™

Diary of Expenditure

Please read the notes and look at the examples on page 2 - 7 before you
start completing your diary

All the particuiars you give 1n this diary will be treated in STRICT CONFIDENCE.
Please do not put your name or address on it.

Tha interviawer will call again on.
DAY DATE TIME




How to complete your Diary

Write down everything you personally pay for during the fourteen days
by cash, cheque, postal order, credit card, shop or store card,
Switch or Barclays Connect card, or luncheon voucher.

Make your entnes as soon as possible after you get home to make sure you
don't forget anything

Show each item, however small, on a separate line
After each item enter the amount you spent on it

If you ask someone else ta buy things for you, but you pay for them, include
these purchases in your Diary

If you purchase an item with a credit card (eg Access or Visa), a charge
card (eg Amencan Express) or a shop or store card (eg John Lews), enter
the item and the amount paid and then nng the number 3 in the box to the
nght of the amount paid

Do not ring the number 3 if you purchase an item with a Switch or Barclays
Connect card - just enter the item and the amount paid

If any tem will be claimed as a business expense from, or wili be refunded by,
a business or organisation, enter the amount to be refunded or claimed 1n the
column headed "REFUNDS" If the item s not to be claimed or refunded, leave
the "REFUNDS" column blank.

if you pay anything into a budget account or maii order ciub, wnie
“payment into budget account (or mail order club}" and then the amount
you pay in. Don't record the goods you obtain from these clubs

If you are buying anything on hire purchase or credit sale write down the
item and the amount of your payment

If you start buying anytiung on h p during the fortnight note whether this 1s
a first or down payment

For all food brought home, regular purchases, clothing, any other payments
write down in the box provided the name of the shop where the item was
bought If it 1s a small, corner shop wnte "Corner shop” [f it1s from a carboot
sale wnite "Car boot"

If you give someaone a present of money or pocket money for them to spend
as they choose please state who received the money if the money 1s for

a specifie purpose, such as school dinner or travel money, please state

the purpose and who received the money



Please remember to start a new page for each day of your Diary

Use the left hand pages of your Diary for

Food and dnnk brought home

take away meals and snacks eaten at home

Use the right hand pages for

meals, snacks and non-alcoholic dnnks bought and
consumed away from home, inciuding

- those bought at work or at school

- those bought at a cafe, restaurant, hotel, pub,
sandwich/burger/pizza bar, etc

- those bought at a shop, supermarket, kiosk,
including sandwiches, confectionery, ice cream and
soft drinks

Regular purchases including
newspapers, cigarettes, stamps, stationery,
cosmetics, tolletnes

Clothing and footwear

Any other payments including
petrol, parking and other motonng expenses,

Please see the
examples on
pages 4 and 5.

Please see
the examples
on pages

6and7

bus and raul fares, household bills, day trnps, entertainment,
household and leisure goods, domestic help, hairdressing,

baby goods, medicines, presents, pocket money,
chanties, etc

Use page 38 to record

[nterest shown
on a credit/charge/shop/store card
account you pay during the fortnight

Any winrungs from betting you recetve dunng the
fortnight

On pages 39-41 there 1s a reminder list of items

Please check the list as it may remind you of things
you have forgotten to put in the Diary



EXAMPLE PAGE

Amount paid ::;Dg E,EFUND:
¥ 52 a; baught refunced
o8 ihcredt| or clorned
1. Food and drink brought home i 1 § Name of shop £ PR gl “Eb“""'p
(excapt take away food (saction2)) %i 1 %g where bought
g&x;amé'
Chicken (uhcooked) s Sainsburys 41151 3
Fish cakes - 1180 3
potatoes (fresh) i - 95] 3 |
Kidney beans (tinned) %g | s0] 3 |
SRR SR R RERET
Fruit (fresh)  S— 1. t{uo] 3
Lasagne {dried) . ) _ 701 3
pasta sauce 9?:;% " 0] 3
Ravioll (tinned) %3 ? ) 701 3
Corn flakes a4 " 1|40] 3
Bread §Srmveh ey - ss] 3
- - IR
Cakes " 1130] 3
frurt yoghurts y 111ofp 3
Teabags e Q0f 3
Potato crisps T, ‘ i ry20) 3 |
Whiskas % ' _ 841 3 |
Lamb (uncooked) A " 4[00f 3 |
Sausages (uncooked) fﬁ”;@w o] 3
E % ¥ &
Milk bill - fresh milk A Milkrman 31 20] 3
- eggs ] . t11of 3
Tabie Wine 4 Victoria W:_r_wé M O
Whisky " " gl 9] @
il 2
K ‘o *—zv’éz_ 3
w%%i{i? 3
3
o )
3
3
3
]
3
3
2. Take away meals and snacks eaten :i'n home : c
{include meais delivered lo home, eg P'Efff_j;,?g eals on wheels)
K Please uck
Bnel descnption P T
Lad nat wQla
Przza 7 _ 3199 3
! 3




1. How to describe the food and drinks you bring home

For some food tems we need a detailed description  Look at the examples opposite
as well as these notes

Meat and poultry
If uncooked state type of meat and uncooked.
eg beef (uncooked), sausages (uncooked), chicken (uncooked).

i coak d o f)féﬁafécl r‘ﬁé iuls ate type pr'

Fish
if uncooked, smoked, dned, canned or bottled fish no need to state
type of fish, just state fish (uncooked), fish (hnned), etc

If prepared fish dish state type of product. eg breaded scampi, cod maornay

Vegetables (including tomatoes)
State type of vegetable and whether fresh, frozen, tinned, bottled or dned
eg onions (fresh), tomatoes {tinned), peas (frozen), instant potato.

If prepared vegetable dish state type of product- eg frozen vegetable lasagne

Pasta

State whether fresh, dned or tinned eg spagheth hoops (tinned)

Fruit
No need to specify type of fruit, just state whether fresh, tinned, bottled ,
dned or frozen.

