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HOWTO EDI'T I N CADI

COMPUTER ASSI STED DATA | NPUT (CADI)

CADI (Computer Assisted Data Input) is used for editing data the Househol d and
I ncome questionnaires. The CADI programis an interactive system The editor
either codes or edits a form and after conpletion activates the check option
to test for errors. Detected errors are reported and explained on the screen.
After elimnation of all errors, clean data is saved and stored.

The screen layout of the CAD program is the result of an attenpt to
reconstruct a paper form on a conputer screen. However there are some
differences, there are no question nunbers and a question is indicated by nane
rather than the full question text. However the full infornation is always
avai | abl e in hel p wi ndows.

CADI allows the editor to nove freely around a form It does not force the
editor to code or skip questions.



THE MAI N MENU

The Main Menu is the first screen that you will see in CADI. The nmenu lists
the tasks that the CAD program can perform An option can be selected by
novi ng the cursor arrow keys until the option is highlighted, then <ENTER> is
pressed. Selecting and activating an option is always explained in the bottom
[ine of the main menu screen.

New f or ns
Process old form
Locate forns

C ean forns
Dirty forns
Suspect forns

I ntegral check

Exi t

New f or ns

This option should NOT be used unless instructed to do so by the supervisor.
Process ol d forns

This option is used to access a form that already has data entered. It is
selected to edit the Household and Income questionnaires by the editor
assigned to the case.

Locate forns

C ean forns

Dirty forns

Suspect forns

I ntegral check

These options should NOT be used unless instructed to do so by the supervisor.

Exi t

By selecting and activating the 'Exit' option one stops and exits the CAD
pr ogram



THE SCREEN LAYOUT
I nformation bars

The top and bottom line of the screen contain useful information about the
guestionnaire and the operation of the CAD program

The two fields on the left indicate that you are currently working in a CAD
program generated by the Bl ai se software. The third field contains the nane of
the form For exanple, HHOLDLO for the Household questionnaire and |ND V10
for the I nconme questionnaire.

The fourth field shows the nane of the 'Block' (ie. a group of questions on a
related topic), that you are presently working in. The right hand field
di spl ays useful nessages which aid the process of entering and editing data.
For exanple, it will indicate whether the formis in error or is clean.

The questionnaire screen

The rest of the screen presents a view on the part (page) of the formyou are
presently working on. The questions are identified on screen by short nanes of
at nost eight characters. Sonetines these may seema little cryptic, but there
is a function to enable the full question text to be viewed. Every nane is
followed by a highlighted field in which an answer nust be coded.



HELP W NDOW5

A help window may be activated at any time whilst in the CAD program by
pressing <F1>. The help w ndow displays the neaning of all relevant keys. If
you press <F1> in page node you get the follow ng screen:

PACE KEYS
Ent er Next question
Ent er Store form
/ Up/ Down
/ Left/Ri ght
PgUp/ PgDn Previ ous/ Next question
Hone/ End Fi rst/Last question
Horme/ End Previous/ Next error
Tab Max. error
[/] Don't Know
F1 Junp on/ of f
F1 Junp to question
F2 Edit node
F3 Check form
F4 Show error nessages
Shft-F4 Show question text
Ql-F4 Make renark

As soon as a key is pressed the Hel p wi ndow wi |l di sappear.

Saving and exiting forns

To save and exit a form press <CONTRCL ENTER>.




ERRCRS | N CADI

Hard and soft checks

The CADI programcarries out checks on the entered data. There are two types
of checks. Hard checks require the editor to change an answer to resolve the
i nconsi stency whereas soft checks can be over-ridden by the editor. Hard
checks are used for situations that are logically inpossible, such as a person
stating early in the questionnaire that they are self enployed and later that
they are an enployee in the same job. Soft checks stop the questionnaire when
unusual but possible answers have been entered. The answer nay be changed or
suppr essed.

How to identify an error

An error is indicated by a nunber to the left of the highlighted field. This
figure shows the nunber of errors associated with a particular question. An *
reveal s that a question has ten or nore errors.

To reveal the error nessage, press <F4> and an information wi ndow wll appear
on the screen. The window will not only explain what the error nmeans, but it
will also indicate whether the check is hard or soft. A hard check wll be
referred to as an 'Error' and a soft check will be called a 'Warning' .
Sormetinmes a check will appear to be very conplex because it covers a lot of
different questions. You will becone famliar with the nore conmmon conplex
checks; but if you are not sure what a check neans ask your supervisor for
gui dance.

Suppr essi ng soft checks

A soft check can be suppressed: this is achieved by pressing <SH FT F3>. (nce
<F3> has been pressed the errors associated with the soft check will
di sappear. The suppressed warnings of soft checks can always be re-activated
by pressing <CONTROL F3>.

A soft check should be suppressed only if you are satisfied that there is no
error, e.g. because there is an explanatory interviewer note or the
ci rcunstances of the case suggest that the information is correct.



Di spl ayi ng the question
To reveal the full meaning of the question, press <SH FT F4> and a wi ndow wil |

appear on the screen which will reveal the full question text and the answer
code range

Junping to errors
I nstead of paging through the form errors can be 'junped to'.

<CONTROL HOME> this key conbination noves the cursor to the previous
question involved in an error

<CONTROL END> this key conbinati on noves the cursor forward to the next
question involved in an error

<TAB> this key noves the cursor to the question with the highest error
count. Correction of this question often renoves many ot her errors.

Changi ng answers

To anend an answer, sinply enter the new code. Wen one starts to type, the

old answer will disappear making room for the new answer to be entered. | f
one is in the process of typing the new answer, and one decides that the
original answer was correct, it can be restored by pressing <ESC>. |f <ENTER>

has been pressed after keying the new answer, then the old answer has really
been del et ed!

Edi ting individual answers

Soretinmes only a small change has to be nade to the existing answer. This is
what the F2 function key is for. Once pressed the program sw tches from page
node (the default node) to edit node. The old answer is not deleted. The
cursor points at the first character of the text and any anendrments may be
execut ed.

Cancel | i ng changes
It can happen that the wong form has been anended. The old form can be

restored to its original status by pressing <SH FT F2>  This will cancel al
changes.

Vi



Checki ng and updating the form
The check key <F3>, wll update and recalculate the errors on a formthat is

in use. This should be carried out regularly in order to access editing
pr ogr ess.

Ceaning a form
Wien is a formcl ean?

Wen a formis clean ie. there are no errors

left, the top infornation bar
will state "Aean form in the last highlighted fi

f t
el d.

Saving and exiting formns

To save and exit a form press <CONTRCL ENTER>.



FACT SHEETS

The paper diaries are sent by field interviewers directly to Titchfield and
matched up with the fact sheets there. The diaries are then keyed in
Titchfield. The cases are sent up to London approxinately once a week for
editing of the Household and I ncome questionnaires.

Wien the case is returned the London editor should check to see if there is a
signature at the coder box on the outside of the file cover and then proceed
to edit the case. From April 1995 only 10% of all cases will be verified but
this will be admnistered at Titchfield and there is no action to be taken in
London.

Wien entering the Household Questionnaire check the nanes against the fact
sheet to be sure it is the correct case. Also check the fact sheet for any
notes, abatements etc. Please mark the notes with a brief description of the
action taken; abatenments should have a note of the original value witten
against them (There is no other way of knowing the original value once the
abated figure has been entered).

The same procedure applies to the Income Questionnaire. Take care to enter the
correct case (nore care is needed as the nanes do not appear on the |ncone
schedul €). Any action resulting fromthe fact sheet should be clearly noted by
the editor.

There will be a note on the fact sheet if there are period codes 12 and 13 on
ei ther schedul e. These MJST be recoded.

The grid at the end of the fact sheet should then be conpleted by the editor
with any extra information that may be rel evant.

viii



MAI N PROCEDURES FOR EDI TI NG THE HOUSEHOLD AND | NCOMVE QUESTI ONNAI RES | N CADI

1. Ensure that the CORRECT fact sheet is attached to the case,
ie that the serial nunber on the sheet matches that on the budget cover.
2. Select 'Process old forns' fromthe CADI Main Menu.
3. Key <F5> and sel ect the serial nunber of the case to be edited.
4, Check that the nanes and ages listed on the Fact Sheet match those in
the household questionnaire. (If they do not then exit the

questionnai re <CONTROL ENTER> and repeat steps 1 to 2.)

5. Edit the Household and Incone questionnaire and carry out any
questionnai re abatements and ot her editing actions.

6. I nt ervi ewer notes
It is essential that interviewer notes on the fact sheets are read
carefully and any necessary action taken. This
coul d mean amendi ng, recodi ng or even deleting a question.

7. Don't Knows and m ssing val ues
Al Don't Knows (DKs) and mssing values will be blanked on the edit
questionnaire and, wth a few exceptions, nust be inmputed. The
exceptions are:
Bl ock Vari abl e

Househol d Questionnaire

QVORT I ntL12M

QCSTI NS Strl Prem NB Strl Val / Persl Val nmust be
answer ed

QCSTI NS StrlPrc NB Strl Val / Persl Val nmust be
answer ed

QVEH CLE Li stPr NB Band nust be answered

BANK SrvChgAm

CEDGRANT Annval
CEDGRANT AnnFees
QEDGRANT Pai dDi r



Don't Knows and m ssing val ues (cont)
I ncome Questionnaire

d_SLFJBL/
d_SLFIB2/
d_SLFJB3 SeProfi t

j _ADI TES TesAnt Only if TesDK is refusal
TesDK

j _BULD Bl dAm Only if BldDk is refusal
Bl dDK

j _BANK BkAM Only if BkDk is refusal
Bk Dk

j _NTSV1 Nt At Only if NIDK is refusal
NTDK

j _NTSV2 Ns At Only if NSDK is refusal
NSDK

j _BOTH Bot hAm Only if BQhDK is refusal
BQ hDK

j _TSTK a hAm Only if OTHDK is refusal
OTHDK

Refer to the fact sheets for interviewer notes about mssing values. |f
in doubt about inputation, refer to supervisor.

Changes to routing
Editing changes may result in additional questions being routed. If this

happens, refer to supervisor, who will decide whether the case needs to
be referred back to the interviewer.

Referrals to Research O ficer (RO

Certain types of query will need to be referred to the Research O ficer
(RO: these will be indicated in the instructions.



10.

11.

Diary
The paper diaries are keyed, verified and range checked by editors in
Titchfield, and then returned to London.

The sane London editor who edits the Household and | ncome questionnaire
for a case will be responsible for carrying out abatenents to diaries
for that case.

Detailed instructions for keying and editing the diary are given in the
separate Diary instructions.

PAB_DONE
When all editing and abatements have been conpl et ed, code in bot h
t he Househol d and | ncome questionnaires the question PAB DONE as 1

ie. all editing conpleted.

CASES ARE SENT TO CSO EVERY WEEK: | F PABDONE |'S ACCO DENTLY CODED 1 THE
CASE NMAY BE TRANSM TTED WTH ERRCORS. If you want to ensure that all
other errors are cleared press F3 and then Honme followed by
Control/Enter. The only error should be PABDONE.

See Diary Instructions for coding PAB DONE in the diary.

PAB DONE nmust not be coded 1 until ALL editing is conpleted.

Xi



[ NAO11

Sorreone shoul d be coded as an absent spender if they are absent for the
placing interview and are not expected to return within 7 days.

There shoul d be proxy information for themin the Income
questionnaire and a nil expenditure Blaise diary.

Do not del ete occupation details in the Income questionnaire for absent
spenders unless there is an allowance at k ALLOAR SpouseA in which case
refer to RO for decision
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Fost er

School

Re-code Foster "No" if interviewer note states that child is adopted,
not fostered.

The edit program warns if there are inconsistencies between children's
ages and the school s they attend.

Change the type of School to fit the child's age unless there is a
satisfactory explanation frominterviewer.

Youth D aries

From April 1995 children between the ages of 7 and 15 will be given
the option of keeping a diary. Very little action is required by
London editors. If the Interviewer code "1" has been ringed on the back
of a youth diary it nmeans that the interviewer has sonme doubts about the
contents. This will have been picked up by the supervisor and referred
tothe RO If it is decided that the youth diary is suspect the rest of
the household will not be rejected but the editor will need to change
the variable DiarStat to 3. No other action is necessary.
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Rentfree

1)

2)

3)

Accept as rent free if the situation satisfies one of the fol | owi ng
criteria:

Acconmodation is sonetines provided rent free by an enpl oyer, or by
an organi sation to a sel f-enpl oyed informant, e.g. Church of England
clergy and ninisters of religion. Ignore even if anount is known.
Accommodati on i s owned by sonmeone outside the househol d (ot her t han
enpl oyee) who provide it rent free

Acconmodati on where an unknown rent is paid by soneone outside t he
househol d (other than an enpl oyer) who provi des it rent free.
Accommodation is not treated as rent free if a known rent is pai d
by soneone out side the household (other than an  enpl oyer). I f this
applies treat accommodati on as rented and recode at rel evant
guestions. Be sure that any anounts are also  shown at EXPA VE
qguesti ons.
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Rent

Rent O

If "dk', "I'l''" or blank, IMPUTE value from CPFA tables if household is
in England or Vales, fromthe Scottish rent tables if the household is

in Scotland. The average Northern Ireland figure is currently ,29.63.

Rent for Garage

If the interviewer has noted that the 'rent' includes an elenent for a
garage, whether on the prenises or for a garage el sewhere, accept at
this question.

There is a check that the weekly rent should be less than the weekly
values included in rent for council tax, council water charge, rent
rebate and services. |If this check has been suppressed by the
interviewer refer to supervisor.

Refer to supervisor any case where this has been coded 3 and the check
suppr essed.

COwi nrt

CG nrtam

Owi nrtam
If coded DK or nmissing refer to RO (Bear in mnd that the Counci |
tax band nust still be answered at CTband).

Rent hday

If a note indicates that the rent includes arrears and Renthday is coded
1, recode Renthday to 2 and apply the rent holiday period to the nornmnal
rent paynment excluding arrears at Rent. Any rent rebate will also need
to be adj ust ed.

The factor to be used in any rent holiday calculation is

52 - Rent holiday weeks

52
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Rebt reb
Any rent rebate received should be entered at Rrant. Anyone on | ncone
Support will autormatically qualify for maxi mum housing benefit and
will usually be allowed up to 100% council tax relief.

RBAI |, Rrant

[f "dk', '"I'l''" or blank, IMPUTE value from G PFA tables if household is
in England or Vales, fromthe Scottish rent tables if the household is
in Scotland. The average figure for Northern Ireland is currently

,29. 63.

Whi chSV
A soft check will appear if the rent includes an elenent for services.
If necessary, deduct that elenent from the rent and transfer to the
rel evant question, i.e. contents insurance to QCSTINS/ Strl Type and t.v.
licence to QI'V/ TVLi ce. See notes bel ow.

Local authority budgeting schenes

Sorme local authorities run a budgeting scheme for their tenants
in which a proportion of their electricity and/or gas charges are
included in the rent paynents.

If an elenent for fuel has been included in the services it
should be deducted from QRENTSI/Rent and transferred to
(BERVI CE/ EACANt or (BERVI CE/ GacAnmt. Code as other nmethod at the
electricity or gas questions. The fuel paynments should still be
transferred unless it is clear froman interviewer's note that it
has already been included at these questions or the two anounts
are the sare.

If a fuel elenent has been included at

QRENTS1/ Wii chSV, QRENTS1/ Ot her SV but the amount is not
known, it should be inputed using current gross weekly
househol d i ncone and dealt with as in previous paragraph

If the rent becomes negative or there is a rent rebate, refer to
supervi sor.

Hot water /If hot water is included in rent and is supplied from a central
source i.e. block of flats, it is correct to include it here, do not delete.

Cooking/Lighting If the amount is known it should be transferred to
electricity or gas questions. If the amount is not known inpute, using current
gross weekly househol d i ncone.

Qher services included in rent If gardening, w ndow cleaning, lift or any
other services are included in the rent and if there is no anobunt at SvVant re-
code RentinSV to 2. Do not anend rent.
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PayRant

NRV
If Northern Ireland rates are not known, inpute using the formula:
NRV X domestic rates poundage
The poundages are included at the back of the council tax
i mput ation fol der.
HBant

Mssing NI rates rebates will be supplied by Research.
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WESep
Vat amt
Sewant
Waant

Refer to Research cases where water/sewerage rates are

1 pai d by soneone out si de househol d
1 not yet paid at this address
1 dk or m ssing

Scottish water rates are included with Council Tax
payrments and nust be inputed at QCOUNTAX CTWat.)

Accept

1 arrears of water rates

1 | and drai nage charges
QCHARGES

1. Central heating oil If this is included as a part of a
regul ar mai ntenance charge the amount for central heating
oil, if given separately, should be transferred to
QCHEAT/Q 1 Ant. If it is not given separately, it should be
i mputed using current gross weekly household income. The
i mputed anount should be deducted from the total anount
shown at this question and a three nonthly equivalent
entered at QCHEAT/ Q| Ant .

2. Central heating maintenance charges If included in the
service charge, and can be identified separately, it should
be transferred to Q MPROVE/ Anount.

3. Private road construction charges Delete.

4, Private road repair charges Delete.

5. Garage rent _and rates (if given separately) Delete.

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

this should be deleted and transferred to QOSTINS Strl Prem
- Househol d questionnaire if the anount can be identified.

I f amounts cannot be identified at 2 and 6 refer to RO
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QVORT

There are basically two types of nortgage: a 'repayment' nortgage and an
"interest only' nortgage. The exception is property bought under a co-
owner shi p schene whereby the househol der pays both nortgage and rent on the
sane property. For the purposes of the FES any property bought as co-ownership
is treated as owned and any rental paynent (if known) should be added to the
nort gage payment.

QVORT
Onnt ype

If there is an interviewer note indicating that the nortgage is not for
purchase and shoul d, therefore, be at QLOANS, refer to RO

Pur cAnt

refer to RO cases where a note states:

1 the current nortgage was transferred from anot her home

plot of land was bought outright but the building of the sanpled
property was financed by a nortgage

if the purchase price is mssing and there is no chance of making
a good estinate
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Mort Type

If a note states that there are two concurrent nortgages for purchase of
the same type, eg both are endowrents, details of the snmaller nortgage
shoul d have been included in a note. Add to the larger nortgage details

at all relevant questions.
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Mor t Pay

If the last nortgage paynent is missing inpute from the nortgage
inputation tables provided with the instructions. Check w th supervisor
for current interest rate.

If the last paynent includes arrears, accept.

If the repaynent of the principal/capital elenment has been waived
because the person has become unenployed, redundant etc, but the
interest elenent is still being paid then this should be treated as an
"interest only' nortgage and the paynents entered at MortPay only.

