
963

966

969

970

975

977

980

981

984

985

986

988

Movi ng house expenses

Loan i nstal nent paynent

HP or credit sale
i nstal ment paynent

Cl ub instal nent paynent

(i ncluding repaynents
of informal cash | oans
- see Section N

Credit, charge, shop or
store card account
paynent

Bank service charges
School neal s

School bus or train
travel and bus or
train passes

Fees or nmi ntenance for
educati onal courses

Fees or private tuition
for |eisure courses

Fees or nmi ntenance for
educati onal courses

Mai nt enance or
separation all owance

Money given to other
spenders in the
househol d

Money set aside for
paynment of bills at a
| ater stage

(Postal orders -
see Section 0)

— N e

Conveyanci ng, estate agents’,
surveyors’ and valuers’ fees. Renpbva
charges (if they include |abour) and
storage charges connected with novi ng
house.

I ncl ude deposits on HP purchases

Budget or option account, Check
trader, Cub run by a shop, Ml order
cl ub/ organi sation, C othing clubs

Excl ude i nterest

Only for children attending State
school s

For persons in the househol d

For persons in the househol d
Excl ude nmenbership fees, playgroup
day nursery

For children aged 16-24 outside the
househol d

Postal orders paid for but not used
during record-keepi ng (ot herw se code
to the item purchased)

Bank budget account

Honewi se (exc managenent charge - see
799)

Secure Hones (exc managenent charge
see 799)

Money set aside for household repairs,
hol i days etc



tAy AND tBy

QUESTI ON

B71a

B72a

B69a

B67

B73a

B73b

SCHEDULE | TEMS - Conti nued

990

991

992

996

997

998

999

2b\feediary. ab

Jan 91

Regul ar nati onal
i nsur ance
contri butions

Lunp sum nati onal
i nsurance paynents

I ncone tax paynent

Purchase of QAP
concessi onary bus
passes, permits,
tokens or tickets

Money sent abroad to
private individual

Money sent abroad to
charity

Any other A & B
schedul e paynents

Include NI not specified

I nclude transfers between |ong term
savi ngs accounts, property and

ti meshare abroad - purchase, capital
i mprovenents and runni ng costs.
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