Milk
State whether fresh, dned, tinned, baby milk or cream If you pay a milk bill
which includes stems other than mitk give the pnice of each item

Alcohol
State type, eg beer, table wine, sparkling wine, sherry, port, spints or
liqueurs

Drinks (except alcohot)
Itermize separately tea, coffee, food dnnks, frurt juice and squash,
carbonated drinks (eg lemonade) and mineral water

2. Take away meals and snacks eaten at home
This section covers all hot and cold food bought at a catenng establishment
and taken home to eat This wilt include any meals delivered to your home
such as ptzzas and meals on wheels Give a descnption of the meal

(eg Chinese take away) and tick whether it is oougnt hot or cold



6
Meals, snacks and drinks consumed away from home

A. In section A include meals, snacks and drinks bought and eaten at
a workplace, staff canteen or at school Just state "Meal/snack
at workplace" or "school meal®

B. In section B include all meals, snacks and drinks bought at a cafe,
restaurant, hotel, pub, fish and chip shop, sandwich bar, burger bar, pizza
parlour or other catering establishment. State whether "meal’, snack’, beer”,
*soft drink®, etc and tick whether eaten on or off the premises

and whether purchased hot or cold. Please show separately any alcohol
bought with a meal

C. In section C include any food or non-alcoholic drink which 1s purchased
from a shop, supermarket, kiosk, etc. which is eaten off the premuses but
not brought home; for example, a sandwich bought from Marks and
Spencer which Is eaten at the office State the type of food, eg sandwich,
confectionery, ice cream, soft drink and tick whether purchased hot or cold

4. Regular purchases, eqg newspapers, cigarettes, stamps, stationery,

5.

6.
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cleaning materials, cosmetics, toiletries, batteries, light bulbs

include here daily purchases such as newspapers, cigarettes and
stamps

Also include items you buy regularly for the household

such as soap and detergents, deodorants, make-up and other
cosmetics; tissues; tolletries, polishes and cleaning maternals; matches;
kitchen rolls, stationery; and small electrical tems such as light bulbs,
fuses and batteries

Clothing and footwear
Describe clothing item, tick whether for male or female and, if bought for
a child under 16, give the child's age

Any other payments may include:

Motoring expenses and travel costs

Include petrol, parking fees, oil, parts,

bus and rail fares and season tickets,

Regular household payments

Include Fadyments for rent, mortgage, water rates, council tax, electricity and
gas {including slot meters), telephone (including coin boxes), insurance

premiums, h p instalments, TV and video rental, video cassettes Also payments

for window cleaner, home help, child minder, hairdresser, laundry, dry cleaning,
prescriptions, medicines, subscriptions, charity donations :

Entertainment and Social activities

Inciude admission to Bingo. cinema. theatre clubs and discos. football and
WIS LA R T VW R ey W ETEISA) W RN Wy WSS LA TR e y Ay e

other sports, theme parks, museums, exhibitions and stately homes, guide

books and programmes, National Lottery stakes (On-line lotto, scratch cards or

subscription, from shop, kiosk etc), other betting, car boot sales

Lessons and classes

include fees for driving lessons and leisure classes or activiies such as
aerobics, keep fit, DIY, cookery, music and sports lessons If this 1s your
first payment for the class, wnte “first payment” after the item

D
Presents of money or pocket money

ey
Please state who received the money

-

Holiday expenses and business trips

If on holiday in the UK give each day's expenditure as fully as possible If you
are going abroad, state the total amount of money you are taking, including
traveller's cheques and foreign currency, and the dates you will be away



e e e EXAMPLE PAGE
£+ B 3
gf | g? ot | 525 | 0
i E § it furced
3. Meals, snacks and drinks csn'nsungod away from home ml. or Chokmes
A. Bought at workplncei gqn_:m\}ﬂ dining room, schaol dinner money £ p cq: £ p
Meal at work . . 2 ]120] 3 .
School dinner money for son?i 21008 3. | . )
i
. i & S -
B. Bought at public houMmejiaumnt,
hotet, tish and chip shop, sandwich bar Whera Please tick
(Iist alcohol separately) consumed Hot | Coid
On pramises Off pramises] O Q
Meal out RING v 25 |oo| @
- O™ -
Table wine _;‘;;%h ©) 2 8 (95] 3 )
TR Y
Pint of lager A ONNK: a3 .
C Bought at shop or oti\fer ou‘? t
{list confectionery, i%efiaﬁg, aicoholic and soft drinks separately)
i ] Please tick
Briet:description Hot | Cold
Sandwich v 1201 3
Can of beer {10 3 1
3 .
) . oy
4. Regular purchasesn. . ég:ﬁ}m Name of shep
eg newspapers, cigarettes, s W, lonery, where bought
cosmetics, toiletries A
Newspaper ) :i% - . Local newsagent #3513 | 4
ClgCH‘ETTBS e * 2140 i 3 . .
Toothpaste Boots 1190 @ 1.
Toilet roits e " 180l ©
Kitchen towels & ?ﬁ’ " 90| @
Deodorant .t I {70] ®
Light bulb Aow 160 €©))]
<%k\::"§%i ;
5 Clothing and footwear T, Rd Name of shop
For Mala For Femala™, | Age (if under 16) *hars bought
| Jacket | ok John Lewis 49 [99] 3
Shoes 4 8 ) 8 199 3
By & 3
K “;,,, n;':')f
6 Any other payments today ¥ ¢
{include petrol, parking fees, fares, household bills, day trips, Name of shop
entertainment, National Loﬂérﬁ"'s}h}ces, other betting, household whare bought
goods, pocket money, c}!l_‘al"fl:lgfes, hghgays}
Petrol - Garage 18150 @
Pariing tee . . - 21001 3
Admission to fuotball match - 8|00l 3
Football progr cunmi ‘ | - 2100 3
Daughter's riging, lessorr (1, st puyincnt) - 1S 100] 3
China ot naments 7% 7" Car boot 6 | 00] 3 )
Pocket money tu son - 10 00 3 i -

T Was & s nl

- .