Menpol am

If the endowrent policy premumis DK inpute fromcurrent gross weekly
househol d i ncone table (life insurance category).

Menst yr
If the year is nmissing it should be inputed fromthe nunber of years the
househol d has had the current nortgage at QVORT/ MortLen.

I ntL12M
If the interest is not given do not inpute it and do not enter any dates

at QVORT/ | nt Per BM - QMORT/ | nt Per EY.
Mor t Pr ot

Check the policy/ies cover at ProtType and inpute the premun(s) as foll ows:
If there are separate policies each premumis recorded separately.

Death only policies:
i mpute 6.5% of the nortgage paynent at |ncMPAM

Redundancy and/or si ckness poli ci es:
i mpute 6.5% of the nortgage paynent at |ncMPAM

Conbi ned deat h, redundancy and/or sickness:
i mpute 13% of the nortgage paynent at | ncMPAM

DO NOr DEDUCT TH'S AMOUNT (supplied or inputed) from the l|ast nortgage
payment .

QVORT/ WhoPay

If the interest payment is paid direct by DSS then it should be accepted at
this question, but it should also be added to the income support received at
g. BENEFS/ Filter (Incone Support), Incone questionnaire (provided it has not
al ready been included there).
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QVORT: MortProt, WoPay
see previous page for editing instructions.

QCSTI NS
1. TV sets, videos, TV ganes, hone conputers, washing machines etc. Check
whet her insurance is for fire and theft or nmaintenance. |f 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 12.01. 11

in the diary if paid during the record-keeping period. |If for
nmai nt enance, it should be coded in the diary as 12.01. 11

if paid during the record-keeping period.

2. | nsurance on deep freezers: |f no reference has been nade as to whet her
the premium paid is for contents or naintenance, assune all is for
contents and accept at this question. |If a note says that the prem um
covers contents and mai ntenance, code 75% to contents, and enter at
QOSTINS, and the renainder to naintenance. The mai ntenance el ermrent
shoul d be accepted in the D aries as 07.02.10
if it is paid during record-keeping period.

3. | nsurance on_ Caravans/ houseboats: |If the sanpled address is a caravan
or houseboat then the prem um should be coded as structure insurance at
QCSTINS/ Strl Type. If not the sanpled address, accept as insurance on
personal possessions at QOSTINS/ Strl Type.

4, Central heating rmaintenance contracts should be included at
Q MPROVE/ Chnfi I t.

Strinc

A check will appear if Strinc is coded 1 (yes) but StrlPremis greater than
the amount at MrtPay. |f suppressed by interviewer and there is no
satisfactory note refer case to RO

StriPremand StrlVal m ssing

If neither the premium nor the insured values are given. The premum for

structure and the premium for furniture and contents should be inputed using
current gross weekly househol d i ncone.
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QOOUNTAX CTband

Nearly everyone in England, Scotland and Wales are liable to pay Council Tax.
The only exceptions are; dwellings occupied only by students and dwellings
owed by the Mnistry of Defence as armed forces accommodati on. However, in
sone cases a landlord will be liable for the tax on certain houses in nultiple
occupation i.e. bedsits, also the owner of a residence of a nmnister of
religion will be liable. This does not include a Church of England mnister
where the Church will be responsible. Church of England stipends and other
mnister's salary shoul d be abated accordingly.

Council tax rebate Clrebate will usually apply to informants on | ncone Support
or those on a | ow i ncone.

CTAmM / CTl nst al / CTAnnual

A soft check will be triggered if the amount at CTAm rmultiplied by CTlnstal
i s higher than the nmaxi mum amount for the band for any local authority in the
country. There will also be a soft check if the difference between CTAm and
Clinstal and the amount at CTAnnual is nore than 20% |If there are no
interviewer notes refer to supervisor.

CTvat

From April 1995 all Scottish water charges are to be inputed at CWat with the
correct period code. (Scottish water charges can be found with the Council Tax
tabl es).

Cro
If CTO = 2 'exenpt from Council Tax'

Al cases where a respondent has clained that they are exenpt fromthe
Council Tax wll trigger a soft check. A conplete exenption from the
Council Tax is relatively rare and the circunstances of the househol d
should be checked against the definitions of exenptions. If the
househol d does not appear to be eligible the code should be changed to
"1" indicating that there is a conbination of discounts/rebates which
results in the respondent paying no Council Tax. You will then need to
i mput e benefit (see instructions bel ow.
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CTrebat e

If the council tax benefit is DK

1. Look up the set charge for the relevant valuation band for the |ocal
authority using the council tax band inputation table provided by
Resear ch.

2. Reduce the anmount payable by 25% (or rarely, 50% for any status
di scount at CTdi sc.

3. Deduct any transitional reduction shown at CTTrRdJAm If CGTrRdAmis al so
coded DK recode CTTrRed to No, ie assunme no transitional reduction is
recei ved.

4, Subtract from the remainder the annual anmount of council tax paid, if
any. This will be calculated fromthe amount at CTant and the period at
CTfrg. No calculation is required if Clant = 0.

5. If both Clamt and Clrebate are DK and at |east one person in the
househol d is receiving Income Support or some other benefit at present
assume 100% council tax bnefit unless a status discount is also allowed
in which case the benefit will be 75% (or, in the rare cases of 50%
status discounts, 50% of the set charge.

CTTrRed

If the amount of transitional reduction is not known, recode CTTred to No.

FACI NG 123



QPENSION Fi | ter

If a lunp sumis paid or a lunp sumplus regular paynent, it needs to be
amended to an annual premum provided the paynent(s) is in the last 12
nont hs.

Editing

If the anount of the last prenmiumis not given inpute the anount, using
current gross weekly househol d i ncome (Life |Insurance category).

Q.| FE/ Li nstype

1.

Any nortgage protection policy, including a separate term
assurance policy covering a pension nortgage, should be
transferred to QVORT/ Mort Prot.

Any kind of endowrent insurance (eg life and endowrent, death and
endownent or education endowrent) but excluding house endowrent
shoul d be coded 2 at Linstype.

An endowrent policy for a nortgage on a second dwelling should be
coded 01.06.03 in either the Dary or at QCSTORD Filter. Delete
any entry at this question.

If a life assurance policy includes an elenment for personal
accident and the two conponents are given separately then the
life assurance conponent should be coded 3 at this question and
the personal accident conponent transferred to QVEDI NS/ Filter
(code 1). If the two conponents are not given separately, the
total armount should be coded 5 (other) at QI FE. Li nsType.

I f superannuation and wi dows' and orphans' insurance is deducted
fromsalary, it should not be entered at this question.

Editing

M ssing paynents are to be inputed using current gross weekly househol d
income (Life Insurance category).
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QVEDI NS/ M nst ype
(Medi cal and ot her insurance policies)

Personal accident (code 1) includes:

i V.

Per sonal accident and fire.

Transfer half the recorded anmobunt to QOSTINS and code to furniture and
contents. Code the remainder at this question.

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

Transfer half the recorded anmount to QOSTINS and code to personal
possessions. Code the remai nder at this question.

Per sonal consolidation policy.

Pol i ce group insurance.

Editing

If code 10 is entered in the Ofice Use box a soft check will appear. Check
the "type of policy' to see if this should be recoded as 1 to 9 or transferred
to another question. See description above of codes 1 to 9. If the premumis
not given inmpute fromcurrent gross weekly househol d i ncorre.
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Ceneral notes on tel ephone paynents
BERVI CE/ Tel ePr es

Mercury tel ephone paynents shoul d be accepted. If both BT and Mercury paymnents
are recorded, conbine the amounts with adjustnents for differences in period
codes.

| nput ati on
If a paynment is not known i.e. infornmants have recently noved into the
household, newy narried couple etc., inpute a value using current gross

weekl y househol d i ncorme and enter appropriate period code.

Abat enment

Check the fact sheet for tel ephone abatement and abate by the percentage shown
(noting the original value on the fact sheet) Be sure to enter 1 at the
appropri ate abatenent marker. Check that there is a clai magainst tel ephone at
d. SLFIB/ SeBExTyp in the Income Questionnaire. If the abatement is DK abate by
66% |f abatenment is 100% abate by the number of roons. See instructions at
SeBusExp in the I ncone Schedul e instructions.

Shar ed t el ephone

If a telephone is shared by nmore than one househol d the account in whose nane
the telephone is installed will receive the bill. This should have been
entered nornally by the interviewer and the anount the informants actually pay
shoul d be entered at Tel ShAmt.

Mobi | e phones

Excl ude paynents for nobile phones until March 1996.

Cabl e phones

If a payment covers telephone and television supplied by cable, only the
t el ephone conponent should be entered at the tel ephone questions. If no split
can be made, refer to RO

Rental paid by DSS
If the rental is paid by Social Services, only the amount paid for the calls
shoul d be entered at QSERVI CE/ Tel AcAnt.

Install ation charges
Install ati on charges should be accepted here. Refer paynent for a tel ephone
alarmline to RO

Tel ephone expenses REFUNDED by enpl oyer
If all or part of the bill is refunded check that an anount refunded has been
entered at QREFUNDS and abate the anounts at the tel ephone questions.

Tel ephone REFUNDED by soneone out si de the househol d

The whole account should have been entered at TelAcArt and the outside
contribution entered at QXPA@ VE/ Filter. If it does not appear there, enter it.
Code 1 or 2 should have been coded at Tel OPay and the respondent's share of
the bill at Tel ShAmt.

Tel ephone account PAI D DI RECT by soneone outside the househol d
If all of the bill is paid direct Tel eHow should be coded 3.

FACI NG 126



Ceneral notes on Electricity and Gas supplies

The followi ng are excluded fromthese questions: -
a) Electricity generated in a private plant.
b) Bottled Gas, i.e. calor or Butane

If the account is in credit, the last payment should be accepted also
instal | ati on charges shoul d be accepted here.

| nput ati on

The last account paid at a previous address should be accepted. If it is not
known or the household has not occupied a previous address, inpute an anount
usi ng gross weekly househol d i ncone.

Payrment s nmade direct by DSS

If electricity or gas is paid in this way the anounts wll be entered at
DSSHI ecF or DSSGasF. These anounts should then be added to Income Support. If
in doubt, refer to supervisor.

Last paynent - board budgeting schene

If the last payment was a correcting payment, it should still be entered. Any
mai nt enance charges should be excluded from these questions and entered at
CHWilt. If both the last payments and the charge on the |ast advice are not
known i npute a val ue based on current gross weekly househol d i ncone.

Abat enment

If there is an abaterment to either gas or electricity charges check the anount
on the fact sheet and anend the abatenent nmarker to 1. If the abatement on the
fact sheet is DK for both gas and electricity abate by the nunber of roons.
See I ncome Schedul e instructions at SeBusExp.

TVLi ce

If the anount spent on a TV licence is not known then inpute the current cost
using the amounts given below. Unless 'black and white' is stated, assune a
colour TV licence was purchased and that it was bought at the time of
i nterview

The cost of a TV licence is given bel ow

From April 1994 From April 1995

Col our ,84. 50 ,86. 50

Bl ack and Wiite ,28. 00 ,28.50
Do not inpute an anmount where TVLice = 0 and an interviewer note confirns that
the respondents have not paid for a licence in the last 12 nonths.
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QVEH CLE

Filter 1 and Filter 4/
RoadTax

Carl ns

If an entry for notor vehicle insurance is not known inpute a value, based on
current gross weekly household inconme. Also inpute appropriate vehicle tax if
coded DK using road tax inmputation tables. In both instances check that no
amount is entered if the tax or insurance is paid by an enployer or firm

Oomn

Ford Qption and simlar schemes should be coded as | easing (code 2 at Oan).

Fi | ter2/ PayMet h

1 Check that if a vehicle was bought with a loan or h.p. (coded 1 or 2 at
QVEH CLE/ PayMet h) that details have been entered at QOANS or QHP. |If
they have not been entered, refer to Research.

1 If a vehicle is coded 3 (enployer loan) at PayMeth, but the coding at
QQOANS/ O g has to be changed from6 to codes 1-5 because the enpl oyer is
an organi sation which grants credit to the public, recode PayMeth to 1.

Fi | t er 2/ Car pam

1 Do not abate the cash price at QVEH CLE Carpant because of inclusion of
road fund tax, insurance or part exchange.

1 Del ete any car bought on the day of the interview

Fi | t er4/ Car Prov

If a self-enployed person does contract work for a firm which provides a
car/van for his continuous use, QVEH CLE/ CarProv shoul d be coded 2 (no).

Abat enent

If there is a vehicle abatenment but the percentage is mssing abate by 33%
providing there are values at the tax and insurance variables. If there is a
car and a van at QVEH CLE al ways abate the van. If there are two cars in the
househol d abate the car with the highest value insurance. Abate any petrol in
the diary in proportion to the nunber of cars in the househol d.
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Li st Pr
Band

If ListPr and Band are both DK, make and nodel and registration letter shoul d
be given. Look up list price using @ass's Qide, which is kept on the
supervisor's desk. If insufficient information about nake/nodel is given refer

t o supervisor.
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(BEASON
Season tickets should be coded using conputer-assisted coding as foll ows:

11.02.01 rail and underground season tickets
11. 02. 03 bus and coach season tickets
11.02. 05 conbi ned rail/bus season tickets

Excl ude:
1 one day travel cards

passes that enable people to obtain reduced fares but which are not
season tickets in their own right

QAP concessi onary bus passes and pernits
rail cards; bus clipper cards
STATE school bus and train passes which are covered at QIRAVEL

Accept at QBEASON but delete from QTRAVEL if entered there

1 Season tickets for travel to PRI VATE schoo
1 Bus or train passes to PR VATE schoo
QCREDI T

If DK Is coded at ChgAnt inpute using Mneyfacts.
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QLOANSA

Og

A soft check will appear if QLQOANS/Org is coded 6. If the informant's
enpl oyer grants credit direct to the public as part of its business then
the question should be re-coded 1-5 as appropriate, otherwise it should
be left as code 6.

article, both loans should be coded as two separate agreenents. The
cash price shoul d be apporti oned between the two.

If there are two loans from separate sources in respect of the sa

Loanrep

(i) If the last paynment QQANS/ Loanrep is not given and there
is an interviewer note indicating that the informant has
not actually nade any payments, the whole record shoul d be
del eted and QLOANS/ Loanrep recoded i f necessary.

(ii) If the last paynent is not given and there is no
interviewer note or it is not clear whether the informant
has made any paynents, refer to RO

(iii) If the informant has agreed to pay ,X in
instalnents but prefers to pay variable anounts,accept
amount paid last tine at QLOANS Loanr ep.

(iv) If the outstanding debt for a particular item is

subsequently paid off in one payment, this should be
accepted even if the initial payments were interest free.
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Li t empur/ PABEDI T

Itens

shoul d be coded using conputer-assisted coding. Special care is

needed for two types of |oan:

Season tickets

Enter item code 11.02.01, 11.02.03 or 11.02.05 at QQOANS Litenpur
for season tickets obtained from all organisations coded 1-6 at
QQOANS/ O g (including enpl oyers).

If the season ticket was purchased within 12 nonths of the
interview date, transfer the details to QSEASON Filter provided
they have not already been entered at this question.

Vehi cl e | oans

If the loan is from a source which normally grants credit to
public (codes 1-5), these item codes apply:

New car or van 10. 01. 05
Second hand car or van 10. 01. 06
Mot or cycl e/ scoot er/ moped

(new or s/ hand) 10. 01. 07

If the loan is from an enpl oyer who does not grant credit to the
public (code 6), these item codes apply:

New car or van 10.01.01
Second hand car or van 10. 01. 02
Mot or cycl e/ scoot er/ moped

(new or s/ hand) 10.01. 04

If the vehicle was purchased with an enployer |Ioan within 3
nmonths of the interview date, ensure that the details are
entered at QVEHHCLE/Filter2/ (code 3 at PayMeth), if they
have not already been entered at that question.

Do not transfer to QVEHH CLE/ Filter2 vehicles obtained from
| enders coded 1-5 at QLOANS/ O g.

Codi ng ot her types of |oan
If "insurance for repaynent of |oan' is nentioned

either at this question or at QVED NS, it should be apportioned
between the relevant itens and added to the | oan paynents.

Suppl i er

There will be a soft check at Supplier on the loan if there is no
supplier noted, i.e. in the case of noney borrowed to cover outstanding
debts. DNA typed in will renove error.
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LoanDHSS

A soft check will appear in QQANS/ LoanDHSS is coded 1. The anount
shown at QQOANS/ Loanrep should be added to the appropriate benefit
(usual ly income support) provided it has not already been included at
that question. Adjust the anount for period code differences if
necessary. If in doubt, refer to supervisor.

Abat enent

If the loan anount at Q.QANS/ Loanant is abated then all the other
nonetary entries (ie |loan payment, cash price, part exchange and down
payrment) mnust be abated by the same anount or proportion.

H RE PURCHASE
P/ Filters 1 and 2

1. If more than one itemis purchased under the sane agreenent each
item should be entered in a separate colum. |[If there is a part
exchange conponent and/or down paynent for one of the itens only,
refer to RO

2. If the informant has agreed to pay ,X in instalnments but prefers
to pay variable armounts, accept the anount paid last tine at
P/ Last Pay.

3. If the outstanding debt for a particular item is subsequently

paid off in one payment, this should be accepted even if the
initial paynents were interest free.

4, Abat enent
If the cash price @HP/HPdatM QHP/ HPdatY) is abated then all the

other nonetary entries (ie part exchange, down paynment and
instal nent) nust be abated by the sane anmount or proportion.
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Q MPROVE

Qants froma local authority and refunds from an i nsurance conpany

It is the amount which the informant has actually paid to the contractor
etc, during the last 12 nmonths which should be entered at these
guesti ons.

A grant from a local authority paid direct to the household should be
included in the paynent at these questions, but a grant paid direct to
the contractor should be excl uded.

Q MPROVE/ DECFi I t: variables InsHasc - | WCAnt (i nclusive) cover insurance
clainms. Any problens with these questions should be referred to RO

Edit Checks

Checks introduced at variable Q MPROVE/ How and Q MPROVE/ LHP |ink these
retrospective recall questions with the | oan and HP questi ons QQANS and

Q.

Exanple 1:

If at QMPROVE/CH Filt variables Q MPROVE How and Q MPROVE/ LHP
are both coded 1, then there nust be an entry at QQANS for
central heating installation, and the |oan should have been taken
out in the last 14 nonths.

Exanple 2:

If at QMPROVEICH Filt variable QMPROVE How is coded 2 and
Q MPROVE/ LHP is coded 1, then there nmust be an entry at the hire
purchase questions (HP for central heating installation.

Note: with an HP agreenment there is no date limt because it is the
total anmount paid in instalnents and deposit during the last 12 nonths
that should be entered at these questions.
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QHOUSEEXP

Editing

If the anmount paid in the last 12 nmonths is not known, refer to RO for
an estimate. Do not abate the amount paid if any of it is being clained
as a busi ness expense.
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QGHaL| DAY

This question applies to package holidays including self-catering package
hol i days. For the purposes of FES a package holiday is one where the travel
and accommodation are charged for jointly and cannot be separat ed.

Hol I ns

If holiday insurance is not given inpute ,5 for each person and each child for
holidays in the UK and ,30 each ADULT only for holidays abroad.
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BTARD

If the anount at QBANK/ SrvChgAmis not given but a 'DK has been entered
do not inpute.

Standing orders/direct debits may be arranged through a bank account,
bank budget account, National Gro or a building society account. |f
nonetary anounts are missing try and resolve by asking colleagues, i.e.
RAC and AA fees.

Payrments made through bill-paying firns should also be entered, but if
managenent charges are included they nust be deducted and coded
separately from the nonthly/weekly paynent. Estimate the nanagenent

charge as follows: -
Homewi se (,5.00 per nonth - code 08.05.02)

Secure Homes (,1.50 per nmonth - code 08. 05.02)
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Ceneral notes on education guestions

QEDGRANT/ Fi | ter - QEDFEES3/Filter

1.

State grants will exclude fees, these are paid direct to the educati onal
establishment by the state. Gants from overseas governments or private
sources in the UK will i ncl ude fees.

Exam f ees shoul d be accepted at the rel evant question.

Accept grants for itens such as books, stationery, clothing, (exc
clothing vouchers) travelling expenses, instruments and naintenance of
relatives.

If a grant is nmade by an enployer for the children of an enpl oyee, it
should be added to the salary of the parent at c. EMPIB1/ PayAnt ,
c. EMPIBI/ G osspay, and c. EMPIBI/UsNet Pay and c. EMPIBI/ UsG oPay (I ncone
Questionnaire) 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 CQEDGRANT/Filter but
include the grant (as a paynment) at QEDFEESL1/Filter CQEDFEES2/Filter, or
QEDFEES3/ Fi l ter.

If fees are paid direct by an enployer for the children of an enpl oyee,
these should be accepted at QEDFEESL/Filter, QEDFEES2/Filter, or
(EDFEES3/Filter and should also be added to the salary of the parent
(see paragraph 6).

If any of the fees are paid direct or refunded then only that part paid
by the informant should be entered at QEDFEESL/ Filter, QEDFEES2/Filter
or QEDFEES3/Filter.

Parental contributions towards a grant should be included at
(EDFEES1/ Filter, or QEDFEES3/Filter under the parent's person nunber and
at k.ALFI/Filter (lIncome questionnaire) under the child s person nunber
if the child is a spender. This applies whether the parents and child
are in the sane household or not. Parental contributions nay also be
included at QEDFEES2/Filter, 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 shoul d
al so be shown at k.ALFI/Filter (lncome questionnaire).

dfts of noney, including pocket noney, over and above the amounts
required for education shoul d be excluded fromthe education questions.

Anyone receiving full-time education but engaged in a vacation job at
the time of interview should be shown as receiving full-time education
at HHA TypeEd and should also be shown as an enployee in the Incone
schedul e.
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Attending a course for which an education grant, naintenance grant or
schol arship i s received

QEDGRANT/ Fi | ter

1. If the amount of the grant at  QEDGRANT/ Annual (state) or
(EDGRANT/ AnnFees (private or overseas) is not known, do not inpute.

2. | f QEDGRANT/ PaidDir is coded nil, accept. If it is DK, enter the
amount given at QEDGRANT/ Annual or (EDGRANT/ AnnFees. If both these

qguestions are dk then QEDGRANT/ Pai dDir shoul d be dk al so

QBTULOAN

The new student |oan rates from Septenber 1995 are:
students |iving away from hore: - London ,1695
- el sewhere ,1385

students living at parental home : - ,1065
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QEDFEES2/ Fi | ter

Editing

1. If the anount of fees or private tuition paid is not known, refer to RO
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Busi ness Refunds to Enpl oyees

QREFUNDS/ Fi | ter

This question applies to anyone who has recived a refund from an enployer in
the last 3 nonths. Only business expenses of those who have been an enpl oyee
during the last 3 nonths should appear here. Any entries relating to self-
enpl oynment or to those who have been unenpl oyed for nore than 3 nonths shoul d
be del et ed.

Amounts refunded for business will be identified on the fact sheet. These

notes refer to QREFUNDS, HHD Questionnaire and to c¢-EMPJBL/ Mallusp, c-
EMPJIB1/ Mal i npay, c- EMPIB1/ Mot Exp, c¢- EMPIB1/ HHot hl nc, | ncome Questi onnaire.

If QREFUNDS is coded 1 a soft check will appear. This indicates that there is
a refund by an enpl oyer and an abatenent will need to be made.

Pur pose

The purpose of the questions is:-
1 To identify and abate all refundabl e expenditure.

1 To adjust pay details so that they do not contain refunds (or
al | onances) for business expenditure.

To adjust pay details so that they do contain refunds (or
al l onances) for 'private' expenditure. These are regarded as a
"perk' and are, in effect, an addition to salary.

To achi eve the purpose, it nust first be decided whether the refund or
al l onance rel ates to business expenditure or private(perk)expenditure.
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QREFUNDS/ Fi l ter (cont)

A. Busi ness expenditure

The following types of refund/allowance should be classed as business

expendi ture:

Car expenses
Tel ephone expenses

Lodgi ng al | owance for a household nenber living part of the
week away from the household on business (but check that
he/ she is a househol d nenber)

Subsi st ence al | owance

If a refund/allowance relates to BUSI NESS expenditure

(i)

(ii)

Adjust the amount to be refunded for period code
differences and deduct it from the appropriate HD
Questionnaire entry. The anount of expenditure after
deduction (ie the abated val ue) should be entered.

The 'Household" Questionnaire itens which may be refunded
are |isted bel ow

Question

Rent QRENTS/ Rent

Counci | tax COUNTAX/ Ct ant / Ct WAt

Wt er / sewer age rat es QMTERL/ Wt amt
QMTERL/ Sewant
QMTERL/ Wsant

Mort gage paynent QVORT/ Mor t Pay

I nsurance on structure QVORT/ Strl Prem
QOSTINS/ Strl Prem

Gas (BERVI CE/ GAcAMt

(BERVI CEH (BBSant
(BERVI CH GChgAnt
El ectricity (BERVI CE/ EACAM
(BSERVI CE/ EBBSANt
(BERVI CE EChgAnt
Tel ephone (BERVI CH Tel AcAnt
(BERVI CH Tel BgAnt
(BERVI CE/ Tel ShAnt
Road Fund Tax QVEH CLE/ RoadTax
Vehi cl e i nsurance QVEH CLE/ Cari ns

If the interest on an endowrent nortgage is abated, the
endownent prem um QVORT/ Menpol am nust al so be abated by the
same proportion.

(iii)!f a repaynent nortgage paynent is abated,

the interest QVMORT/IntL12M nust al so be abated by the sane
proportion.
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QREFUNDS/ Fi l ter (cont)

2. Private expenditure (perks)

The followi ng types of refund/allowance should be classed as private
expendi ture (' perks'):

Rent al | owance for firenen, police or prison officers

Regul ar rneal s

Expenditure on transport (other than on cars) to get to
wor k

Househol d expenditure provided no part of the sanpled
address is used for business

If refund/allowance relates to PRI VATE expenditure (ie 'perks')

(i)
(ii)

Del ete the entry from QREFUNDS

Househol d Questi onnaire

No action is required do not abate any Househol d questi ons.

(iii)lncome Questionnaire

a. If private allowance included in pay details (c-
EMPJBL/ PayDat - c- EMPIBL/ Grosspay (i nclusive))

but delete it from c-EMPIBL/Mallusp and c-
EMPJB1/ Mal i npay, c- EMPIB1/ Mot Exp, c¢- EMPIB1/ HHot hl nc,
if recorded there. Amend the 'lead questions if
necessary.

Do not delete the allowance from the pay questions

b. If private allowance not included in pay details (c-
EMPJBL/ PayDat - c- EMPJBL/ Grosspay (inclusive)) adjust
the allowance for period code differences and add it
to the:

- net pay c- EMPIB1/ PayAnt.

- gross pay (if given) at - EMPIB1l/ G osspay.
- usual net pay at c- EMPIB1/ UsNet Pay

i f c-EMPIBL/ | NA254 coded 2

- usual gross pay at c-EMPIBL

i f c-EMPIBL/ I NA254 coded 2

- Del ete it from c-EMPIBL/ Mal | usp and c-
EMPJIB1/ Mal i npay, c- EMPIB1/ Mot Exp, c¢- EMPIB1/ HHot hl nc,
if recorded there. Amend the 'lead" questions if
necessary.

Assume the private allowance (or perk) is tax free so do not
cal culate Tax or NI on the allowances.
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MONEY G VEN for itens of household expenditure by soneone outside househol d

QEXPA VE/ Fi l ter

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 shoul d be excluded fromthis question:

Money given by a private individual for 'one-off' itens.
Money given by an enpl oyer, government agency or any ot her
or gani sati on.

Money refunded by a busi ness.

Editing

1.

If QXPA@VE/Filter is coded 1 a soft check will appear. Check that the
noney given to the household is also shown at the relevant Househol d
Questionnaire questions. This is because the noney has to be shown as
i ncome and expendi ture since the household did not necessarily spend the
noney on the itemfor which it was given.

If there is a note at any of the Household Questionnaire questions
indicating that either the whole or a part of the anount was refunded by
soneone outside the household, enter the anount refunded at this
question if it has not already been given.

PLEASE NOTE THAT TH S QUESTI ON APPLIES WHERE MONEY CHANGES HANDS WTH THE
| NFORVANT - THE FOLLON NG QUESTI ON QEXPAY APPLI ES WHERE SOMVEONE QUTSI DE THE
HOUSEHOLD HAS PAI D MONEY DI RECTLY TO A COVPANY ON BEHALF OF THE | NFORVANT i . e.

gas,

electricity boards etc.
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ltens of household expenditure PAID DIRECT by soneone outside household
i ncl udi ng DSS

QEXPPAY/ Fi | ter

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 payments by a private individual for 'one-off' itens.
- Direct paynents by an enpl oyer, government agency (except for DSS) or
any ot her organisation.
D rect payments by a business.
- I ncorre in kind.

Editing

1. If QEXPPAY/Filter is coded 1 a soft check will appear. Delete the anount
paid direct if it is shown at the relevant Household Questionnaire
questions. This is because they would be shown as itens of expenditure
by the househol d who has actual |y nmade t he paynents.

2. The only exception to the rule given in the previous paragraph is in the
case of direct paynments nmade by the DSS on behal f of informants who are
recei ving incone support or some other benefit. The anount paid direct
shoul d therefore be added back to the benefit and should al so be shown at
the relevant Household Questionnaire questions. So in the Income
Questionnaire it will count as income and in the Household Questionnaire
as expenditure. Incone Support will be shown on the fact sheets.

3. Note that, if rent and/or rates are paid direct by the DSSin the form of
a rebate, the amount paid direct should not be shown at this question.
Rent rebates should be entered at QRENTS1/ Rrant

4, If only a part of the expenditure is paid direct, then only the part paid
by the informant should be shown at the relevant Househol d Questionnaire
guesti ons.

5. If the anount paid direct is not known delete the entry at this question

and if there is an entry at the relevant 'Household Questionnaire
question, this should al so be del et ed.
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JUMP QUESTI ONS I N THE HOUSEHOLD QUESTI ONNAI RE

In order to nove around the questionnaire quickly it is
possible to junp to the begi nning of each block in the

guestionnaire using a speci al

junp function. It is only

possible to junp to a part of the questionnaire that has been

answer ed.

If you try to junp further than you have answered

in the questionnaire then the machine will sinply take you to
the | ast question for which you have entered an answer. O if
you try to junp to a block that was not on the route for your
informant (eg the renter block when the house is owned) then

the nmachine wll

sinmply bl eep once and you will stay at the

same point from which you were trying to junp.

To access the junp function hold down the Control Key and tap

the F1 key.
of the screen on the |eft

The "Question Number” will appear at the bottom
hand side and the cursor square wl|

flash. These Question Nunmbers actually refer to particular
junp question nunbers that have been put at the begi nning of

each bl ock.

You w ||

then need to enter the number that

corresponds to the junp that you wish to go to.

Bl ock
Qrents
Qvor t
QMaterl
st i ns
QCounTax
QPensi on
Qife
Ser vi ce
Qvehci l e
Q oansa
QHP

Q nprove

QHouseExp
EdGr ant

QRef unds

Question
Rent

OmnType
Wat Con
Filter
CTBand
Filter
Filter
Tel ePres
Filterl
Filter
HPFi It 1
Wer e
Filter
Filter

Filter

Junp No

© 00 N o o A~ wWw N P

e N e S
a b~ W N B+~ O
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Peri od codes

The period codes on the FES and FRS have now been
st andar di sed, except codes 12 and 13.

The standard FES period code question is:

What period did this cover?

(enter code)

One week

Two weeks

Thr ee weeks

Four weeks

Cal endar nonth
Three Mont hs

Si X nont hs

Ei ght tinmes a year
Nine times a year

CoNoGRwNE

10:
11:
12:

13:

Ten tines a year

One year

One of f/Lunp sum

(EXPLAIN IN A NOTE <Ctrl + F4>)
None of the above

(EXPLAIN IN A NOTE <Ctrl + F4>)

You nust open a note if selecting codes 12 or 13.
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Starting the Questionnaire

Once you have chosen to open a questionnaire the first thing you wll
be asked to do is to enter the interview date.

| nt Dat e

Here you will only need to enter the date that you first open
the interview for this household. The machine will accept a
nunber of ways of entering the date but the format that is
commonly used on the FES is to enter 1 or 2 digits for the date,
then a space, then 1 or 2 digits for the nonth and then 2 digits
for the year. So, for exanple you could enter 9 4 94 or 19 10
93.

If it beconmes necessary to re-start the diaries show the new
interview date in a note <Ctrl + F4>.
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Bl ock: HHA
Househol d Conposition

This question asking for names is purely to make it easier to

keep track of who you are tal king about as specific questions

arise later in the interview A first nanme is sufficient, but

make sure that each person's allocated nanme is unique to avoid
confusi on when aski ng questions |ater.

This question asks the relationship of each nenber of the
household to all others preceding themin the grid. The primary
purpose is to give the conputer enough information to work out
who bel ongs together in a benefit unit.

Code 1 appl i es where both husband and wi fe are nenbers of the
househol d even if one is absent at the tinme of the
i nterview.

Code 2 applies to any married person whose spouse is not a

menber of the househol d because he or she does not
meet the residence criteri a.

Code 3 applies to cohabitees sharing the sane residence.
Thi s includes persons who describe thensel ves as
comon- | aw wi f e/ husband, fiancee, partner, girlfriend,
boyfriend etc. Also, please note that 'cohabiting
has priority over the single, w dowed, divorced and
separated codes. However, it is inportant to check
whether a live-in girlfriend/ boyfriend has an address
of their own: it will help to probe to see if they
satisfy the six nonth rule.

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

Ft Ed

Any informant who is registered as full tinme at an educati onal
est abl i shnment should be coded 1 at this question. |If registered
part-time code 2.

1. Apprentices should not be coded as receiving full tine
educati on.
2. Students on sandwi ch courses. Wen a person spends

approximately half the year as a full-tinme student and the
rest of the tine as a full-tinme worker, code according to
the position at the tinme of interview

3. Full -time students who are al so worKking

Any full time student who is also currently working, (eg
part-tinme work during term or a vacation job) should be
entered as currently in full tinme education provided that
s/he intends to return to an educational establishnmentthe
following term S/ he need to be coded as an enpl oyee or as
sel f-enployed in the Incone questionnaire.

4. Students under 16 attending a private commercial coll ege
(eg Pitmans) should be coded 1.

5. If there is any doubt as to whether a person is still in
full time education (such as having | eft school and being
uncertain whether they are returning to education next term
or not) then check whether the parent/guardian is still
receiving child benefit for that person. If this is the
case then code as still in full tinme education.

TypeEd

Those who are between school s/ col | eges shoul d be coded
according to the one that they will attend next term

State School s

These are schools where the upkeep is either provided entirely
by the State via the local authority or, as in the case of
school s controlled by certain religious denom nations, where
nost or all of the upkeep is provided by the State. There are a
few cases in Scotland where snmall fees are paid at State
school s: any such case should be coded under State schools, not
private or independent schools. Schools that have 'opted out'

of Local Authority control still count as State school s.
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HHA

TypeEd (cont)

Codes

3.
4.

State Run special School (eg for the handi capped)

Secondary school (state run or assisted) - includes al
courses up to and including 'A level at state secondary or
m ddl e school s.

Non- advanced further education/6th formtertiary/further
education college - includes all course up to and including
"A" level taken at sixth form college, tertiary college or
further education college, ie not at a secondary school .

Courses up to and including 'A" [|evel include:

A Level

A'S Level

Nati onal Di pl oma ( OND)

National Certificate (ONC

RSA advanced di pl oma, advanced certificate, diploma

SCE, GCSE, CSE

G\VQs, NV

Cty and guilds advanced craft or craft

BTEC First or Ceneral diplom

SCOTVEC: National Certificate, First or Genera
Certificate, First or General Diploma

Scottish Certificate of sixth year studies (CSYS)

Private and | ndependent schools are those at which at

| east sonme pupils pay fees. This will include all public
school s in England and Wal es and private commerci al
col | eges.

Hi gher education includes any full-tine degree or other
post A | evel courses at university, polytechnic and
institutes and col |l eges of hi gher educati on.

Courses above 'A'" Ilevel include:

First degree (BA, BSc, BEng, BScEcon, LLB, WMB,
MA (Scotl and))

Hi gher Degrees (Ms, Msc, PhD)

Teacher Traini ng (BEd)

Hi gher National Certificate

Hi gher National Diplonma

Di pl oma of H gher Education

BTEC Conti nui ng Education Certificate/ D ploma

SCOTVEC Hi gher National Certificate/ D ploma in Higher

Educati on
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HHA

TEA
This question is an inportant classificatory variable which
correlates to earnings potential. The age required here is that
at which the informant conpleted his or her continuous education
that started in infancy. It should not include any continuous
peri od of education which was taken later inlife, eg as a
mat ure student.
Hol i day jobs do not count as a break provided that the person
intends to continue with the course. Simlarly, do not count a
gap year between | eaving school and going to college or
university as a break in continuous full-tinme education (as |ong
as there is some clear intention to continue education).
A sandwi ch course begun i medi ately after school finishes should
be counted as continuous full-tinme education.
Nursing training and simlar vocational training undertaken
while receiving a wage are not part of the continuous education
process for the purpose of this question.

| NAO11

Absent spenders should be coded 2 and the reason for their
absence explained in a note in the adm n bl ock.