MON TUE WED THU FRI SAT SUN Date
RECORD OF EXPENDITURE FIRST DAY
— A
bought refunded
crediy o claoimed
- %ma cu busines
1. Food and drink brought home Name of shop £ p cod] € P
(except take away food {section2)) whare bought

uuuuuuuuuuuuuuuuuuuu'uuu_uuuuu‘u:uum

2 Take away meals and snacks eaten at home

{inciude meals delivered to home, eg pizzas, and meals on wheels)

Brief description

Please tick
Hot | Cold




FIRST DAY {conlinusd) FIRST WEEK
Amount pad ::;D:: R.EFUmDNq ,?,:
ht refurded
3 Meals, snacks and drinks consumed away from home .,-T;“m o clomed
A. Bought at workplace, canteen, staft dining reom, school £ p L;opmou‘ £ p
3
3
. 3
B. Bought at public house, cafe, restaurant,
hotel, fish and chip shop, sandwich bar whare P t
(Iist alcohol separately) consumed Hlaase ick
On premses O premmes} ot Cold
RING 3
1 2
1 2 3
- 1 2 3 r
C Bought at shop or other outlet
(list confectionery, ice cream, alcoholic and soft dninks separately)
Pleasa tick
Brief descnption Ho? Bcl;l:{d
3 -
. 3
3
4. Regular purchases:
Name of shop
eg newspapers, cigarettes, stamps, stationery, whera bought
cosmetics, talletries g
3
3
3
. 3
3 o
3
3
5 Clothing and footwear Name of shop
For Mala For Female Age {ff under 18) where baught
3
3
3
& Any other payments today
(tnclude petrol, parking fees, fares, househald bills, day trips, Name of shap
entertainment, National Lottery stakea, other betting, household where bought
goads, packet money, charities, holidays)
3
3
S
3
3
—— 3 .
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MON TUE WED THU FRI SAT SUN Date
RECORD OF EXPENDITURE FOURTEENTH DAY
— A
bought refunded
Mih credt] or cloimed
hage busras
1. Food and drink brought home Name of shop £ p mm:p mg p

{except take away food (section2}}

whare bought

L W W W W (.A)'(A:(.d.b.\ Ca (ACA L G Wl W W W w

2 Take away meals and snacks eaten at home

(include meals delivered to home, eg pizzas, and meals on wheels)

Brief descnption

Hot

Please lLick

Cold




FOURTEENTH DAY {contnued) SECOND WEEK
Amount pad ﬁ?ﬁ a.&-mu;all bnf
bought fundad
3. Maals, snacks and drinks consumed away from home wih credt | c:r.clahud
A. Bought at workplace, canteen, staff dining room, school £ o] mc; [ P
| 3
|3,
B. Bought at public house, cale, restaurant,
hotel, fish and chip shop, sandwich bar yinare Pl
’ consumed ease tick
{list alcohol separately) P — 1 Hot | Cold
RING 3
1 2 1
1 2 .‘3
1 2 3
C Bought at shop or other outlet
(st confectionery, ice cream, alcohaolic and soft drinks separately)
Brief descnption ;;E:asagg:;
3 - L J -
|} 3 i..
3
4, ular purchases-
.R.e?....__f___ mimmeasl el Ll Name of shop
g neEwsipapers, cigargues, siamps, stationery, where bought
cosmetics, toilletries
3 |
3.
3
3
L 3
3
3
5 Clothing and footwear Name of shop
For Male For Female Age (if under 16) whars bought
3
1-
3
3
6 Any other payments today
{include petrol, parking fees, fares, househaold bulls, day trips, Name of shop
entertainment, National Lottery stakes, other betting, household where bought
goods, pocket money, charities, holidays)
3
3
3
3
3
3
3

’
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1. Have you paid a credit/charge/shop/store card account during the fortnight?

if you have pad one of these accounts dunng the 14 days, please record below any interast {only) shown on the account.

Date Amount
of Name of credt/charge/shop/store card of
paymemnt nterest

2. Winnings

Plaase grva details of any winnings you hava raceved durning the 14 days coverad by this booklst
Winnings in
last fourtaeen days
£ P
Foatball pocls
Bingo

UK National Lottary .
Insh Natonal Lottery .. .

Othar otterias .

Other batting (bockmakar.batting shop,lotalisator, etc)
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Reference list

Of the hundreds of different things t 1s possible to buy, the following s only a list of examples.
Please look through this list in case it reminds you of any purchases which you have forgotten to record

Food and drink brought home
Cooked and uncodked beel, beefburgers, lamb, pork, bacon, ham,
meat and poultry kebabs, liver, kidneys, sausages, chicken, turkey,
canned meat, corned beef, liver sausage, pork
pie, sausage roll, scotch eggs, shepherds pie,
chicken kiev, faggots, moussaka, beefburgers
Fish fresh, smoked, frozen, canned or bottled.

Vegetables and tomatoces

Fruit

Milk products

Eggs, butter, margarine

Bakery purchases

Rice, breakfast cereals, pasta

Sauces, flavourings, etc

fresh, frozen, canned, bottled or dned, potato

powder, potato waliiles
fresh, canned, hottled, dried, frut pies, frutt dessers

fresh, other miik and cream, milk baby foods,
cheese yoghurt

cooking oils, low fat spreads

bread, croissants, flour, biscutts, cakes,
buns, crumpets, eclairs, scones

cereal bars, muesl, spaghetti, ravioll, lasagne

apple and cranberry sauce, baking powder, cury
powder, gravy, herbs, marmite, fresh ginger, gariic,
mayonnaise, mustard, oxo, pepper, salad cream
saft, spices, tomato ketchup, vinegar



Regular purchases, eg newspapers, clgareties, stamps, statlonery, cleaning materials
cosmetics, toiletrles, batteries, light bulbs

Newspapers

Raaks

Clgarettes
Postage

Cosmetlcs
Tolletrles

Soap, detergents
Polishing and cleaning
materials

Small electrical ltems

Kitchen Rtems

Clothing, ¢lothing materials and footwear

Haberdashery

Dress material

Payments to clathing clubs

Other payments
Fares

Motoring

Regutar biils

Insurance Premiums

Fuel bills and purchases

40

magazines

albums, hook tokens, dianes, maps

matches, pipe tobacco, cigars, lighters, ashtrays

starnps, postal orders, parcel post charges

after shave lotion, baby cream and lotwon,

decdorants, eye shadow, face powder, hair
conditioner, ipstick, perfume, talkcum powder

comb, face flannel, hairbrush, mancure sats,

nail file, paper tissues, razors
shaving ¢ream, toolhpaste, toidet paper

washing powder, washing-up liquid

razor blades

, shampoos,

shoe polishing matenals, disinfectants, fabric

conditioner, arr frashener

battenes, fuses, hght bulbs, plugs, adaptors

pens, wnting paper, envelopes, stnng

e

kitchen rolls, bin hiners, alumimum foil, greaseproof

paper, plastic cutlery, paper napkins

belts, buttons, handkerctuets, needles, pins,

ties, ZIps

wool, thread, patterms

bus, rail, ar and taxi fares, passes and season tickets

petrol, oil, anti-freeze, car polish, car wash, battery water,

dnving licences, MOT tests, parking fees, tolls and fines, vehicle
and bicycle purchase, spare parts, and accessories including

windscreen wif
wrench, servicing and accident repairs

P yaiigy %

rent, mortgage, water rates, council tax

Ife, death, endowment, strycture and contents

personal possessions, freezer, car

gas and electricity thlls and slot meter payments,

coal, paratfin, candles

ipers, headiamp buios, piugs, Car Sponge, j

ol
L=, P



Other payments

Telephones
Tv, radlo, videa recorders,
home computers

Bedding, furniture, curtains
and floor coverings

Kitchen and dining equipment
Hausehold appliances

Clocks, watches, Jewellery
Domestic help

Gardening

Home improvements
and maintenance
Photography

Leather and travel goods

Entertalnments and sport

Lelsure classes

Subscriptions
Health

Nursery charges
Laundry and dry cleaning
Halrdressing

Holiday expenses

Pocket money, presents
Danations ta charity, ratfle tickets
Malntenance payments, allmony

Legal and flnancial services

4]

purchase, account payments, coin hoxes,
telephone cards
purchase, rental and repair; video cassettes

blankets, sheets, duvets, pillows, mattresses,
surtes of furniture, carpets, rugs

cookers, microwaves, refndgerators, washing
mactines, toasters, tableware, cutlery

as or electric fires, vacuum cleaners, electric
amps, irons, dnils, hair dryers, smoke alarms

purchase and reparr

child minders, baby sitters, window cleaners, chimney sweeps,
home helps, gardeners, hedge and tree pruners, cleaners

lawn mowers, hoses, hedge cthers. waternng cans,
seeds, flower pots, weedkiller, tertilizer

payments to contractor, DIY, paint, wallpaper,

tiles, glues, tools, screws, nails, ladders, brushes
cameras, films, developing charges

surtcases, handbags, umbrellas, wallets

cinemas, clubs, dances, discos, theatres, concens,
admussion to football, cricket, horse and greyhound
racing; fishing and sports equipment, theme parks,
museums and stately homes, programmes and guide
books, car boot sales, youth clubs, National Lottery

driving lessons, classes in cookery, dancing, D-I-Y,
nding, aerobics, keep fi, yoga, swimming, music

magazines, AA, RAC, National Trust

aspiains, cotton wool, prescaphions, sandary towels, spectacles,
payments to chemists, doctors, dentists, opticians, chiropodists,
osteopaths, physiotherapists, etc

Day nursery, creche, nursery schoobt/class

accommodation, travel, car hire, duty free purchases, travellers’
cheques, foraign currency

church collections, entrance 10 jumbie sale, bazaar, elc

gayments to barnisters, solicitors, notaries, accountants,
ank charges
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HOLIDAYS
If you go on holiday dunng the 2 weeks please give this informaton.

If you go on hohday 1n the UK
« Keep your diary as if you were at home

If you go on holiday outside the UK
(including to Isle of Man, Channel Islands and Insh Republic)
please complete this gnd (give an esimate if necessary)

Date you leave UK

Date you return

Country of visit

Amount of ravellers cheques taken

Amount of foreign currency taken

Amount of £ sterling taken

Amount to be spent abroad using
credt cards

Amount of money brought home

SPECIAL CIRCUMSTANCES
Were there any special circumstances, such as
visitors staying with you or temporary absences Yes—»
of members of your household dunng the past
two weeks? No ———

If yes, please specify special circumstances




“)

INTERVIEWER USE s

Are any of these tes pad requtarty,

d_pped.l Hidig ulaiy j° Q0NJvy NCivil k‘g AR

L aln] ¥

g\coey‘erai times a week, weekly, fortrughtly, monthly etc and likely to
wen

Each box allows for Pays Diary Wk 1 Diary Wk 2 Comments/

several ticks or No Yes pad unpaid pad unpaid checked etc
spender numbers :

Milkman

Newsagent

Football pools

Window cleaner

Other specify
(tallymen mail order, etc)

*

Insurances
QLIFE/Linstype
QMEDINS/Minstype

Checked

Elecincity meter
QSERVICE/Elec Pay

Gas meter
QSERVICE/Gas Pay

TV meter
Classes QEDFEESH, Checked

QEDFEES 2,
QEDFEES 3

*Ifthus 1s a hirst premium/payment note this in diary beside the payment [f not a first payment, check that entries
appear at relevant questions on Household schedule enter as necessary

CREDIT CARDS Checked

Has code 3 been nnged for tems purchased with credit card,
chargecard, shop card or store card?

If card account has been paid during record-keeping, has
interest been shown on page 38 of diary?

FINAL BEFORE
FINAL CALL AND FINAL CHECKS BEFORE POSTING CALL POSTING

Completed diary for each spender? checked >

Please return completed doguments in this order-

"E" forms, permission to recall card and any mult-household sheet attached to person 1's Diary

Dianes for other household members in person number sequence



It would be helpful 1f you could have the following
information and/or documents available for the
interviewer when they call next ime

Sociaf Survey Duwvision, QPCS
St Catherines House, 10 Kingsway London WC2B 6JP

T wATIC 1 o B
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Interviewer use
Child's
Area Ser | Hd Per No
(11-19)

This diary begins on .

andendson

FAMILY EXPENDITURE SURVEY
YOUNG PERSON'S DIARY

THIS DIARY IS CONFIDENTIAL



How to complete your diary

Write down everything you buy

except

things you buy for other people with their money.
Show each item, however small, on a separate line.
After each item enter the amount you spend on it.
Remember to complete your diary each day.

if you are not sure whether to include something, make a note and ask
the interviewer,

It you buy a meal at school, just write “school meat".