107



Bl ock: HHC
Details of Children in Househol d

Par 1
Par 2

This information is used to cal culate benefit units. The
guestions apply to both parents and step-parents of the child.

These questions are only asked if the child has no parents in
t he househol d, according to the answer given at Parl.

In order for the programto cal culate Benefit Units correctly,
at least one adult nust identify thenselves as responsible for
that child. |If at this point no adult does so, then you may
need to probe as to whether the child is only at the address on
a tenporary basis and may not actually formpart of the
househol d.

If this does turn out to be the case, return to the Question
NuntChi | and change the nunber of children coded as living in the
househol d.

Soft check:

The check states that a foster child should be covered by a

| ocal authority all owance. Suppress the warning if there is an
al lowance. |If after probing it seens that there is no

al l owance but the child is definitely fostered, suppress the
war ni ng and open a note.

School

Chil dren who are at playgroups, kindergartens or nurseries
where there is no attenpt at formal education should be
coded 1.

Definitions of other types of school are covered at the
i nstructions on pages 105-106 for TypeEd.
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Bl ock: QADDRESS
Accommodat i on

Aconmlype

The description of the acconmodation should refer only to the
'space' used by the household. Thus in the case of a house
owner - occupi er who sublets sone roons you should enter code 6 or
7 as 'part of house/converted flat' etc to indicate that the
househol d occupi es only part of the house.

Used/ Shar ed

I n general, include any room which is habitable or usable by the
househol d al |l year round.

If a roomis open-plan count it as 2 roons if it is divided by a
sliding or folding partition. Count it as 1 roomif it is
di vided by curtains or portable screens.

Hal I's, | andings and al coves are not separate roons.

BEDROOM

Each househol d nust have at | east one bedroom Any room used for
sl eepi ng, including a box roomor attic bedroom should be coded
as a bedroom A one room bedsit used as both a living room and
a bedroom shoul d be coded as a bedroom

Ensure that any roons used for business were included in the
original total of roons given at Used/ Shared.
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Bl ock: QTENURE
Type of tenure

omnr ent

This question applies to all types of accommodati on incl uding
caravans, nobile honmes and houseboats.

Mobi | e hones can be rented, rent free or owned outright. Oaned
outright includes nobile hones being purchased on a credit
agreenent, details of which should be entered at QLOANS or QHP
Mort gages are not avail able for nobile hones.

The question should be coded according to the current tenure.
For exanple, if an informant has fallen into arrears with

nort gage paynents and is now renting the property under a

nort gage hel p schene the property should be coded as rented and
not owned.

Where a respondent has a 100% rent rebate code 1 (rents).

Shar ed owner shi p and Co-ownershi p schenes

These shoul d be coded 2 (owns).

Under a shared ownershi p schene the househol der pays a nortgage
and a rent on the sane property. Under a co-ownership
arreangenent the property is owned jointly with a housing
associ ati on.
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Bl ock: QRENTS1
Rent

Rent

Here, the gross rent paid should be entered, ie the total anount
of rent the informant pays including conponents such as water
rates, rates (in Northern Ireland), or services such as heating,
but after any rebates.

If the rent is in arrears enter the anmount |ast paid even if
this was a while ago but open a note and give the date of this
paynent .

Enter O if the respondent pays no rent at all because a 100%
rent rebate is allowed or if all the rent is paid direct by
sonmeone outside the househol d.

Soft check:

A soft check will appear if RentO is coded 3 (neither). If the
respondent is not receiving a 100%rent rebate and the rent is
not paid direct by sonmeone outside the household explain the
circunstances fully in a note.

Mbst renters in Geat Britain will not have their council tax
paynments included in their rent.

Landlords in private rented accommbdati on nay pass on a counci
tax paynent in rent but will not be legally obliged to identify
the council tax conponent. |f the precise council tax conponent
is not known, obtain an estimate.
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Bl ock: QRENTS1

RBAI |
Rentreb
Rr ant

These questions cover housing benefit which is the general term
for rent rebates and rent all owances.

Rent rebates are granted to those living in local authority
accommodati on and rent all owances are granted to those living in
privately rented acconmodation. Both benefits are neans tested
assi stance gi ven for housing costs.

Rebates are normal |y deducted fromrent ie the rent payable is
reduced. Allowances are normally received in the formof a |lunp
sum r ef und.

Those on I ncone Support are entitled to housing benefit covering
up to 100% of their eligible rent (less deductions if there are
non-dependants living with them. They are also entitled to
100% rebate on anenities such as heating and lighting if these
are included in the rent.

In order to obtain a rent rebate or allowance the tenant usually
has to apply to the local authority giving details of rent and
personal circunstances. Those who receive |Inconme Support wll
automatically qualify for maxi num Housi ng Benefit. For other
claimants, entitlenment to Housing Benefit will depend on the
anount of noney they receive fromearnings and DSS benefits and

wi Il take account of savings of nore than ,8, 000.

Most full-tinme students are not entitled to housing benefit
al t hough partners of students, who are not students thensel ves,
may still claimfor the couple.

Rebates are not the same as the differential rent schene in

whi ch tenants are required to declare their inconme, whether or
not they wish to apply for a rebate/all owance. Thus in applying
for a rent rebate/all owance, a tenant offers incone details
voluntarily.

If a precise ampunt for services included in rent cannot be
gi ven, accept an estimate rather than a DK
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Bl ocks: QNI RT

QRATES
Nort hern Irel and Rates Questions

Rebt Ch

Northern Ireland renters who receive a rent rebate are asked
whet her the rebate covered rent only or rent and rates conbi ned.
They are then routed past the rates questions.

PayRat es

The principle involved in obtaining a rates rebate is the sanme
for all forns of tenure. The ratepayer nust apply to the DSS or
council rates office for the rebate and provide incone details.

Rates rebates are received in three different ways:

1. The rates rebate is deducted fromrent where rates are
included in the rent.

2. The rates rebate is deducted fromrates where rates are
paid direct.

3. The rebate is paid as a lunp sum cash refund fromthe | ocal
authority; lunp sumrefunds can be paid nore than once a
year.
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Bl ocks: RENTS2 (Renters in England and Wl es)
QMTERL (Owners in England and Wl es
QMTER2 (Scotland and N Irel and)

Wat er Char ges

QRENTS2/ Wssuppl y
W6i nc

QMTER1/ Wat Con
WESep

QMATER2/ W5c ot

Respondents will know if their accomodation is not connected to
mai ns sewerage as they will have to make arrangenments for

cl earance of septic tanks. A charge for enptying a septic tank
shoul d be recorded in the diary if paid during record keepi ng,
not in the Househol d questi onnaire.

Charges made via a water neter should be treated as water rates
paynent s.

Bl ock: QCHARGES
O her Accommodati on Char ges

Code 8 (any other regular paynents) includes nooring fees for
houseboats. Road charges should be excluded fromthis question
but included in the diary if paid during record keeping.
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Bl ock: QMORT
Mor t gages

The questions in this block are intended to provide detail ed
information on the pattern of outstanding nortgage debt, which
is an inportant elenment in calculating nortgage interest
paynments for the RPI

The questions cover details of current nortgages originally
acquired for the purchase of the sanpled accomodati on,

i ncl udi ng those which have been topped-up, and renortgages where
the original nortgage for purchase has been replaced by anot her.

Excl ude from QVORT but enter at QLOANS

A second nortgage taken out separately and with
separate repaynments froma nortgage for purchase

! A nortgage on a second dwelling or former main dwelling
omnType
Code 2: Rental purchase, co-ownership or shared ownership

schemes are routed as other types of nortgage. Enter
any rental paynent as a nortgage paynent; in the case
of shared ownership enter the conbined rental and
nort gage paynents.

BuyType
Code 3: Acquired in sonme other way includes inheritance and
gifts.
BorrAnt

Enter the anount originally borrowed to purchase the
accommodation, ie, excluding subsequent top-up |oans. The
amount borrowed will usually be | ess than the purchase price of
t he property.

| nformant s who have occupi ed their accomodation for nmany years
may be unable to give a precise figure: accept an estimate
rather than a don't know.
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Bl ock

: QVORT

TopUp

Lende

Code 1: A renortgage is a new nortgage on an existing

nort gaged property. It can be with the original or a
different | ender. The purpose may be to get a | ower
rate of interest fromanother |ender or to rel ease
some of the equity that has built up on the property
since it was originally purchased and use the capital
rel eased for honme inprovenents. There will be one set
of repaynments only.

Code 2: A top-up may al so be called a further advance.
In this case the borrower obtaind additional funds
fromthe original |ender, again usually for hone
i nprovenents. Al though the |lender may treat this as a
separate | oan, the borrower will generally make a
conbi ned paynent .

r
Code 4: I ncl ude private | oans.

| f informants have re-nortgaged, the | ender providing the re-
nort gage, not the original nortgage for purchase, should be
coded here.

I f informants have two concurrent nortgages for the purchase of
t he accommodation fromdifferent types of organisation, e.g. a
bui I ding society and an i nsurance conpany, code to the | ender
providing the | arger nortgage and open a note.

Di scount

This question enables CSO to estimte nortgage tax subsidy.
Sone informants who work for nortgage | enders, such as buil ding
soci eties, banks and i nsurance conpanies, wll have a nortgage
on which the repaynents are subsidised by their enpl oyer.

Code 1: Endownent Mbrt gage

An endownrent policy is taken out with an insurance
conmpany either before or at the sane time as the
nortgage, and it is arranged that when the policy
matures it will pay off the original sum borrowed
under the nortgage, ie the anmount of noney received
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Bl ock: QMORT

Code 2:

Code 3:

Code 4:

Code 5:

fromthe matured endowrent insurance is paid to the

| ender, eg the building society. The original nortgage
amount remains outstanding until the policy matures.
In the neantine interest is paid on the total anount
borrowed and prem uns are paid on the endowrent

policy.

Repaynment Mortgage

In this case the noney borrowed for the purchase of
the house is repaid over a period of years; interest
is also paid on the anmobunt outstanding at the tine.
Usual |y the paynents in any one year consist partly of
repaynents of the original |loan and partly of
interest. As tinme goes on the interest part becones
smal | er.

Pensi on Mort gage

A pension nortgage is simlar to an endowrent nortgage
but is available only to the self-enployed and those
who are not in a conpany pension schene. Interest only
is paid to the I ender and nonthly 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 protection policy designed to
repay the nortgage if the borrower should die before
the end of the nortgage term

PEP AND Unit Trust Mbrtgages

Wth a PEP Mortgage the borrower pays interest only to
the | ender and pays nonthly contributions into a
Personal Equity Plan, which is designed to pay off the
| oan. The PEP will usually invest in unit trusts and a
nort gage protection policy nust be arranged.

Wth a unit trust nortgage the borrower pays interest
only to the I ender and al so nakes nonthly investnents
inaunit trust savings plan. As stock market prices
rise, the lender may allow the borrower to pay off
part of the loan. Wth this arrangenent, a protection
policy is also necessary.

Paynents into unit trust savings plans or PEPs shoul d
be entered at QSTORD i n the Household Questionnaire if
paid by standing order or direct debit, or in the
Diary if paid during record-keeping.

This applies if there are two concurrent nortgages for

pur chase, of which one is interest only (i e endownrent
or pension) and the other is repaynent.
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Bl ock: QMORT

MortLen
| f the respondents have re-nortgaged, enter the nunber of years
since the re-nortgage. |If the informants have obtained a
further advance on the original nortgage, enter the nunber of
years since the original nortgage was obtai ned.

Mort Left
Enter here the total outstanding nortgage debt, which will be
shown on the annual statenent fromthe |ender. In the case of
repaynment nortgages this will be the anmount of the |oan |ess the
amount of principal that has been paid off. |In the case of
endownent and pension nortgages, where only interest is paid,
t he amount outstanding will usually be about the sanme as the
anount of the original or topped-up nortgage.

Mor t Pay
If there are two concurrent interest only nortgages enter the
conbi ned | ast paynent.

In the case of a pension nortgage enter the interest paid to the
| ender here and the contribution into the pension plan at
QPENSI OV PensAnt .

Mort Cont/ Mort Nanme/ Contri b

These questions are intended to identify cases where nenbers of

t he household are individually contributing to the nortgage, and
are routed only where the househol d includes spenders other than
t he HOH and spouse. |f individual contributions vary, enter the

| ast contribution.

Excl ude cases where HOH and spouse are naking contributions from
a joint account.

I nt L12M
Interest is required for the |ast year for which the informant
has figures, but should be as recent as possible. The
information will normally be avail abl e on an annual statenent
provided by the | ender. The total nortgage interest on the
property shoul d be covered; so where individuals are nmaking
separate contributions towards the nortgage enter a conbi ned
total for the 12 nonths.

TaxRel f
When interest is paid on a nortgage the borrower is usually able
to obtain tax relief under M RAS (Mdrtgage Interest Relief At
Source) on the first ,30,000 of the loan, unless that is for
hone i nprovenents or purposes other than house purchase. The
standard rate of relief is 15%
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Bl ock: QMORT
Mor t Pr ot

Fol Il owi ng the 1994 Budget decision to delay |Incone Support
entitlement to nortgage borrowers who beconme unenpl oyed, and the
governnent's stated intention that new borrowers shoul d take out
nort gage i nsurance cover for events such as redundancy, it has
been deci ded that any type of nortgage protection policy should
be included at this question. Policies to cover the nortgage in
the event of death will continue to be included, but so too wll
be policies which repay all or part of the nortgage in the event
of redundancy or |ong-term sickness.

Note that if a respondent has nore than one nortgage protection
policy, each policy should be recorded separately.

VWhoPay

DSS wi Il pay the nortgage interest paynents of those on
| nconme Support (wth savings bel ow ,8,000) on | oans of up to
,125, 000.

Bl ock: QOSTI NS
Structural and contents insurance

Strl Prem
Strlnc

|f the structural insurance premumis included in the nortgage
it is acceptable to enter the full annual premumif the
informant is unable to give the nonthly paynents - but please
ensure that period code 11 is used at StrlPremin these cases.

A soft check appears if the structural insurance is included in

t he | ast nortgage paynent but the weekly value of the structural
i nsurance exceeds the weekly value of the nortgage paynent.
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Bl ock: QCOUNTAX
Counci | tax

The council tax replaced the comunity charge in Geat Britain
in April 1993. The tax is based on the value of a dwelling and
assunmes two adults per household. The full bill consists of two
equal elements: a property elenent and a personal el enent.
Status di scounts, which reduce or elimnate the personal elenent
of the tax, are available to single person and certain other
househol ds. Council tax benefit is available in the form of
rebates to those on Inconme Support and others on | ow i ncones.
There is a transitional reduction schene designed to ensure that
househol ds do not face unreasonable increases in their bills as
a result of the introduction of the tax. D sablenent relief is
available if there is a disabled person in the househol d.

Liability
| f the property is owner-occupied the owner (or joint owners) is
liable for paynent of the tax. |If the property is rented the

tenant wll generally be Iiable provided s/he lives in it as a
mai n resi dence.

Accept a statenment or bill for 1994/5 if no paynent has yet been
made for 1995/6.

CTband

Council Tax bands for properties in England, Scotland and Wal es are
as follows:

Band Engl and Scot | and Wl es

A up to ,40, 000 up to ,27,000 up to ,30, 000
B ,40 - 52,000 ,27 - 35,000 ,30 - 39,000
C ,52 - 68,000 ,35 - 45,000 ,39 - 51,000
D ,68 - 88,000 ,45 - 58,000 ,51 - 66, 000
E ,88 - 120, 000 ,58 - 80, 000 ,66 - 90, 000

F ,120 - 160, 000 ,80 - 106, 000 ,90 - 120, 000
G ,160 - 320, 000 ,106 - 212,000 ,120 - 240, 000
H ,320, 000 + ,212, 000 + ,240, 000 +
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Bl ock: QCOUNTAX

CTdi sab
CTLVChk

| f a disabled person needs additional space or an extra roomto
nmeet special needs, the council tax bill may be reduced to that
of a property in the band i nmedi ately bel ow t he band shown on
the valuation list. Note that no disablenent relief cannot be
allowed if the property is already in band A

Do not change the band because of the answer to the check
guestion CTLVChk.

The paynent entered should be the |ast council tax paynment made
by the household. 1In Scotland, this should include any anount
for council water charge.

| f the respondent has not paid any tax for any reason enter O.

Various soft checks will be generated if the anobunt paid is too
high for the normal paynent for the relevant band, or if there
is a large discrepancy between the anount paid and the anount on
t he annual bill.

Code 1: 100% Benefit/ conbination of rebates/di scounts=100%
Those on inconme support will generally pay no counci
tax because they wll be allowed a 100%
rebate/ benefit. |If no paynent is nade because a
conbi nation of status discount, transitional reduction
and benefit is allowed equal to 100% use code 1.

Code 2: Exenpti ons
Only two classes of exenpt dwellings wll occur:

! Acconmmodat i on occupi ed ONLY by students

If all nmenbers of the household are students the
househol d is exenpt but if any menber of the househol d
is not a student a status discount may apply but not
an exenption.

! Acconmmpdati on owned by the Mnistry of Defence as
armed forces accommobdati on

The MoD wi |l pay contributions in lieu of council tax
to local authorities. Pay deductions for council tax
shoul d be treated as acconmopdati on charges, not as
counci| tax paynents.

NB: a soft check will appear if CTOis coded 2
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Bl ock: QCOUNTAX
CTO (cont)

Code 3: No to both
This code should be used only if

! t he respondents have never received a bill at
t hi s address;

t he respondents have received a bill but have not
paid it either because an appeal

has been | odged or they have deliberately decided
not to pay the bill.

Honme check:

A hone check will be generated if CTO is coded 3.
Record the reason why no tax was paid if this was nade
known during the interview If the reason was not
stated, your note should state sinply "no reason

The general council tax assunes two adults per household. If
only one adult lives at the address the bill wi | be reduced by
one quarter.