If you buy a meal or snack away trom home at a restaurant, cafe,
chip shop or other takeaway, simply write “hot meal” or
“cold meal”.



Here are some examples of things you might buy:

busAratn fare including to and from school;
phone calls,

cnsps, sweets, chocolate, ice creams, cans of fizzy dnnk, cola,
lemonade, squash and any other drinks;

hot or cold meals/snacks away from home,

school meals;

T-shirts, jackets, Jeans, shoes, trainers, tracksuits, sweatshirts, leggings,
spartswear, sports equipment, bicycle accessones;

admussion to football and other sports matches, programmes, footbal!
scarves, supporters' clubs;

subs for brownies, cubs, scouts, girls’ brigade and other groups;

nding, swimming, skating and other lessons,

hobbies such as madel making, hshing, photography,

discas, concerts, youth clubs, cinemas, amusement arcades,

personal stereo, records, CDs, tapes, computer games, videq cassettes,

magazines, comics, books, pens, posters, stickers,



toys, board games;

make-up bags, handbags,

eye shadow, mascara, mousse, nail vamish, soap, deodorants,

nngs, earmngs, necklaces, bracelets, hairbands,

presents and cards for birthdays, Mother's/Father's Day, Vaientine's
Day, Chnstmas.



MON TUES WED THUR FR1 SAT SUN Date

Day 1
How much
What did you spend the money on? did you
pay?
LEAVE OUT THINGS YOU BUY FOR OTHER PEOPLE £ p

WITH THEIR MONEY




What did you spend the money on?

LEAVE OUT THINGS YOU BUY FOR OTHER PEOPLE
WITH THEIR MONEY

Have you remembered everything today?

How much
did you

pay?

£

- .

..........................

.......




MON TUES WED THUR FRI SAT SUN Date

Day 14

-----

What did you spend the money on?

WITH THEIR MONEY

LEAVE OUT THINGS YOU BUY FOR OTHER PEOPLE

How much
did you
pay?

£ p

------




What did you spend the money on? How much
did you
LEAVE OUT THINGS YOU BUY FOR OTHER PEOPLE pay?
WITH THEIR MONEY
Have you remembered everything today? £ P
------- .*F - .
SR L Tt T T S T I I




Notes
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Interviewer
Code 1

Soctal Survey Dmision, OPCS
St Cathennes House’

10 Kingsway

London, WC2B 6JP

YAlda 2193
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Family Expenditure Survey
1995-96

DIARY
Instructions to Interviewers



INTRODUCTION

The Diary should be started immediately after the interview
if possible and no later than two days after the interview.

All spenders in a household should start their diary on the
same day.

Each diary should be the individual spender's own account
of their expenditure during the fortnight.

Please assist with any difficulties and make additional
calls if necessary.

A blind person or anyone unable to write should be included
as a spender. If their records are kept by someone else in
the household check their accuracy by going through the
details with the spender in question. Alternatively you may
enter the expenditure for that person.

Please draw the attention of respondents to the notes at the
beginning of the Diary, the example pages and the reminder
list at the end of the booklet.
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General points on completion

Please ensure that informants understand and follow these
guidelines:

Each item should be entered on a separate 1line and
individually priced. The type of items that need to be
identified are described on the following pages; but note
that it is always better to have too much rather than too
little detail.

Ensure that £ and p signs are not written in, that 00s are
entered in the pence column in cases where amounts are
given in £s only, that all entries are within the columns
and that the 'office use only' column is left blank.

Respondents should be encouraged to copy ainformation from
t1ll receipts into their diary. If respondents have failed
to copy 1temised till receipts into the diary, you must
check the receipt and ensure that every purchase 1is clearly
identified with its price, and whether it was obtained with
a credit card. If this 1s all clearly identified you may
staple the receipt to the appropriate page. Ensure that any
other purchases that day are fully covered on the diary
page. Any till receipts with inadequate information waill

not be accepted and will be referred back to you.

All amounts of money spent during the two weeks must be
entered, including items covered on the household schedule.

Only money paid ocut by the household should be recorded.
Goods acguired but not yet paid for (eg on a budget
account) should not be shown except where a credit card,
charge card, shop card, store card or grocery account 1s
involved (see below).

Where luncheon vouchers are used, record the total cost of
the i1tem, eg meal costs £2.50, luncheon vouchers used have
value of £l1, additional cost £1.50 - Record £2.50.

Respondents should not record money transfers between each
other members of the househcld except pocket money given to
chaldren.

Clarify ambiguous or incomplete descraptions such as
video, club, insurance.
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General points on completion (continued)

Shop name

The name of the shop or store where a purchase is made must
be recorded for all items except take way food and meals
out. A point of purchase will not apply to services such as
payment of a gas bill, leisure classes, etc. where there is
no purchase as such. Purchases at car boot sales are of
interest to Consumers Expenditure and should be denoted by
the term "car boot”.

For purchases at small corner shops or market stalls, the
term "local shop" or "stall" is sufficient. However, the
following shops must be identified by name:

For food brought home:

Alda Lo-cost Savacentre
Asda Marks & Spencer Shoprite
Budgens Morrisons Somerfield
Co-op Netto Stewarts
Farmfoods Normans Superwarehouse Tesco
Gateway Pioneer Waitrose
Iceland Fresto Wellworth
Kwik Save Safeway William Low
Leos Sainsburys

For non-food purchases:

Sainsburys Dixons John Lewis
Tesco W H Smith - i1ncludaing
Safeway Argos Peter Jones
Marks & Spencer British Home Stores Bainbridge
Asda C&aA Bonds
Woolworths Threshers Caleys
Boots Victoria Wine Cole Bros
Burton Superdrug Heelas
Dorothy Perkins Granada Jessop & Son
Debenhams Mothercare Knight & Lee
Littlewoods B&Q Geo Henry Lee
Co-op Braitish Gas showroom Robert Sayle
Trewins
Tyrrell &
Green
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General points on completion

Grocery account:
If this will be paid during the fortnight, ask the
informant to try to list each item and price separately.

If the respondeni can itemise:

They should list on a separate line on the day the bill is
paid, each item purchased on the account. (You may, in some
cases, have a whole month's groceries listed).

If the respondent cannot itemise:

They should note down on each day any items obtained on thais
account. Where possible, the informant should also enter the
amount to be paid for the purchase to the left of the £ p
column, and note that the goods are "on account”.

On the day the account is paid, the informant should enter
the total amount of the grocery account with a note

indicating that the bill cannot be i1temised.

Shopkeepers and farmers

If shopkeepers and farmers consume goods which they would
normally sell commercially, these goods must be entered.
Where the informant actually puts money in the ti11ll for the
goods, the amount should be recorded.

Where the informant does not put money in the till for the
goods then the price s/he would have sold the goods for
should be entered. In the case of farmers this may be an
approximation.

The words "own shop" or "own farm™ should be entered
(beside the i1tem)} in order to indicate that no actual cash
was paid out at the tame.

Credit card payments

Any i1tem acquired but not yet paid for by credit card,
charge card, shop card or store card should be recorded
with its price and the number "3" ringed in the appropriate
column. Code 3 should not be ringed if the items were
acquired with bankers cheque cards or debait cards such as
Switch and Barclays Connect where a bank account is
automatically debited.

Any interest on these cards should appear on page 38.

Business refunds

Please ensure that full details of partial or full refunds
are entered in the final column. Probe to check whether any
employer refunds mentioned at QREFUNDS in the Household
Questionnaire or items to be set against tax by the self-
employed should be coded as refunds in the diary.
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Layout of diary pages

Left hand pages

Food and drink brought home
(excluding take away meals)

take away meals and snacks eaten at home

Right hand pages

meals, snacks and drinks consumed away from home,

including

. those bought at work or at school

. those bought at a cafe, restaurant, hotel, pub,
sandwich/burger/pizza bar, etc

. those bought at a shop, supermarket, kiosk,

including sandwaches, confectionery, ice cream
alcohel and soft dranks

Regular purchases including
newspapers, cigarettes, stamps, stationery,
cosmetics, toiletries

Clothaing and footwear

Any other payments including

petrol, parking and other motoring expenses;

bus and rail fares; household bills; day trips,

entertainment, household and leisure goods,

domestic help, hairdressing, baby goods, medicines,
presents, charities, etc.
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Food and drink brought home

Exclude from this section:

take away meals brought home
meals on wheels

THE NAME OF THE SHOP WHERE THE ITEM WAS BOUGHT MUST BE
ENTERED IN THE BOX PROVIDED

A total food bill which does not itemise items is
unacceptable and will be returned to you for a breakdown of
expenditure.

Include:

+ Meat and poultry

If uncooked meat state type of meat and uncoocked:

eg beef (uncooked), sausages (uncooked), chicken (uncooked).
If cooked or prepared meat dish state type of product: eg
luncheon meat, chicken pie, shepherd's pie, moussaka.

. Fish
If uncooked, smoked, dried, canned or bottled fish just state
fish (uncooked), fish (tinned), etc.

If prepared fish dish state type of product:
eg breaded scampi, cod mornay.

+ Vegetables (aincluding tomatoes)

State type of vegetable and whether fresh, frozen, tinned,
bottled or dried: eg onions (fresh), tomatoes (tinned),

peas (frozen), instant potato.

If prepared vegetable dish state type of product:
eg frozen vegetable lasagne.

Pasta (uncooked)
State whether fresh, dried or tinned:
eg spaghetti hoops (tinned}.

Townyw = =
Wl L

No need to specify type of fruit; just state whether fresh,
tinned, bottled, dried or frozen.

Milk
State whether fresh, dried, tinned, baby milk or cream.
If you pay a milk bill which includes items other than milk
give the price of each item.

Drinks
Itemize separately tea, coffee, food dranks, fruit juice and
squash, carbonated drinks (eg lemonade) and mineral water.

Alcohol
State the type of alcchol (eg beer, table wine, sparkling wre,

sherry, port, spirits or liqueurs).
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Take away meals and snacks eaten at home

This section covers all hot and cold food bought at a catering
establishment and taken home to eat. This will include any meals

delivered to the home such as pizzas and meals on wheels.
respondent should give a brief description of the meal (eg

The

Chinese take away) and tick whether it is bought hot or cold.

Meals, snacks and non-alcoholic drinks bought and
consumed away from home

A. In section A include meals, snacks and drinks

bought and eaten at a workplace, staff canteen or at

school. The informant should note "Meal/snack at workplace"

or "school meal". Any alcohol should be separately
itemized.
B. In section B include all meals, snacks and

drinks bought at a cafe, restaurant, hotel, pub, fish

and

rerra marlmanr Aar nthar
QI C

~hRarm e marmArry ko lae hureaar khar
Chlp snop, Sandwlicn Dar, burger bar, plzZZa pariour c

catering establishment except meals taken home to eat.

The informant should state whether "meal", "snack" or

LiTs A

"eoft

drink", etc. and tick whether eaten on or off the premises
and whether purchased hot or ceold. Alcchol should be
separately 1temized; if this is not possible, a note should
be made to the effect that the meal included alcocholic

drink: eg meal (including wine).

C. In section C include any food or drink which
1s purchased from a retail outlet (shop, supermarket) or a

kiosk, etc. which 1s eaten off the premises but
brought home; for example, a sandwich bought from Marks

not
and

Spencer which 1s eaten at the office. State the type of

food, eg sandwich, confectionery, ice cream, beer,
drink and tick whether purchased hot or cold.
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Include and itemize separately:

newspapers, magazines, books, stamps, cleaning materials,
cosmetics, detergents, toiletries, kitchen stationery, other
stationery, small electrical items such as bulbs and batteries.

Give

the name of shop where purchased.

Clothing and footwear

The respondent should enter the clothing a1tem in the male or
female column, as appropriate, and 1f bought for a child under

16,

give the age of the child. Give the name of shop where

purchased.