Sonme ot her adults are disregarded when working out the
per sonal conponent of the tax. These are:

a severely nentally inpaired person

a person aged 18 or over who is still at school
a student

student nurses

apprentices

YT trainees

care workers

| f the househol d includes one or nore adults in these categories
and one other adult who is not in these groups a 25% di scount
will apply. If the household is conprised exclusively of persons
in the above groups, eg all are student nurses, a 50% di scount
will apply. This will be rare.

Probe situations where informants say that they have been
al l owed a status discount but where it appears that a di scount
will not apply, e.g. the household includes two adults who are
not in any of the categories |isted above.
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Bl ock: QCOUNTAX

CTr ebat e

Council tax benefit or rebate is available to those liable for
council tax bills who are on | ow i ncone. People on incone
support or equivalent levels of inconme will be entitled to the
maxi mum r ebate of 100%

If a liable person's inconme is too high to qualify for benefit
in his or her owm right, s/he will be able to claimon behalf of
ot her adults (except dependants and | odgers) living in the sane
property who are on a low incone. This type of benefit is called
"second adult rebate"; the maximumw || be 25%

| f an appeal has been made
Enter the rebate which applied to the anobunt at CTam

CTTr Red

A transitional reduction schene (also called transitional
relief), which will last for at |least two years, is intended to
ensure that people do not face unreasonable increases in their
council tax bills conmpared to their paynents under the comunity
char ge.

Encourage respondents to find their council tax bills to see if
any reduction/relief is shown.

| f an appeal has been nade
Enter the reduction which applied to the anount at CTant

123



Bl ock: QPENSI ON
Per sonal pensions

Filter

This bl ock covers pensions taken out by the self-enployed or by
enpl oyees who are not in a conpany pension schene or who have
opted out of it to set up their own personal pension.

Sel f-enpl oyed retirenent annuity prem uns taken out before 1989
shoul d be included here.

| f a respondent has a pension nortgage at QVORT ensure that
paynents into the pension plan are recorded here.

Bl ock: QLI FE
Li fe insurance

Li nstype

Code 1: Annui ty
This is a nmeans of receiving a regul ar incone by
paying a lunp suminto an insurance conpany, which
pays a regular sumin return. Annuities are held
usual ly by those who are approaching retirenment or who
have now retired.

Code 2: Endowrent
An endowent policy is paid out when the policy matures
at an agreed date or earlier if the insured person
di es before the agreed maturity date. A mature policy
payout of this type can be in [unp sumformor by
i nst al nent.

Any house endownents relating to house purchase should
be excluded. If in doubt open a note.

Code 3: Li fe/ death
These are paid out only on the death of the insured
per son.

Li nsstyr

The year when the insurance was taken out nust be recorded. An
estimate, however vague, is preferable to a "Don't Know'. It is
acceptable to group together the prem uns and enter them as one
anount as long as the types of policy, the periods of paynent,
and the person paying are the sane.
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Bl ock: QVEDI NS
Medi cal and ot her insurance policies

Filter
M nst ype
Code 1: Personal acci dent includes
! personal accident and fire
! pol i ce group insurance
Code 2: Private medi cal includes
! BUPA, HCS, PPA, WPA contributions
but not one-off paynents
for private nedical treatnent.
Code 3 Per manent health insurance or PH is insurance to
cover |loss of incone in the event of permanent health
i npai r nment .
Code Friendly Society policies for sickness include

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

Cvil Service Sanatorium

Deat h Levy

Fam |y Service Unit

Firenmen' s benevol ent fund

Hospi tal Savi ngs Associ ation (HSA)

imm s mm sm sm sw swm sw == I=sm -b

Medi cal aid
Mut ual ai d
Oddf el | ows

Friendly society life and endownent policies should be
entered at QI FE

Code 10 O her policies include

! Medi cal Defence Union and simlar policies designed to
pay | egal costs in the event of court proceedings.

Excl ude from QVEDI NS

! a policy to cover nortgage paynents in the event of
redundancy or sickness (see QVORT/ Mort Prot)

hol i day i nsurance (see QHOLI DAY)
car wi ndscreens (include at QVEH CLE/ Carl ns)
i nsurance paynents on jewellery, caneras, electrical
goods, etc. (include at QOSTINS/ Strl Type code 3)
car breakdown insurance (include at QSTORD or in
D ary)v
i nsurance covering the repaynent of a loan (to be
i ncl uded at QLOANS/ LoanAnt)
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Bl ock: QSERVI CE
Tel ephones, electricity, gas

Tel ePres

Tel P

Tel ePres neasures tel ephone ownership. Tel P is intended to cover

situati ons where respondents pay towards a bill for a phone
shared wi th anot her househol d, eg students in separate
househol ds may contribute towards a single bill for one

t el ephone in the building.

Account paynents for tel ephones | ocated outside the building and
all coin box paynents should be entered in the diary only.

GAc At

Enter the last specified paynent actually made, even if this is
a correcting paynent or pre-paynent to avoid VAT. If it is the
| atter obtain an estimate of the period that the paynent is

i ntended to cover.

Sonme respondents may pay two regular bills for tel ephone calls:
one to B.T., the other to Mercury. Enter the conbined total,
adjusting for period code differences; if in doubt, open a note.

Excl ude paynents for nobile phones.

El ecPay

| f someone has no supply because they have been tenporarily cut
of f code according to |ast nethod of paynent and open a note
stating when this was.

EChgAnt
GChgAm
The charge on an electricity bill usually appears as itens
mar ked "Sub Total" and on a gas bill as an entry marked "VAT".

Annual central heating nmai ntenance charges often appear on
bills. They should not be entered here but in block
Q MPROVE/ CHWVFi | t .
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Bl ock: QDURABLES
Consuner dur abl es

Dur abl es

I nclude itens owned or rented by the househol d but
exclude itens beyond repair or for communal use.

For FES purposes a washing machine is a machi ne which has an
el ectrically-operated agitator/pul sator. Therefore, a wash
boiler with hand agitator should be excl uded.

Bl ock: QCHEAT
Central heating

CentH

In multi-household blocks of flats the source of heating may be
| ocat ed outside the sanpl ed househol d's acconmmodation. If the
i nformant does not know the type of fuel used code 7.

Bl ock: QTV
Rental of TV, video recorder, satellite dish

Per son

Code children's appliances to the parent paying the rental.

TVType

I ncl ude only appliances that are rented. Thus an owned TV and
video recorder with a rented satellite dish would be coded 3.

Excl ude
! paynments for installation of a satellite dish
! subscription to satellite channels
! installation of and subscription to cable TV
TVLi ce
Honme check:

A soft check will appear if the anbunt is 0. Suppress the
warning if no licence is paid but nmake a note.
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Bl ock: QVEH CLE

Vehi cl es
Filter 1
Filter 2
Filter 3

( OANED VEHI CLES)

I ncl ude at these questions a vehicle which is:

! | eased by a nenber of the household where the spender
has entered into a | easing contract and nakes the | easing
repaynents, i.e. not a conpany car where the business pays.

used continuously, ie for private as well as business

pur poses, by a self-enployed informant who owns his

or her business and uses the vehicle as if owned, although
the informant may state that it is owned by the conpany.

bei ng bought on hire purchase by informants through the
Motability Scheme, which is a registered charity enabling
di sabl ed persons to purchase a car at a reduced rate.

Excl ude a vehicle which is:

! used sol ely for business purposes, eg agricultural vehicles
! bought or sold as part of a business by a car deal er
! on short termhire for holidays, noving furniture, etc.
! not roadworthy and not taxed for that reason.
Per son

Enter the person nunber of the spender who pays the tax and

i nsur ance.
VehType

Code 1: Car includes three wheel cars and nornmal cars
converted for invalid use.

Code 2: Van i ncludes notor caravans and caravanettes;
also, lorries, jeeps, etc. if used for non-business
pur poses.

Code 3: Mot or cycl e/ Moped includes scooters, invalid tricycles
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Bl ock: QVEH CLE

Car |l ns
| ncl ude
! i nsurance for danage to a w ndscreen
! paynents for green cards or other insurance covering
t he use of househol d vehicl es overseas
Excl ude
! br eakdown i nsurance
! i nsurance for hired cars
PayMet h

Honme check:

| f PayMeth is coded 1 (loan) or 2 (hp) a home check will| appear
asking you to check if the vehicle has been entered at the | oan
or hp section. Please ensure details are entered; if they are
not we shall contact you to ask for details.

Enter the full cash price of the vehicle required by the vendor
before any reduction made for part exchange or trade-in.

| ncl ude a vehicle which is:

! a conpany vehicle owned by an enpl oyer or
spouse' s enpl oyer but which the informant has use of
at all tines.

a vehicle being hired for a limted period (usually
three years) through the Mdtability Schene.

a vehicle owed by soneone outside the househol d, such
as a friend or relative, which is on permanent |oan to
sonmeone in the househol d.

Pet Priv

Those earning nore than ,8,500 a year with conpany cars are
taxed on free fuel provided for private notoring.

Fuel paynments for journeys to work are regarded as private
not ori ng and shoul d be incl uded.
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Bl ock: QVEH CLE

Li st Pr
Band

About two mllion people pay tax on conpany cars provided by an
enpl oyer and available for private use.From April 1994 the

tax benefit on conpany cars will be based partly on the
manufacturer's list price of the vehicle when the car was first
regi st ered.

Because they have to pay tax on the benefit, respondents wll
probably know the list price. If a precise figure is not
avai |l abl e, key DK and ask Band. If respondents cannot give a
band we require the nake and nodel of the car and the
registration letter (or, in a note, the year when it was first
regi st ered.

Bl ock: HHOLDO7
Vehi cl e servicing, |abour costs, spare parts

FiltSr

Thi s question covers servicing of a vehicle by a garage or
private individual. Generally, the respondent's definition of
"servicing" should be accepted. It wll often include an oi
change, replacenent of brake and clutch fluid, etc. but may well
i ncl ude replacenents of parts and repairs: include these if paid
as part of the service.

Docunents showi ng the date of the |ast service should be
consulted if avail able. Respondents will not be asked for
anounts if the service was nore than three nonths before the
i nterview date

Make a note if any of the servicing cost was or will be refunded
t hr ough i nsurance.
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Bl ock: HHOLDO7
O hWk

This covers any anounts paid to a garage or private individua
out si de the household on a vehicle in the | ast three nonths,
except at a service.

| ncl ude

accident repairs not covered by insurance
repl acenents of exhausts, tyres, etc.

enmer gency breakdown costs not covered by subsciptions to
the AA, RAC, etc.

Excl ude
! parts bought and fitted by the respondent.

Thi s question covers parts bought direct by the respondent
excluding any itens covered by a service or |abour costs.

| ncl ude:

! mechani cal parts bought direct by the respondent
tyres bought direct by the respondent

! batteries, headlight bul bs, spark plugs

Excl ude

petrol and oil

clutch and brake fluid

gear box oi

distilled battery water

anti-freeze, cool ant

car polish, shanpoo and cl eaning materials
car paint

tools for cars, including jacks, wenches, foot punps
car radi o or cassette player equipnent
seat covers, mats

car al arns

(these will be entered in the diary if paid during record
keepi ng)
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Bl ock: QSEASON
Season tickets

Filter

Where a season ticket is obtained with a loan it should al so be
shown at QLOANSA, and at c¢_EMPJBl/ RemAnt if a | oan from an
enpl oyer i s being deducted from sal ary.

Bl ock: QCREDI TC
Credit cards

CreditC

| ncl ude

! Credit card account
A credit card account can be paid off totally at the end of
the nonth or part can be paid and t he outstandi ng bal ance
paid off over several nonths. Interest will be charged
nont hly on the outstanding anount. The principal credit
cards are Access and Visa. The banks issuing Access cards
are Bank of Ireland, O ydesdal e Bank, LlIoyds Bank, M dl and
Bank, National Westm nster Bank and Royal Bank of Scotl and.
The main Visa issuers are Bank of Scotland, Barclays, Chase
Manhatt an, Cooperative Bank, G robank, TSB and the Halifax
Bui | di ng Soci ety.

! Charge card account
Most charge cards such as Anerican Express and Diners C ub
do not offer extended credit and ask the cardhol der to
repay in full each nonth, and interest is not charged.
However Marks and Spencer chargecard is an exanple of a
charge card which is really a credit card because it does
of fer extended credit.

! Shop and store card accounts
Shop and store cards offer simlar arrangenments to credit
cards but are generally accepted only at a particular shop
or group of shops and interest rates are usually higher
t han on bank credit cards.

EXCLUDE

! Debit cards
Debit cards such as Switch and Barcl ays Connect which are
t he equi val ent of using cheques.

An annual charge is payable on nost charge cards and an
i ncreasi ng nunber of credit cards.
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Bl ocks: QLOANSA
QLOANSB
Fornmal | oans

Bl ock QLOANSA covers up to 8 separate |oan arrangenents for

a household. Should there be 9 or nore you will go into bl ock
QLOANSB. Because of the | arge nunber of |oops at this question

which are required to allow for several itens being purchased with
the sane loan, you will find that there will be a short del ay between
questions in this block. Please don't be concerned about this.

Filter
| ncl ude
! fl exi-loans or continuous credit |oans
! paynments to debt collector (code as finance house | oan)
Excl ude:
! a new arrangenent where no instal ments have yet been paid,
even if the goods have been received
! overdrafts
! a | oan repaynent made under a court order (enter in D ary)
! a loan froma friend or relative (enter at QCLUB)
! al | business |oans including | oans taken out to set up
a business and | oans for business equi pnment
Gg

Code 2 Credit Union
A Credit Union is a group who save together on a
regul ar basis and then use the noney built up to | end
noney to each other at a lowrate of interest.

Code 3 Second nort gage
The determ ning factor in coding the | oan as a second
nortgage is that a house is used as security for the

| oan.

| ncl ude

! a second nortgage with separate paynents from a
nortgage for purchase

! a nortgage taken out on a property which was
originally bought outright or inherited

! a Home Asset Schenme whereby part of the equity of
a house is used as security for a bank | oan

Excl ude

! an original nortgage for the purchase of the

sanpl ed dwel ling, or a renortgage, which should
have been covered at QVORT
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Bl ocks: QLOANSA
QLOANSB

Code 6: Enpl oyer as repaynent of a | oan
These will often cover season tickets, cars or noving
house expenses.

Code 7: DSS Soci al Fund
Lunp sum paynents for itenms such as furniture or
househol d equi prent, clothing, and sonme debt
repaynents may been nade in the formof a |oan from
t he Social Fund to those who have been receiving
I ncone Support for at |east 26 weeks. The loan is
repaid by direct paynents or deduction from benefit.

Exclude fromcode 7 community care grants, maternity
paynents and funeral paynments which don't have to be
pai d back

Code 8: Repaynment if student | oan
This covers repaynent of |oans fromthe Student Loan
Conpany in G asgow. At Litenpur it is sufficient to
enter student |oan, for the ampbunt at LcashP to equa
Loanant, and for O to be entered at Lpartex and
Loandep.

Pl ease DON T use vague descriptions as each item purchased has
to be given a code for RPlI purposes. Open a note where necessary
to give an explanation of purchases, particularly in these
cases:

! Hone i nprovenents:
state whet her double glazing, built-in
war dr obe, conservatory, etc., and whether the work was
carried out by a contractor or was D.1.Y.

Weddi ng, anni versary or birthday expenses:
state whether contract catering; or if the household
did its owmn catering record separately anounts for car
hire, food, alcohol, hire of reception room

Di stingui sh between furniture and furnishings.

Probe any residual sunms. If the respondents really cannot
account for the remainder, it is sufficient to describe as
day-to-day expenses, but ensure you enter sone description
of the residue.

Open a note explaining residual amounts over ,500 as we
woul d expect that respondents would be able to give sone
i nformati on about | arge suns.

We shall contact you to ask for clarification about any
I nadequat el y descri bed itens.
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Bl ocks: QLOANSA
QLOANSB

AnyMor e

L CAN#.

[ REMAI NING SUM  ,--]
Did you obtain any further itens or services with this | oan?

Checks have been introduced to ensure that, for each | oan
arrangenent, total expenditure on all itens, after down paynents
and part exchange, is the sane as the anount borrowed.

! A hard check will appear if the total anmount spent at
LcashP, Lpartex and Loandep exceeds the anmount at Loanant
Check all anmpunts and anend as necessary.

Anot her check wi || appear asking you to account for all of
the loan if the total anmpbunt spent at LcashP, Lpartex and
Loandep is |l ess than the anpbunt at Loanam

Probe to find out how the residue was spent.

Bl ock: QHP
H re purchase and credit sale

HPFi |t 1
HPFi | t 2

These questions cover hire purchase or credit sale agreenents
where the respondent is nmaking paynments direct to the

retailer/vendor. If the repaynents are being made direct to a
| oan organi zation, such as a finance house, enter at QLOANSA

HPFilt1l covers situations where instalnents are being paid at
the date of interview HPFilt2 asks about any down paynent on
whi ch no instal nent has yet been paid.

| f a respondent has obtai ned goods under an h.p. arrangenent but

has neither paid a deposit nor yet paid any instal nent, code 2
at both filter questions.

CashHP
CashPrce

| f the respondent is uncertain about the exact cash price and
has no docunentary evi dence accept an estinmate.
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Bl ock: QCLUB
Club credit, mail order, etc

Cl ubFi It
Cl ubType

Code 1: ! Budget or option accounts
Hol ders of budget or option accounts are often issued
with a card that can be used at a nunber of shops, eg
Readycredit card can be used in Ryman and Top Shop.

Code 2: ! Cl ub run by shop
Paynments to Christmas C ubs, savings clubs, book
clubs, etc. should be excluded. If you are in doubt
descri be the arrangenent fully in a note.

Code 3: ! Mai | order agent
| f respondents say that they are agents for a nai
order club and al so make purchases for thensel ves,
explain to themthat only their own repaynents are
required. Any paynments or postage on behalf of the
cl ub shoul d be excl uded.

Code 4: ! O her mail order organi sation paynments
Quite often it is difficult to distinguish between
paynments to a mail order firmdirect and paynents to a
mai | order agent. If an informant deals direct with
the firmand receives no conmssion, it is a direct
mai | order transaction.

Excl ude:

! mai | order purchases where the full paynent of
the itemis nade with the order - this is not a
credit arrangenent.

Code 5: ! Loan from check trader
A check trader (or "tallyman") calls on the purchaser
to sell himor her a check, which can then be used to
buy goods such as clothing, textiles, and small
househol d goods in a nunber of shops. Some retailers
al so i ssue checks. The | argest check trading
organi sation in the country is the Provident. Check
trading is al so known as "shop-a-check"

Code 6: I nclude | oans fromrelatives and friends, |oans from
or gani zati ons such as Friendly Societies, and |egal
fees being paid in instal nents.