Any other payments

Include

Motoring expenses
state type of vehicle and 1temise separately petrol, parking

fees, o1il, diesel oil, spare parts: servicing:;
subscriptions to motoring organizations.

Travel costs
state whether bus or rail fares; one day travelcard;
for season tickets state type of transport;

Betting, bingo, etc.

Include all betting stakes, admission to Bingo, horse and
greyhound race meetings, race cards, etc. Any winnings from
betting should be entered on page 38.

Entertainment

Iinclude and itemise admission to cinema, theatre, disco,
night club, concerts, football and other sports events;
day trips to themeparks, museums, stately homes; programmes
and guide books; car boot sales (code admission and
purchases separately).

Clubs: be specific, e.g. is 'golf club' a payment for
membership, green fees, a faive iron?

Leisure classes and tuition

1f any payments are entered in the diary which do not appear
at QEDFEES2 in the Household Schedule, check for any
payments made in the 3 months before the interview and
ensure these are entered at QEDFEES2. If no payments were
made note "first payment" against the diary entry.
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Any other payments

Household bills

Remind informants that all household bills paid durang the
fortnight should be entered including items covered

at Household Schedule questions.

Amounts set aside to pay future bills should be noted as
'set aside’'.

Slot meter payments
State whether for gas, electricity, etc.

Deposits
State what the deposit was for and whether it was towards
a cash purchase or a credit acquisition.

Instalments on credit agreement, mail order and insurance
premiums

If any payments are entered in the record book which do not
appear i1n the household questionnaire, check whether
instalments were being paid at the date of the interview.
If they were being paild, enter details at the relevant
question on the Household Schedule; 1f not, note in the
Diary that 1t 1s a "new commitment”.

Household goods

For items such as cookers, fires, refrigerators, water
heaters state whether payments are deposits, instalments or
full payments; and whether the appliance 1s fuelled by gas,
electricaity, etc.

Home maintenance, improvements and installations
Praobe whether payments are to contractor or for DIY;
if DIY obtain a breakdown of the costs of materials.

Exnenditure on other ﬂmn111nge

u:-r\---u | = - Y N e e e

Where there is expenditure on another dwelling, note
whether this 1s a permanent second dwelling, eg holiday
home, or accommodation to which all or part of the
household will be moving, 1e a new mailn dwelling.

Specify type of expenditure on other dwelling in full and
note 'second home', 'new main home' by each item.

For timeshares, specify whether in the UK or abroad.

Health expenditure

Itemise expenditure on prescriptions, spectacles, medical
goods; state whether payments to doctors, dentists,
opticians, osteopaths, etc. are NHS or private.

Household services
Itemise payments for gardeners, window cleaners, baby
sitters, child minders, nursery and playshool expenditure,

halrerSSLng cleaning, repairs to goods.



Any other payments

. Gifts and presents
If a gift/present 1s not cash specify the item purchased.

. Pocket money
There is no need to record exchange of cash between
spenders in the household, but pocket money to children
should be entered with the child's person number.

. Shop name
For all purchases from shops or stores give the name of the
shop. For small corner shops, the term "local shop" 1is
sufficient. For purchases at car boot sales the respondent
should enter "Car boot".

Interest on credit cards

If a credait card, charge card, store card or shop card account
is partly or fully paid during the 14 days reccord keeping period,
any interest shown on the account should be recorded in Box 1 on
page 38. Any annual standing charge shown on the account should
be excluded.
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Holiday expenditure

For all holidays state where the holiday will be taken.

Advance holiday payments

All expenditure in preparation for the heoliday, eg
the deposit, final payment or purchase of travellers
cheques or foreign currency should be recorded i1f it
occurs during the 14 days.

Bank charges for travellers cheques or foreign
currency should be itemised separately.

Holidays starting AND ending during record keeping

IF IN UK:
Respondents should be asked to keep diaries as if
they were at home, 1e itemize all expenditure.

IF ABROAD:

Informants should be asked to record daily totals
spent and should make 1t clear i1n which currency
totals are recorded.

Holidays starting during record keeping BUT ending
after record keeping pericd finishes

IF IN UK:
Attempts should be made to persuade them to keep
records while away for the relevant days.

IF ABROAD:

Respondents should be asked to record on page 42

. The date of departure.

. The number of days they will be outside the
UK.

. The amount of travellers cheques and currency
(£ sterling equivalent)} they will take.

. The estimated wvalue (£ eqguivalent) of any
ordinary bank cheques they will write outside
the UK.

. The estimate of any credit card purchases they
will obtain outside the UK.
. Whether
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Special circumstances

At the end of record-keeping, details of special circumstances

should be recorded on page 42.

Examples include someone leaving unexpectedly or visitors
staying. -

Checks on regular expenditure

Complete the checks on page 43 at the checking and final calls
using the reminder prompt card.

Further information required

Page 44 1s for you to note what further information you require
from the informant. Precarbonised pads of this section waill
continue to be available if requaired.
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Introduction to FES for new editors

The Fam |y Expenditure Survey is a continuous sanple survey
of househol d expendi ture, which has been carried out since
1957.

Over 7,000 households in Geat Britain and Northern Irel and
participate in the survey each year

The survey's nain purpose since it began has been to
provi de information on spending patterns for the Retai
Prices | ndex (RPI).

The RPlI is used widely as a neasure of the rate of increase
in the price of goods and services that people buy, i.e
the rate of inflation.

The pattern of househol d expenditure is nmeasured on the FES
in two ways.

A questionnaire covering regul ar expenses such as

rent, nortgages, insurance, fuel, vehicles, |oans,
hol i days and education costs is conpleted for each
househol d.

Each person aged 16 or over is required to keep a
diary for a fortnight in which they record everything
that they pay for. Children aged 7-15 are al so asked
to keep a diary, although a refusal by a child does
not invalidate the information collected for the
adults in the househol d.

FES respondents are also asked to give information about
their incone on an Income Questionnaire. This is used to
neasure the take-up of state benefits and to predict the
ef fect on househol ds of changes to taxes and benefits.