GoodsRec
Only goods received by the respondent during the cal endar nonth

before the date of interview should be entered here, regardl ess
of whether any paynment has been nade for the itens.
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Bl ock: HHOLDO7
Second dwel | i ng

ScndHone

A Second Dwel ling includes only pernmanent acconmodati on such as
a holiday honme or town flat, fixed caravan or beach bungal ow in
whi ch one can live permanently and which has not been and wil |
not becone the main residence of a househol d nenber.

Excl ude
! ti meshares, both in and outside the UK
! second dwel lings which are rented out on a permanent basis

Bl ock: Q MPROVE
Hone i nprovenents and nai nt enance

These questions cover retrospective paynents for central heating
installati on and mai ntenance, capital inprovenents and decorations
and repairs by a contractor or other person. They are an inportant
source of data on consuner expenditure for the National Accounts
branch of CSO

Expenditure on materials bought by the informant direct froma
D-1-Y store, etc. should be excluded but paynents to a contractor for
fitting such materials should be included.

| f the paynment is financed by a | oan, the sumentered at
Amount shoul d be the paynent actually nmade to the
contractor/vendor for the work, including any cash down
paynment, in the last 12 nonths. Do not enter the total of
the repaynents to the organi sation granting the | oan.

| f the paynment is by hire purchase, the sumentered should
be the total of the h.p. paynents, plus any down paynent,
made to the contractor/vendor in the last 12 nonths.

Code 3 should be used at How where the paynent is by top-up
nortgage or renortgage and the repaynents have been included in
t he nortgage paynents at QLOANS/ Mor | nPay or Nor Pr Pay.

There is a honme check if Howis coded 1 (Loan) or 2 (HP)

and LHP is coded 1 (Yes), ie the loan or HP instal nents are
still being paid, to see that the agreenent has been entered at
QOANS or QHP.
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Bl ock: Q MPROVE

CH Filt
| ncl ude
! initial installation or total replacenent of a central
heating systemeg where a warmair systemis replaced by a
radi ator system
! extension of a central heating system
Excl ude
! repairs which include partial replacenment (enter at
CHVWFi I t).
CHVFi | t
| ncl ude
! routi ne servicing and mai nt enance
! repairs to a central heating system
! mai nt enance contract paynents, eg Gas Board schenes
DecFi | t
| nsHasC
InsWIIC

| nsurance cl ai s

| ncl ude at I nsHasC any paynent actually received by an
i nformant from an insurance conpany which covers any
anount paid to a contractor in the last 12 nonths.

I nclude at InsWI|C any anmount spent in the last 12 nonths
which is being reclaimed froman insurance conpany but
whi ch has not been received by the informant.

In rare cases where an insurance conpany sends out a cheque
to the respondent made out in the contractor's name, i.e.
where the informant has not actually paid anything, treat
as a direct paynent and exclude fromthese questions.
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Bl ock: QHOUSEEXP
Movi ng house expenditure

FeeFil t

These questions collect data for the Central Statistical Ofice
about fees incurred in respect of purchase or sale of property,
fail ed property transactions, renortgagi ng and second nortgages.
Only residential property transactions should be included at
this question, not property used for business.

VWhat Fee

| f the respondent can only provide an estimte for any or al
these itens, code as conbi ned fees.

| f you are unable to separate stanp duty, land registry fees
and/or local authority search fees fromthe total anmount, please
open a note explaining this.

Fees incurred in respect of second dwellings overseas should be
included only if these are paid to solicitors, etc in the United

Ki ngdom and the paynments are in , sterling.

Transac

Fees for structural surveys where no property transaction is
i nvol ved shoul d be coded 4.

Code 3: O her dwel ling
Use this code where sonmeone sells a property which
they did not own but for which they paid the fees
eg sale of a deceased relative's house.

MoveFi | t

Dat a about the costs of the noving and storage of furniture are
collected for the RPI

Excl ude

! paynments for storage of furniture by an informant who is
goi ng overseas but is not selling the property.
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Bl ock: QHOLI DAY

These questions are an inportant source of information for RPlI and
Nat i onal Accounts on holiday expenditure and insurance prem uns.

Excl ude fromthe holiday questions:

! hol i days taken at an informant's holiday hone

! holidays with friends or relatives where there is no paynent
made on a conmerci al basis.

! ti meshare holidays in the UK or overseas.

Hol Locn

Hol i days in the Isle of Man, Channel Islands or Irish Republic
shoul d be coded 2 (O her).

package.

Record the nunber of people covered by the paynent at Hpaynt who
were charged at the full adult rate. This generally, but not
exclusively, wll be those aged 12 or over.

Record the nunber of children, if any, who were charged at a
reduced rate. On sone package holidays children under 12 may be
charged at a reduced rate if they share their parents' room or
for other reasons.

Enter any separate holiday insurance premuns paid in the last 3
nmont hs whi ch cover a package holiday but which are not included
in the package paynent at Hpaynt

Bl ock: QFLI GHT
Air Flights

These questions provide HM Treasury with information to estimte the
effects of the passenger duty levied on flights from UK airports from
Cct ober 1994. The anpunt of duty depends on the flight destination.
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Bl ock: QBANK
Bank charges

Filter

The purpose of this question is to obtain donmestic bank charges
on normal banking transactions on current or budget accounts,

i ncludi ng bank current accounts which yield interest as service
charges are nmade on these. Abbey National current accounts are
bank accounts and shoul d be incl uded.

| ncl ude charges for
cheque w t hdrawal s

! standing orders or direct debits

! | etters about overdrafts (but not interest on overdrafts)

! cash deposits (including wages).

Excl ude:

! bui | di ng soci ety accounts (except Abbey National which is a
bank)

charges on deposit and savings accounts
interest charged for overdrafts or |oans
charges on bank credit cards

counter charges for cashi ng cheques.

Bl ock: QSTORD
Standi ng order and direct debit

Filter

This question is intended to cover itens paid for by standing
order or direct debit which have not been covered at previous
guestions. However, if you wi sh, you may record all such
paynents as a neans of checking the accuracy of anobunts given at
ot her Househol d Schedul e questi ons.

| f, when answering this question, the informant provides
information that was m ssed at an earlier question, eg details
of a loan, then ensure that the rel evant question is asked again
and full details obtained.

If a paynent is made to a credit card conpany by direct debit or
standi ng order make a note of the date in the nmonth on which it
is paid. Rem nd the respondent that if the bill is paid during
record- keepi ng, any interest shown on the account should be
entered on page 38 of the Diary.

Do not use abbreviations, such as AA, at this question. Also, in

the case of paynents to organi sations which are not nationally
known, please describe fully the nature of the organisation.
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Bl ock: QAELFMLK
Welfare mlk

Filter

Free mlk is available for:

! expectant nothers and all children under school age in
famlies in receipt of Income Support, housing benefit,
Famly Credit, or in special need because of |ow inconeg;

expectant nothers who al ready have two chil dren under
school age, regardless of famly incone;

all but the first two children under school age in famlies
with three or nore children under school age, regardl ess of
famly incone;

handi capped children aged 5 to 16 who are not attending an
educati onal establishnent.

Bl ock: QSCHMLK
Free school mlk

Filter

If there is an occasional, nom nal charge made by the | ocal
authority, but otherwise the mlk is free, include but open a
not e.

Free school mlk is usually supplied to children up to their
seventh birthday (eleventh birthday in sone areas) at registered
day nurseries, playgroups and state primary schools or to
approved child mnders. For children with particular health
problens, mlk may be supplied up to their sixteenth birthday or
the all owance may be nore than one bottle or carton.

Howmany
Bottles or cartons generally contain one third of a pint.
Therefore, 5 bottles a week woul d be the usual answer.

Bl ock: QSCLMEAL
School neal s

Filter
Free school neals are supplied to children whose parents are on
a low incone. The conditions governing school neals vary from
one |l ocal authority to another. Sone children from educationally
di sadvant aged backgrounds may receive free neals up to the age
of 18. Exclude tuck shop purchases.
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Bl ock: QEDGRANT
Education grants

Filter

Excl ude top-up | oans.

Bl ock: QSTULQAN
St udent | oans

Filter

The standard neans tested grant has been frozen since 1991. A
system of top-up loans to supplenent the grant is available to
all full-tinme British students aged under 50. The |oan systemis
adm ni stered by the Students Loan Conpany in G asgow. Students
can draw the loan all at one or in a maxi mumof 3 instal nents
for each year of the course. Repaynents on the | oan do not begin

until the student is earning about ,14,000 a year.

Bor Est

This asks for the respondent's estimte of how nmuch they wll
borrow during the current academ c year. The maxi num anmounts for
1994/ 95 are:

full year (,) final year (,)
students |iving
away from hone:
i n London 1375 1005
el sewhere 1150 840
students living at
parent al hone: 915 670
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Bl ock: QEDFEES2
Lei sure cl asses

Filter

!nclude_leisure or fecreational cour ses mhich cannot be
identified as vocational, excluding driving | essons.

Exanpl es i ncl ude:
! cookery, honenmaki ng, handicraft, needl ework

! danci ng, mnusic | essons;

sports tuition, e.g. swmmng, riding, judo classes;

do-it-yourself classes, car maintenance;

| anguage courses, including those on tape/records and by
correspondence;

one-day, weekend and summer schools; teach-ins;

Excl ude:

! menber shi p subscriptions to societies, clubs, professional
associ ations, etc. where no tuition is invol ved.

Bl ock: QEDFEES3
Educati on fees for children outside household

Filter

Unmarried students can receive parental contributions up to the
age of 24; married students can receive contributions up to two
years after their marriage.
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Bl ock: QREFUNDS
Ref unds from enpl oyers

Filter

If the informant has not worked for an enployer in the last 3
nmont hs code 2 (No) at Filter

Bl ock: QEXPG VE
Money gi ven for househol d expenditure

Filter
This question refers to cases where the informant is given cash
or a cheque by a private individual to pay a bill in part or in
full.

Bl ock: QEXPPAY
D rect paynment of househol d expenditure

Filter

Thi s question covers cases where the informant does not receive
cash to pay a bill, but has the itempaid on their behalf direct
by a private individual outside the household or the Departnent
of Social Security. An exanple would be where a nother in the
FES househol d has her rent paid for by her son who lives in a
separ at e househol d.

If only part of the expenditure is paid direct, only the part
paid by the DSS or person outside the household shoul d be
i ncl uded here.
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| NTRODUCTI ON

| nfformati on about incone is essential if we are to nmake
full use of the expenditure details you have obt ai ned.

Therefore the ,10 paynent to each spender will be nade
only if we are given full details of the household's
i ncome.

Ref usal s at any questions except those nmentioned bel ow
are not acceptable and the interview nust be term nated
unl ess spenders can be persuaded to give the information.

Ref usal s may be accepted at these questions although we
woul d obviously prefer to have the information requested:

TesDK in block j_AD TES
Bl dDK in block j_BU LD
BkDK in block j_BANK
NTDK in block j_NTSV1
NSDK in block j_NTSV2
BO hDK in bl ock j_BOTH
OTHDK in block j_TSTK

These questions, which ask for the anpbunt invested at
present, apply only if respondents do not know t he anpunt
of interest or dividends received in respect of an
investnment in the last 12 nonths.

Encour age respondents to | ook for wage slips, bank and
buil ding society statenents, etc. to obtain precise

figures. |If docunents are not available, estimates are
usual |y acceptable and are preferable to "Don't Knows".

The HOH and partner nust be on the sane questionnaire.
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JUMP QUESTIONS I N THE | NCOVE QUESTI ONNAI RE

Bl ock

b Jobdes
NonRespo
NonRespo
c_Enpj bl
c_Enpj b2
d_SIfjbl

Questi on Junp No

M OneJob
SCC1
5[0 7

Pay Dat
Pay Dat

o 0o B~ W N

Intro

Peri od codes

The standard FES period code question is:

What period did this cover?
(enter code)

You

oNURWNE

One week

Two weeks

Three weeks

Four weeks

Cal endar nonth

Thr ee Mont hs

Si x npnt hs

Eight tinmes a year
Nine tinmes a year

10:
12:
13:

Ten tinmes a year

One year

One of f/ Lunp sum

(EXPLAIN IN A NOTE <Ctrl + F4>)
None of the above
(EXPLAIN IN A NOTE <Ctrl + F4>)

must open a note if selecting codes 12 or 13.
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Concurrent interview ng

VWhol

DO YOU W SH TO CONTI NUE W TH [ NAME] ?

(enter code)

1
2:

Conti nue
Suspend

This question is used to organi se the concurrent interview ng
practice. By saying that you wish to continue with both
respondents it is possible to ask both people the sanme question
or group of questions together.

Al ternatively, if one person has to go out, you can choose to
"suspend' their interviewing and continue with the other person.
Wen they return, change the code to 'continue'; the outstanding
guestions nust then be asked.

Hard check

Once you have entered data after this screen you will not be
able to change "Continue" to "Suspend” at that screen for that
spender.

If two respondents are being interviewed on the sane | ncone

guestionnaire questions for the first will appear on the nornma
screen background, those for the second will appear in reverse
vi deo.
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Econom c Activity

There are new questions for 1994/95 which are designed to all ow
the FES to be anal ysed according to the internationally agreed
definitions of enploynent and unenpl oynent, those defined by the
| nternational Labour Organisation (ILO. The questions are as
close to those used on the LFS as is appropriate for the FES.

Bl ock: a_ CURST

Govt prog

ProgType
Government schenes are an inportant part of the enpl oynent
scene nowadays. It is likely that people on the schenmes wll
recogni se them and whether or not they are government
schenes. If they do not, then ultimtely you shoul d accept

t he respondent’'s view of the situation.

Some notes are given below so you will be able to recognise
the main characteristics of the nore commpn schenes.

Training for Wrk

This schenme was introduced in April 1993 and repl aces
Enpl oynment Trai ni ng, Enploynment Action and Conmunity

| ndustry programmes. The schene is mainly for people
who have been unenpl oyed for six nonths or nore.

| ndi vidual s joining the schenme sign a Participation
Agreenment which sets out their individual training
programe. Such schenes are normally work-place based
but may al so have an off-the-job el enment.

Yout h Trai ni ng

This can be delivered in a wide variety of ways. It

focuses on unenpl oyed 16 and 17 year ol ds and
(generally) provides a two year integrated

programme of training, education, and work experience.

Al'l those on Youth Training now have the opportunity

to gain a

recogni sed National Vocational Qualification, or credit

t owar ds one.

Community Action

Participants in this scheme will work part-time on
projects of benefit to the community, usually with a
vol untary organi sation. Active job search, and
assistance with such will be conbined wth the work.

The al |l owance is equivalent to usual benefit plus ,10.
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Bl ock: a_ CURST

Govt Prog
ProgType (conti nued)

Busi ness start-up schemes (including Enterprise

Al'l owance) are rather different fromthe other schenes
and people on themw || be treated as self-enployed in
the questionnaire if they are still on the schene.

Pai dWor k

"Work' at this question nmeans ANY work for pay or profit done
in the reference week. It includes work even for as little
as one hour and includes Saturday jobs and casual work (eg
baby-sitting, running a mail order club, etc.). Sone
respondents may not regard baby-sitting, etc. to be 'serious'
wor k. Probe those to whomyou feel this may apply (e.g.
housewi ves with dependent children). Even the youngest
respondents who have not yet |eft school may have a Saturday
j ob, a paper round, etc. It is correct for themto be
recorded as doing paid work.

Sel f - enpl oyed people are considered to be working if they
work in their own business, professional practice, or farm
for the purpose of earning a profit even if the enterprise is
failing to make a profit or is just being set up.

I n general, you should take the respondent's definition of
whet her they are in paid work or not.

In cases where the respondent is unsure whether he or she
actually had a job the follow ng points may be hel pful

! For enpl oyees a job exists if there is a definite
arrangenment between an enpl oyer and an enpl oyee for work
on a regular basis (i.e. every week or every nonth)
whet her the work is full tinme or part tinme. The nunber
of hours worked each week may vary considerably but as
|l ong as sonme work is done on a regular basis a job can
be said to exist.

Long term absence fromwork. |[If the total absence from
wor k has exceeded six nonths then a person has a job
only if full or partial pay has been received by the
wor ker during the absence.

Seasonal workers.

In sonme industries (eg. agriculture, forestry, fishing,
types of construction, etc.) there is a substanti al
difference in the I evel of enploynent fromone season to
the next. Between 'seasons' respondents in such

i ndustries should be coded 2 at this question.

(However, note that the odd week of sick |eave during

t he wor ki ng season woul d be treated |ike any other

wor ker’ s occasi onal absence and coded 1 here).
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Bl ock: a_ CURST

OmnBus

Rel Bus
There are people who nay have answered 'No' at the paid work
guestion because they are '"unpaid famly workers'. These are

peopl e whose work contributes directly to a business, farm

or professional practice owned or operated either by

t hensel ves or by a relative but who receive no pay or profits
(eg. a wife doing her husband' s accounts or helping with the
famly farmor business). Although the individual concerned
may receive no pay or profit he or she directly contributes
to the 'business' profit. For this reason we are interested
in the work done by these people.

Not e, however, that this applies ONLY when the business is
owned or operated by the individual thenselves or by a
relative. Thus, unpaid voluntary work done for charity, etc.
shoul d NOT be i ncl uded.

'Looked for paid work' may cover a wide range of activities
and you should not try to interpret the phrase for the
respondent.

Al'l those | ooking for paid work, including those |ooking for
vacation or casual work, should be coded 1

In the case of those 'looking for' a place on a governnent
schenme the search should be active rather than passive. In
ot her words, a respondent who has not approached an agency
but who woul d consider a place if an agency approached him or
her shoul d be coded 2.

StartJ

We ask about being able to start work within 2 weeks because
this is an inportant conponent of the internationally agreed
definition of unenpl oynent.

There is no predeterm ned definition of any of the categories
at this question; you should accept the respondent's answer.

Do not pronpt the categories. |[If, exceptionally, an answer

covers nore than one coding category ask which is the main
reason and code that one only.
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Bl ock: a_ CURST

Enpst at 1

In general, accept the respondent's answer but if there is
doubt you should try to find out how they are described for
tax purposes. |If this fails check on their method of paying
Nati onal Insurance. Self-enployed people are usually
responsi bl e for paying their own National I|nsurance
contributions while an enployee's contributions are usually
deduct ed under the PAYE system

Bl ock: b_JOBDES

If there is nore than one paid job, take the nost renunerative as
t he main job.

Jobtitle
Cccup9l
| ndustry

For full details on the probing and coding of industry and
occupation questions see the industry and occupation codi ng
instructions. The coding of the industry and occupation is
carried out as part of the post-interview coding work and not
during the actual interview

The aimof these two questions is to distinguish those who
work in the publicly funded sector fromthose who do not -
the "private" sector. For this survey, the public sector is
defined as that owned, funded or run by central or | ocal
governnent, and the "private" sector as everything el se.
Sone respondents may not be clear about the sector of their

i ndustry. The followng are the correct answers to sone
commonl y confused categori es:

Private sector includes:
! Public limted conmpany (plc)

! Private contractors, even if they work exclusively for
the public sector (e.g. sonme cleaning firns)

Der egul at ed bus services

TECs and LECs (Training and Enterprise, and Local
Enterprise, councils)

Doctors and denti sts whose practices are not mainly NHS
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Bl ock: b_JOBDES

Non- private organisations include

! Churches, charities, schools (all types - nobst private
schools are charities), trade unions, practices which
are mainly NHS.

Code the respondents' view unless it clearly contradicts
t he exanpl es and principles above; if, after discussion,
the respondent still insists on the original answer,
code it and nmake a note.

Di rector

A director of a limted conpany should be coded as an
enpl oyee at a_CURST/ Enpstat and Wrkst at .

Hard check:
A hard check will appear if Director is coded 1 (yes) and
Wrkstat is coded 2 (self-enployed).

You will be routed through the enpl oyee pay questi ons.

However, a director of a limted conpany nmay manage his
income as if self-enployed. In those circunstances see
instructions on page 209 in block c_EMPIBI.

WrkStat see Enpstatl (above, in block a_ CURST)

Supervi s

In general, accept the respondent's answer, but note the
foll ow ng points to probe if necessary.

A manager may manage ot her enpl oyees through supervisors or
directly, and may have a nore general responsibility for
policy or |ong-term planning.

Foremen and supervi sors have day-to-day control over a group
of workers whomthey supervise directly, sonetinmes doing sone
of the work they supervise.

Sonetinmes job titles can be m sleading. For exanple, a

" pl ayground supervi sor' supervises children not enpl oyees and
so should be coded 3. Simlarly, a 'store nmanager' nay be a
store-keeper and not a nmanager or supervisor of enployees.
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Bl ocks: c¢_EMPJB1
c_EMPIB2
c- EMPIB3
Enpl oyee pay details

Bl ock ¢c_EMPJB1 covers pay for the nost renunerative job as an
enpl oyee. Bl ocks c_EMPIJB2 and c_EMPIB3 cover pay for subsidiary
enpl oyee jobs and do not ask such detail ed questions.

The questions apply to

current enpl oyees
t hose out of enpl oynent whose |ast main job was as an
enpl oyee.

Directors of limted conpanies:

Sonme directors of |imted conpanies, although legally

enpl oyees, may manage their affairs as if self-enployed, ie
they will take a profit (or loss) fromthe conpany and w ||
be responsible for paying their own incone tax and Nati onal

i nsurance contributions. In these cases proceed as follows in

this bl ock:
Pay Dat Enter date of interview
Pay Ant Code DK, open a note explaining that respondent

manages his or her incone as self-enployed; give

| ast gross profit (before deduction of incone tax
and National |nsurance) and period covered; enter
the total income tax paid relating to the business,
if any, in the last 12 nonths; and enter the |ast
regul ar National |nsurance contribution paid and

t he period covered.

Al'l other questions in the block: enter DK

Ant i cPay
| f anticipated pay is being given but details are not
i mredi ately avail abl e ask the respondent to obtain as precise
figures as possible before the final call.

If details still cannot be given enter DKs and record
details of inconme fromthe previous job in a note.
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Bl ocks: c¢_EMPJB1
c_EMPIB2
c- EMPJB3

Pay Dat

| f respondents cannot renenber the exact day of the nonth on
which they were |ast paid, enter the 15th of the nonth.

Where the difference between the date of the interview and
the date last paid is |onger than the pay period given at
Perc409, give the reason in a note. For exanple, an informant
who is weekly paid may have been given advance holiday pay a
fortnight before the interview.

If the informant is enpl oyed abroad, but was not paid in
, Sterling, code DK and enter salary details in a note.

If the last pay included holiday or other pay in advance,
back pay or irregularly - paid overtinme, please nmake a note.

Dedchtfs

Contri butions under the payroll deduction schenme are deducted
from earni ngs when inconme tax is cal culated and thus provide

enpl oyees with tax relief. Contributions may not exceed ,900
a year.

Code 4: Repaynent of | oan from enpl oyer
Honme check
A hone check will appear if this is coded 4 asking
you to check that the |oan has been recorded at
QLOANS i n the Househol d questionnaire.

Code 7: Any ot her deducti ons

! | f the deduction is for insurance specify
whether is it life, sickness or accident.

"Benevol ent Fund" - is this a paynent to
a charity or sonme formof insurance and, if
the latter, what Kkind?

Do not use initials
Specify fully the purpose of the deduction.

209



Bl ocks: c¢_EMPJB1
c_EMPIB2
c- EMPJB3

G ossPay

Soft check:
A soft check will appear if the net pay plus any deductions

does not equal gross pay to the nearest ,2. Amend whi chever
variable is incorrect. Qccasionally an anount such as a bonus

will not be reflected in the gross pay: in these cases
suppress the warning but nake a clear note of what is on the
pay slip.

| NA220

Usual hours are not the same as basic hours. |If hours
excluding overtinme vary within a regular 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).

| NA254

This should be coded 2 if the |ast take hone pay included
hol i day pay, back pay, an occasional bonus, irregul ar
overtinme or a tax refund.

BonExtra

I ncl ude
! honoraria (voluntary fees for professional services)

! Profit-rel ated pay (PRP)
Under qualifying schenes approved by the |Inland Revenue,
enpl oyees may receive profit-rel ated pay based on the
enployer's profits for a profit period, in addition to
t he enpl oyees' earnings. For all profit periods from
April 1991 the profit-related pay is exenpt fromtax up
toalimt of the | ower of 20% of pay or ,4,000. For
profit periods before April 1991 only one-half of the
profit-rel ated pay was exenpt fromtax.

There are now over 6,000 schenmes covering one and a hal f
mllion enpl oyees.

BonUPay
Note that this question refers to usual net pay.
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Bl ocks: c¢_EMPJB1
c_EMPIB2
c- EMPJB3

Mal i npay

! M | eage al l owance is a specified amount paid for each
mle the vehicle is used (eg 25p per mle). The m | eage
will vary fromweek to week

Fi xed all onwance is a specified set anmount per week or
nmonth etc, paid regardless of the amount the vehicle is
used.

If a fixed or m|eage allowance for a vehicle has been
received, details of refundabl e expenditure on petrol etc,
which will be refunded via the all owance paid should be shown
in the diary.

Mot Exp

This covers refunds for itens such as parking fees, repairs,
etc.

HHot hl nc
HHO
HHOAN

Record fully the type and anmount of refund included in the
| ast net pay. |If a subsistence allowance is received, only
the part actually spent on food, |odgings, etc should be

i ncluded at this question.

LVused
LVt ot al

These questions cover only |luncheon vouchers used by the

informant in the last 7 days which were supplied by the
i nformant's enpl oyer.
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Bl ocks: d_SLFJB1
d SLFJB2
d_SLFJIB3

Sel f - enpl oyed i ncone

It is often difficult for self-enployed people to give precise
details about their inconme but please try to conplete these
guestions as fully as possible.

There are sone hone checks asking you to give your opinion of the
accuracy of the data obtained. Please open a note to nake any
addi ti onal observati ons.
SEProfit
If the answer is nil profit code 1 at SEProfit.
Where the informant has been sel f-enployed for too short a
period to have any figures avail able, code as DK but open a
note recording any anticipated profit.

The al |l owance received by those on the Enterprise Al owance
schenme or on a simlar business start-up schene shoul d be

i ncl uded when cal culating the profit - in some cases the
al l omance (which usually is from ,20-90 a week) may be the
only profit.

SeRegs

SeRegSum

A home check will appear if SeRegs is coded 2.

The purpose of this question is to ascertain how nmuch noney
IS being drawn fromthe business. In nost cases where there
is no profit, self- enployed people should be w thdraw ng
noney fromtheir business to live on and to pay donestic
bills unless they are living off capital or savings, in which
case please open a note. Please obtain an estimate, rather
than accept a Don't Know, as this may be the only basis for
estimating incone.

Sel ncTax

Excl ude direct paynents of incone tax in respect of shares
and ot her sources of inconme not related to the business.
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Bl ocks: d_SLFJB1
d _SLFJIB2
d_SLFJIB3

Sel f - enpl oyed i ncone

SeBusExp
SeBExTyp
SeBepca

CGenerally, the informant, or his or her accountant, wll
agree with the Inland Revenue that a certain percentage of

ot her expenditure on an item should count as business
expenditure for tax purposes. It is these percentages that
shoul d be recorded. |f the anpbunt has not been agreed, enter
an estimate of the claimrather than accept a Don't Know.

If the total anmount of business expense is available but it
is inpossible to give individual anmunts for each type of
busi ness expense, code DK at SeBExTyp, open a note and enter
the total amount cl ai ned.

Bl ock: g_NL
Nl Contri butions

Nl Dir ect

This will apply nostly to self-enployed people who, in
addition to a basic weekly rate of National |nsurance, nay
pay a class 4 contribution based on a percentage of the

profits of their business (if these are over about ,6,000).

Bl ock: g_MOB
Mai | order, baby sitters

Mai | baby
Excl ude
! child m nders who should be treated as sel f-enpl oyed.
! incone in the formof goods acquired froma mail order

cl ub.
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Bl ocks: k_ALF2
k ALQJ
Qdd j obs

Filter
QddJpr
QddJdrg

This section only covers occasional jobs where there is no
regular commtnment to work for anyone el se. Regul ar

comm tment i ncludes any obligation to work for soneone on a
regul ar basis, eg service in the Territorial Arny.

Hard check:

A hard check will appear if both OGddJpr and OQddJrg are coded
Yes. You will have to go back to b_JOBDES/ JobTitle and enter
details of the job.

Bl ock: g_REDPAY
Redundancy pay

Redund

| ncl ude:

! all statutory redundancy paynents

! paynents under the enployer's own redundancy schene

! ex-gratia paynents to which the informant had no
contractual entitlenent

! noney in |ieu of notice.

Excl ude:

! term nati on paynents which are contractual, eg a case

where an individual's contract of enploynent covers a
period of two years and includes provision for a
term nati on paynent at the end of the two years.

214



Bl ocks: g BENEF1 - g BENEF5
State benefits

It is inmportant that the anmpbunt entered for each benefit covers
that benefit only and is not the total for a conbination of
benefits, eg Inconme Support and Retirenent Pension.

If you are unable to separate a paynent which covers a conbination
of benefits, e.g. Inconme Support and Retirenent Pension:

code 1 (yes) at the filter questions
code the benefits received at BnCard

in each case code DK at the anpbunt question Ant Benx,
open a note and enter the combined total stating which
benefits are covered and the rel evant period code

The amounts for different benefits will usually, but not always,
be identified in the benefit paynment books. Pl ease encourage
respondents to consult these. There are two benefit paynment books
in general use, one used to pay |Inconme Support only or Incone
Support plus other benefits; the other used to pay benefits other
t han 1 nconme Support.

It is difficult to distinguish between the two books, and
informants are sonetinmes uncertain which benefits they are

recei ving. However, in the Incone Support paynent book, the

i nclusi on of another benefit is usually identified on page 3. In
the other benefit book, the anmounts for the various benefits are
shown on page 3 with a code letter; the key to these code letters
is on page 2 of the book.

| nstead of receiving paynent by book, sone informants are paid by
giro or by direct transfer to their bank or building society
accounts. Pl ease ask respondents to consult any rel evant docunents
in order to obtain accurate details of benefit paynents.
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Bl ock: g_BENEF1
Child benefit, retirenment pension, w dows benefits

BnCar dR1

Child Benefit can be received for each child under 16 or
for a child aged 16-18 still in full time education. One
Parent Benefit may al so be received by a single parent
on top of Child Benefit. If both benefits are received
enter the total anount.

Retirement Pension is a taxable weekly benefit for wonen
on reaching 60 and nmen on reaching 65. The basic pension
rate is the sane for nen, wonen who have paid their own
NI contributions at the standard rate, and for w dows on
t heir husband's N contributions. Married wonen who are
not entitled to a pension on their own contributions may
receive a pension on their husband' s contributions.

A d Person's Pension or over 80s pension is for those
peopl e aged 80 or over who are entitled to state
Retirement Pension of |ess than the anpbunt payable on a
spouse's contributions, or to none at all.

Those who have paid N contributions as an enpl oyee
after April 1978 may al so receive an additional earnings
rel ated pension. Those who have been in a contracted- out
occupational pension schene may receive a contracted- out
deduction (fornerly call ed guaranteed m ni nrum Pensi on).
Those who decided not to claimtheir pension on reaching
retirement age can earn additional pension increnments.

Hard check:

There is a hard check if someone under state retirenent
age is coded as receiving Retirenent or Ad Person's
Pension. Probe to find out what the benefit is or
whether it is a pension froma former enployer.

W dow s benefits

! Wdow s Paynent is a lunp sumpaid i medi ately
after the husband's death if he had paid enough N
contri butions.

W dowed Mother's Allowance is a weekly benefit for
wi dows of any age who have at |east one child for
whom they get Child Benefit.

Wdow s Pension is a weekly benefit for wonen aged
45 and over (or 40 and over if w dowed

before April 1988) paid when their husband died or
when their Wdowed Mdther's Al owance ends.
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Bl ock: g_BENEF2
Disability related benefits

BnCar dR2

Severe Di sabl enent Al |l owance

This may be received by people of working age who have
been unable to work for 28 weeks or nore because of

il ness or disablenent, but cannot get Sickness Benefit
or Invalidity Benefit because they have not paid enough
NI contributions.

At t endance Al |l owance

This is a weekly benefit for people disabled at or after
age 65 who need a | ot of |ooking after because of nental
or physical disability. There are two rates - one for

t hose needing to be | ooked after by day or night, and
the other for those who need attendance by day and

ni ght. Attendance all owance for those di sabl ed before
they were 65 was replaced in April 1992 by Disability

Li ving Al owance care conponent (see bel ow).

Invalid care allowance is a weekly paid benefit to those
caring for a long termsick person and shoul d be coded
in the colum of the person caring.

Disability Wrking Al owance

This is an incone-related benefit for those who are
wor ki ng at | east 16 hours a week but have an illness or
disability that Iimts their earning capacity.
Applicants nmust also be getting Disability Living

Al |l owance or have an invalid three-wheeler from DSS or
nmust have cl ai ned another disability benefit within the
| ast 56 days.

Disability Living Al owance

This has two elenments and is directed at the care needs

and nobility needs of disabled people of working age and
bel ow. The sel f-care conmponent has three rates and has

repl aced Attendance All owance for those under retirenent
age. The nobility conponent has two rates and has

repl aced Mobility All owance.

Motability is a registered charity through which those
who receive disability living allowance may hire or
purchase a car at a reduced rate. Either part or the
whol e of the allowance is paid to Motability. If an
informant is purchasing a car on HP details should al so
be entered at the vehicle questions in the Household
guestionnaire.
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Bl ock: g BENEF2

War Di sabl enent Pensi on

This is payable to people disabled as a result of
service in the Armed Forces during the First Wrld \War
or at any tine since 1939.

The amount received depends on severity of disabl enent
and rank.

| ndustrial injury disabl ement benefit

This is paid to those who beconme disabled as a result of
an accident at work or an industrial disease. The anmpunt
recei ved depends on degree of disability. A reduced
earni ngs all owance may al so be paid if the disabl ed
person cannot return to work because of the effects of
di sabl ement: the all owance should be included at this
guesti on.

Bl ock: g_BENEF3
| ncone support, Famly Credit, Unenpl oynent benefit,
Si ckness benefits

BnCar dS1

| ncome Support

Househol d bills paid direct by Incone Support should be
shown at the appropriate Househol d Schedul e question

wi th an expl anatory note.

Famly Credit

To get Family Credit an informant nmust have at | east one
child under 16 (or under 19 if he or she is in full tine
education up to GCE A |l evel or equivalent standard). The
informant or his or her partner nust be working at |east
24 hours a week to qualify. The amount received depends
on the inconme of the informant or his or her partner,
how many children they have and their ages.

Unenpl oynment benefit
Thi s question should exclude any benefit for weeks spent
on governnent training schenes.

Where an informant has had nore than one spell of
unenpl oynent in the last 12 nonths nake sure to record
all weeks and not just the nunber covered by the | ast
spell of unenpl oynent.
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Bl ock: g BENEF3

! Statutory Sick Pay
This is paid by the enployer. The benefit is paid for a
maxi mum period of 28 weeks in a tax year. If an
informant is currently receiving Statutory Sick Pay they
shoul d be coded as an enpl oyee.

Soft check:
There is a soft check if the respondent is receiving SSP
at present but is not absent from work.

| ncapacity Benefit

From April 1995 Incapacity Benefit replaces Sickness
Benefit (previously payable for 28 weeks for those not
entitled to Statutory Sick Pay) and Invalidity Benefit
(previously payable after 28 weeks instead of
SSP/ Si ckness Benefit).

| ncapacity Benefit is a contributory benefit; it is not
means-tested. It is paid at three basic rates: the short
termlower rate for the first 28 weeks of sickness; the
short term higher rate for weeks 29-52; and the |ong-
termrate fromweek 53. Caimants over state pension age
recei ve higher rates.

Bl ock: g_BENEF4
Maternity benefits

BnCar dS2

! Statutory Maternity Pay
This is paid by the enployer for up to 18 weeks fromthe
begi nning of the 11th week before the week in which the
baby is due. However, the nother can decide to work
until the end of the 7th week before the baby is due and
still receive paynents for the full 18 weeks.

If an informant is receiving Statutory Maternity Pay at
present, they should be coded as an enpl oyee at Enpstat.

Maternity All owance

This may be paid to those who are not entitled to Statutory
Maternity Pay for 18 weeks, starting fromthe 11th week
before the baby is due.

A Gant fromthe Social Fund

This may be nade for maternity expenses to those who receive
| ncome Support, Famly Credit or Disability Wrking

Al | owance.

219



Bl ock: g_BENEF5

O her

state bhenefits

BnCar

dT1

Exanpl es are:

Grant from Social Fund for Funeral Expenses - a lunp sumto
cover the cost of a sinple funeral.

War W dows Benefit - paid to widows of those killed in the
Armed For ces.

| ndustrial Wdows Pension - paid to wi dows of those who died
as a result of an accident at work or a prescribed di sease.

Guardi an's all owance - paid to those with an orphaned

Col d Weat her Paynents

Bl ock: k_RENTI N

Rent

from property

Rentr

ec

I nclude here all rent fromlet or sublet property except rent
recei ved by soneone who nmekes their living solely from
renting out property: this should be included in the self-
enpl oynment section.

Bl ock: k_ALTAX

Dirtax
| ncl ude
! Direct paynents of incone tax on savings and
i nvestnents, i.e. excluding tax deducted at source.
Excl ude

| ncone tax paid under PAYE

Direct paynents of tax relating to self-enpl oynent

| ncome tax on income frominvestnments which is deducted
at source: this will be covered at |ater questions

Any paynment of Value Added Tax (VAT), Capital Gains Tax
or an anpount set aside for paynent of incone tax.
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Bl ock: j _ADI TES
TESSAs

Tessac

Since January 1991 anyone aged 18 or over has been able to
open a Tax Exenpt Special Savings Account (TESSA) with a bank
or building society. A TESSA |asts for 5 years and provided
the savings are left in the account any interest earned wll
be tax free. Up to ,3,000 may be deposited in the first year,
,1,800 in each subsequent year and a maxi mum of ,9, 000 over
the 5 years. The deposits can be made by | unp sum or by
regul ar nmont hly savi ngs.

The nost that can be withdrawn wi thout | oss of the tax
advantages, is the total interest credited to the account net

of basic rate tax.

! Feeder accounts

Sonme respondents have an ordinary building society or bank
account fromwhich anbunts are fed into a TESSA once a year.
Pl ease ensure, as far as possible, that interest is not
duplicated between TesAnt, BlIdAnt or BkAnt. If in doubt, open
a note and give details.

TesDK
This applies only if TesAnt is coded DK

There is a soft check if the anobunt at TesDK exceeds ,9, 000.
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Bl ocks: j_BU LD, j_BANK
Bui | di ng soci ety and high street bank accounts

Abbey National accounts should be coded as bank accounts.

Bl dDK
Bk Dk

These questions apply only if BldAnt or BKAnt are coded DK

Bui | di ng soci ety/ bank interest paid gross

Since April 1991, accounts holders who are not liable to
tax may be paid, or credited with, interest from
bui l di ng society or bank accounts in full. Wth only a
very few exceptions, these account holders will be
required to conplete a certificate enabling the building
soci eties or banks to pay interest w thout any deduction
for tax.

Soft check:

A soft check will appear if BldTax or BKTax is coded as
"before tax" but the respondent pays tax on incone in
respect of their job.

Bl ock: j _BOTH

BO: hAc

Thi s question covers accounts with societies other than
bui | di ng societies or banks other than high street banks.

An example is First Direct where respondents arrange account
matters over the tel ephone.
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Bl ock: j _STOCKS
Bonds and securities

Filter

! Personal Equity Plans (PEPs) and SCPs

PEPs allow individuals to invest in unit trusts and shares

wi t hout paying tax on dividends. The nmaxi num annual

investnment in a general plan is ,6,000. Since January 1992

i nvestors have al so been allowed to invest in Single Conpany
PEPs call ed SCPs. The subscription limt for SCPs is ,3,000
and cash can only be invested in the shares of one conpany.
Enpl oyees are allowed to transfer up to ,3,000 worth of
shares froma profit-related or savings-rel ated option schene
into an SCP without paying tax on capital gains.

Bl ock: K1-CHI LD
Chi |l drens i ncone

Prnpt Z1c
I ncl ude
! regul ar inconme, however small, fromjobs eg a newspaper
round.
! i ncome from bank and buil di ng society accounts, post
of fice accounts and ot her National Savings investnents,
shares, trust funds in the child s nane.
Excl ude
! cash gifts and pocket noney.
Jobl nc
HowMuch

Enter details of all sources of income at Joblnc and total
annual i ncone at Howwuch.
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Ceneral instructions

There is space in each Income Questionnaire for two spenders.
Pl ease check the fact sheet and F5 nenu carefully to ensure that
there is an Inconme Questionnaire covering each adult including
any absent spender.

DK may be accepted at the following 1incone questionnaire
questions only:

d_SLFJB1/

d SLFIB2/

d SLFJB3 SeProfit

] _ADITES TesAm Only if TesDK is refusal
TesDK

j _BULD Bl dAm Only if BldDk is refusal
Bl dDK

j _BANK Bk Ant Only if BkDk is refusal
Bk Dk

] _NTSV1 Nt Amt Only if NTDK is refusal
NTDK

] _NTSV2 Ns Amt Only if NSDK is refusal
NSDK

j BOTH Bot hAnt Only if BQhDK is refusal
BQ hDK

] _TSTK G hAm Only if OTHDK is refusal
OTHDK

Pl ease be sure to check period code 12 and anend to yearly or
del ete data as necessary. Period code 13 nust always be recoded
and the amount recal cul at ed.

Absent Spenders

Absent spenders are treated differently in CADI than they were
in the PAPI survey. The interviewer is now instructed to coll ect
all pay details. These should be accepted unless SpouseA is
coded Yes (allowance received from absent spender); in this case
refer to RO Cccasionally a hard error may occur in CAD if the
only person on an Incone Questionnaire (e.g. the third person in
the household) is an absent spender. Refer to RO do not |eave
case 'in error'
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Qccupati on codi hg (SO0

Qccupation is coded by interviewers in the admn block. Soft
checks may occur if the SOC code is inconsistent with the
supervisory status or size of establishment. Refer to the SOC
matrix, and anend errors. |If you cannot resolve discrepancies,
di scuss with supervisor.
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c_EMPIB1
c_EMPIB2
c_EMPIB3
Enpl oyee pay details

If an informant does a different type of work for nore than one
enpl oyer concurrently he/ she should be coded as having nore than
one job at c_EMPIB1/2. (If the informant does the sane type of
work for nore than one enployer e.g. cleaning, teaching etc
he/ she should be coded as having one job also if an infornmant
does two different jobs for one enployer e.g. teaching and
lecturing for the sane local authority he/she should also be
coded as having one job.) The main job should always be the nost
renunerative.

Directors of limted conpanies

For the purposes of the FES a director of a limted conpany nust
be coded as an enployee, not as self-enployed. |If the
interviewer has entered DKs at the enployee pay questions and
opened a note explaining that the director, although legally an
enpl oyee, mnmanages his affairs as a self-enployed person and
therefore can only give information in ternms of profit proceed
as follows:

! enter the "gross" profit, ie before tax and N are
deducted, at G ossPay.

amounts relating to the profit period should have been
entered at Tax and NINO by the interviewer: if they have
not and a profit has been nmade inpute based on tax tables
and dass 2/4 N contributions; if no profit is made or
given refer to supervisor for a decision as to whether any
tax or NI shoul d be i nputed.

the editor should check that all the anounts are cal cul at ed
or amended to weekly val ues.

Ant i cPay

If an informant has just started a new job and has not been
paid, the pay he expects to receive should be entered here. If
details are not available the interviewers are instructed to
enter DKs and record details of incone froma previous job in a
note. If there are no details and no notes refer to R QO
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Pay Dat

A check will appear if the interview date has been changed to a
date later than the pay date. Refer to RO

Pay Ant

If the informant is enployed in the UK but paid in a foreign
currency the interviewer should have entered DK and opened a
note. The inconme should be converted to pounds and pence using
the current exchange rate.

PenDANt

| f superannuation amount is DK, inpute as:
6% of G ossPay but use 1.5%for civil servants w dows pension or
8% of PayAnt (net pay) but use 2%for civil servants;

UnDant

If union fees is DK, inpute as ,2 per week per period of |ast
wage.

PABDED

There will be a hard check at PABDED if there are deductions
from pay which need to be coded using conputer-assisted coding.
The type of deduction should be typed in at DedOlype (the
interviewer will have already typed in a description) and coded
using the F2, F1 function.

If there are deductions for an enployer loan or |ife assurance

a soft check wll appear . Pl ease check the Household
Questionnaire to nmake sure that there is a corresponding entry,
otherwise the case may need to be referred to RO for nore
det ai |l s.

! Wdows and or phans.
If Iess than 20p per week transfer to Dedchocs
(charity);
If fairly large - 1.5%of gross pay treat as
super annuat i on;
If in respect of police or fireman,treat as life
i nsurance and ensure entered in Household Qe.
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&G ossPay

A soft check will appear if the net pay plus any deductions does

not equal gross pay to the nearest ,2.00. The interviewer wll
have suppressed this check and opened a note to explain what is
on the pay slip. The editor should then assess what the paynent
may be for i.e. profit-related pay. If necessary refer to RO

BonExtra

| ncl ude:

bonuses for directors
firemans and first aid bonus

noney received by a mnister of religion for carrying out a
weddi ng, funeral, etc. if he is an enpl oyee.

Excl ude:

! Shares in a conpany
cash val ue of shop vouchers
incone in kind
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Mal i npay

If mleage allowance is included in the salary a note wll
appear on the fact sheet and a 'car sheet' nessage w |l appear
on the screen. The editor should conplete a car sheet and abate
any vehicl e expenses in the HHD schedul e and t he DI ARY.
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d SLFJB1
d SLFJB2
d SLFJB3
Sel f - enpl oyed i ncone

The term sel f-enpl oyed covers informants who are responsible in
their work only to thenselves and do not receive a wage or a
salary. Tax is not normally deducted at source but paid directly
to the Inland Revenue. Hence, directors and nanagers are
enpl oyees of their own conpanies. For the purposes of the FES a
director cannot be self-enpl oyed (see page facing 208).

A soft check wll appear at SeBExTyp to remnd the editor to
abate the itens clainmed for.

SEProfit

If the informant does not know his/her profit or has been self-
enpl oyed for a very short tine the interviewer will enter DK and
open a note giving details of any anticipated profit. Enterprise
Al | omwance shoul d have been included in the profit already.

SeRegs
SeRegSum

A soft check will appear if SeRegs is coded 2 and NI Profit,
Loss or DK is given at SeProfit. If the informant is living on
capital or savings the interviewer should have opened a note
expl ai ni ng what the source of inconme is for the respondent.

If there is a spouse living in the household who is salaried it
is alright to assune that any donestic bills are paid from that
source. The error can then be suppressed and need not be
referred to RO The editor should make a note on the fact sheet
to this effect. However , if there is no satisfactory
explanation, refer to RO for a decision on whether the noney
drawn from business should be inputed based on total annual
househol d expendi ture | ess incone.

If the RO decides that an anount should be inputed, the
cal cul ated value should be entered at the editing variable
Sel MPT, not at SeRegSum if +the RO decides against an
imputation, enter 0 at Sel MPT.

FACI NG 213



SeBusExp, SeBExTyp

Generally any informant who is self-enployed will be able to
of fset business expenditure against inconme tax. The anount
claimed and the itemw |l be noted on the fact sheet.

You shoul d abate by the percentage clai med unl ess

respondent is claimng vehicle expenses

an anmount is given instead of a percentage
100%is cl ai ned

percentage i s DK

For each of these situations, see instructions bel ow -

Vehi cl es: general procedures

If there is a vehicle at QVEHICLE with no tax or insurance
paid, assunme unless the interviewer has noted to the
contrary, that this relates to the vehicle at SeBusExp and
do not abate any ot her vehicle.

If there is nore than one vehicle of the same type at
QVEH CLE abate the vehicle with the larger insurance. |If
one of the vehicles is being purchased with a l|oan the
entry at QAN may al so need to be abat ed.

If an informant owns a car but another household nenber
clainms on it proceed as foll ows:

- the owner's car expenditure should be abated at QVEH CLE

- the claimant's car expenditure in the D ary should be
abat ed

If there are car |easing paynents recorded at LAmM refer to
supervi sor for a decision about abatenent. Those who own a
car at present are asked at Owm whether they own or |ease
their car and will have been asked LAnt and Lperc in the
Househol d schedule. 1In these circunstances, the |[easing
paynments should not be transferred to QSTORD or to the
D ary.

Al'l vehicle expenses in the HHD and DI ARY shoul d be abated
by the percentage given.

Amount cl ai med i nstead of a percentage

If an anmount is claimed for a particular iteminstead of a
percentage, adjust the amount clained (which should be an
annual figure) to the sanme period code as that shown at the
appropri ate HHD questi on.

| f the anmount clainmed covers nore than one item refer to
supervi sor for a decision
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Abating itens where 100% expenditure is clainmed for tax

Rent, nortgage, council tax, rates, water, structural
i nsur ance

If there is a 100% claim for any of the above itens,
t he expenditure recorded at the appropriate HHD shoul d
not be abated by 100% but by an adjusted anount as
i ndi cat ed bel ow

(a) M xed prem ses excl udi ng farns (ed
shop/ f 1 at/ house)

If any of the above itens are clained as a
busi ness expense they should be abated according
to the nunber of roons used solely or partly for
busi ness (see nunber of roons cal cul ati on bel ow)

N.l. only: if rates, or rent including rates are
abated, the NRV should al so be abated by the sane
proportion.

(b) Farns

Any anounts given for rates, NRV and structura
i nsurance at the appropriate HHD questions shoul d
be abated by one third.

Were rent or nortgage paynents are shown
separately for the farnmhouse, they should al so be
abated by one third. However, if paynents include
farm buil dings then refer to RO

Water rates for agricultural establishnents are
normally too high for the wusual nethod of
abatenent to result in a true donmestic elenent.
Refer these to RO

Car s/ Vans
Wiere 100% is clained all relevant vehicle expenses
shoul d be abated to zero, i.e. tax and insurance.

Fuel (gas, electricity and central heating oil)
Wiere 90% or nore is clained abate by 90%

Tel ephone
Abate according to the nunber of roons used solely or

partly for business or by one third in the case of a
farm
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Abating itens where Percentage to be clainmed not known

Rent , nortgage, council t ax, rates, water, structural

i nsur ance
Abate by the nunber of roons used solely or partly for
busi ness

Car s/ Vans
Abate by one third

Fuel (Qgas, etc)
Abate according to the nunber of roons used solely or
partly for business or by one third in the case of a farm

Tel ephone
Abate by two thirds

214C



Cal cul ating the percentage of roons used for business

The percentage of roons used for business:

= NMNunber of roons used only or partly for business
Nunber of roons used by househol d
(excluding 'other' roons not used for business)

The nunber of roons used only or partly for business is
given at QADDRESS. PartBUse and QADDRESS. Onl yBUse. An
adj ust nment has to be nade if roons are shared

( QADDRESS. Shar ed)

Roons used Roons Roons used by

by househol d | shared househol d

or shared
Total No. of rooms used 9 2 (7 +1) =38
O her roonms inc. 'other' roons 2 1 (1 +0.5) =15
used for business
"Cther' roons used for 1 - (1=0 =1
busi ness (specified bel ow)

The nunber of roons used by the household (excluding
"ot her'roons not used for business) =8 - 1.5+ 1 =7.5

In the above exanple , if one room is used only for
busi ness and one roomis used partly for business then the
per cent age of roons used for business

=1.5=20%

~
ol

This percentage should be then be used to abate the
rel evant itens of expenditure.

! If there are any 'other' roons used for business they
shoul d be specified at RyBus i n Househol d Schedul e.

! A room shared between two househol ds counts as .5 of a
room

! A room used partly for business counts as .5 of a
room

No roons are used either solely or partly for business

Refer to supervisor for an estimate of the nunber of
roons used for business. This should take into
account the type of business, amount of profit,
conposi tion of household by age and sex, and the total
nunber of roons. The rmaxi num nunber of roons
esti mated shoul d be two.

214D



aNC

This will apply to informants who have a main or subsidiary
sel f-enpl oyed j ob.

If coded No, do not inpute one as there could be legitimte
reasons why a person may not be making regul ar contributi ons.

Absent spenders

If the informant is an absent spender (residing in UK or
abroad) this question will need to be answered. If the net
and/or gross pay are given at the pay questions inpute the
National Insurance contribution wusing the appropriate
tables. If no pay details are given or they appear to be
unreliable code Nicont to 2.

k ALF2
k ALQJ (dd Jobs

An 'odd job' is defined as a job which is undertaken only at a
specific point in time and without any regularity or continuity.
It should be non-recurring. Regular commtnent includes any
obligation to work for soneone on a regular basis, e.g.
Territorial Arny. QddJpr should al nost always be coded 2, if in
doubt refer to supervisor

No action unless it is clear that the job is regular and is held
currently (in which case the interviewer should not have entered
it here). If this applies it should be transferred to enpl oyee,
subsi di ary enpl oyee or self-enployed questions as appropriate.

Ref er doubtful cases to RO
Students' holiday jobs

Holiday jobs should not be shown here but students should be
coded according to the situation at the tine of the interview
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g_BENEF1 - g_BENEF5

The interviewer's entry should be accepted as correct. The only
time a figure should be amended is when an interviewer has
opened a note indicating that two or nore benefits have been
conbi ned. The 'Benefit Rates' table should enable the editor to
separate and transfer anounts to the respective benefits.

FACI NG 216



SSP and SMP

There will be a check if the informant has received Statutory
Sick Pay in their last salary and is back to work at the tine of
the interview Refer to supervisor who will decide if the case

shoul d be referred to RO

There is also a check if the respondent is receiving SSP or SM
but is not coded as being an enpl oyee. Refer to RO
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K_RENTI N
Rentrec

Check at this question whether the person is nmaking a |iving out

of letting or sub-letting property and if necessary transfer
details to self-enployed questions.
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| _ADI TES
TESSAs

Since January 1991 anyone over the age of 18 years has been able
to open a TESSA account. The maxi mum deposit for the first year

is ,3000 and ,1800 for each subsequent year up to five years. No

informant can hold the maxi rum deposit of ,9000 until 1995. If
there is no value at TesAnt refer to supervisor who will provide
the interest rates so that an anount can be i nputed.

From January 1996 investors may re-invest ,9,000, but no noe
than that, froma first TESSA into a foll ow up TESSA
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j BULD j_BANK

Bui | di ng Soci ety and high street bank accounts

| nput ati on

If interest has been received or credited but the informant does
not know the anmount, it nust be inputed as foll ows:

- if the anount invested is shown, inpute after referring to
Money Facts for the current rate of interest.

| - NTSV1
Nt Ant /  NsAmt

| nput ati on

If the anount of interest is not known, it may be calcul ated
from the amount at NIDK or NSDK and inputed. Refer to Money
Facts for current rates of interest.

| - BOTH
BOQ hAc

See 'don't know |ist at beginning of Income instructions.

j - TSTK

If an anount invested is given at OTHDK inpute interest as
5% of the anount invested.
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