Information for the Household and I nconme Questionnaires is
captured by field interviewers on |aptop conputers using
Conput er Assisted Personal Interviewing (CAPlI). The average
interview lasts for an hour and a hal f.



Expenditure over a two week period is then recorded by
respondents in a paper diary. Interviewers call back on the
respondents after 3-5 days to ensure that diaries are being
conpl eted accurately.

At the end of the fortnight the field interviewers return
to the household to pick up the diaries. At this stage they
attenpt to resolve any discrepancies relating to inconplete
or anbi guous i nformation.

From May 1995 the diaries will be returned direct to the
Tel ephone Unit in Titchfield where they will be booked in
and placed in covers. The fact sheets containing key
information from the household and income questionnaires
wll be attached to the covers. The cases wll then be
passed to editors in Titchfield for keying and, in 10% of
cases, verification.

Keyed diaries are sent to FES Field Ofice, London, for
editing of the Household and Incone Questionnaires. Cases
are usually sent on Thursday.



2. Layout of paper diary pages

Adults (those aged 16 and over) use a paper diary in which
different types of expenditure are recorded in separate
sections. The l|ayout of diaries for children aged 7-15 is much
sinpler: itens are not categorized by type of expenditure.

The | ayout of adult diaries is as foll ows:
Left hand pages

1 Food and drink brought home
(i ncluding alcohol brought hone; excluding take

awnays)
2 Take away neal s and snacks eaten at hone
(includes take aways delivered and neals on

wheel s)
Ri ght hand pages

Food from catering establishnents including
3 nmeal s, snacks and non-al coholic drinks bought and
consuned away from hone:

3A  those bought at work or at school and
whet her hot or col d(including school dinner
noney)

3B those bought at a cafe, restaurant, hotel,
pub, and other catering establishnments by
where consuned and whet her hot or cold

3C those bought at a shop, kiosk and other non-
catering outlet, and whether hot or cold
(i ncludi ng confectionery, ice creamand soft
dri nks which need to be separately coded)

(The anount of detail required for the take away neal s
and neals out is partly to allow conparison of data
with estimates fromthe National Food Survey.)

4 Regul ar pur chases
(this includes newspapers, cigarettes,
stanps, stationery, cosnetics, toiletries)

5 A othing and footwear, by sex and, if under 16,
age.

6 Any other paynents including petrol, parking and
other notoring expenses;bus and rail fares;
household bills; day tripentertai nment, househol d
and |eisure goods, donestic help, hairdressing,
baby goods, nedicines, presents, charities,etc.



qupnnqihility f ar kpying and pdifing the diaries

The diary input and editing is in CAPI. One editor is
responsi ble for coding and keying nonetary anounts. In 10%

of cases a second editor will verify the nonetary val ues.
The cases to be verified are determ ned by supervisors and
will be selected using a program called Pl CK (see separate

i nstructions).

The first editor is responsible for keying the nonetary
amount s, including refunds, fromthe paper diary into the
Bl ai se questionnaire.

The expenditure item codes are selected by the first editor
using conputer-assisted coding. Mst itens will be coded
from a coding dictionary; but take away food and neals
bought/ consuned away from hone and all al cohol itens nust
be coded using the hierarchical coding frane.

In 10% of cases a second editor is responsible for rekeying
the nonetary anounts in order to verify accuracy of the
initial keying.

The first editor also runs range checks for inprobably
| arge anounts, and on the paper diaryidentifiescodes
whi ch replicate household expenditure itens.

Accuracy is of paramount inportance. If you are uncertain
about any aspect of keying or verification, or have doubts
about the veracity of information on the paper diary,
pl ease discuss with your supervisor immediately: do not
guess.

Any problens with keying or editing the paper diary should
be referred by a supervisor to the FES teamin London:

The contacts are:

Procedur e/t echni cal probl ens: FES Research
Bob Sul I'ivan (ext 2190)
Codi ng advi ce/
CQurrency conversi on: FES Field (editing)
Lynne Rhodes (ext 2395)

FI ow of cases/
persi stent codi ng probl ens: FES Field Oficer
Chri s CGoodger (ext 2306)



4.

Keyi ng instructions

4.1

Accessi ng case and keyi ng serial nunber

Editor 1 should take these steps:

Ensure that the serial nunber on the hard cover and the
fact sheet agrees with the nunber in the Interviewer Use
box on the front page of the paper diary. If it does not,
refer to supervisor

Fol l ow | ocal instructions for getting to the Blai se nenu.
On the nmenu screen sel ect <Exam ne fornp.

This will bring up a screen with four variables which are
the conpl ete serial nunber for the case:

AreaNum (this is the quota nunber)

AddrNum (this is the address nunber within the quota)

HHNum  (this is the househol d nunber at the address)

PerNum (this is the nunber of the person within the
househol d)

You are then ready to enter the serial nunber. Please do
this very carefully as any errors may lead to a lot of
addi tional work for both SCB and editing staff.

Enter the nunber shown in the area box on the paper diary
at AreaNumon the Bl aise diary.

Enter the nunber in the Ser box on the paper diary at
AddrNum on the Bl aise diary.

Enter the nunber in the Hd box on the paper diary at HHNum

on the Blaise diary. This nunber wll wusually be 1 and
should not be greater than 3. If the nunber shown on the
paper diary is O check with supervisor (it wll wusually

nmean that the nunber should be keyed as 1).

Enter the nunber in the Per box on the paper diary at
PerNum on the Blaise diary. For adults the nunber wll be
1-10, for those under 16 the nunber wll be 11-20. Take
extra care when keying the person nunber because you wll
be routed to different questions depending on whether an
adult or a child s person nunber is keyed.



If you have entered a serial nunber which is not on the
dat abase a nessage will cone up "Key not found". Contact
your supervisor who will ring London for advice.

| f you have entered a correct serial nunber additional
guestions wi Il appear on screen:

PABEd1 (this is the first editor's nunber)

PABEd?2 (this is the second editor's nunber)

CheckMel (this is for running the range checks)

| nt Box (this is routed on under 16 diaries only)

PAB_ DONE (this indicates the current status of the
case)

At PABEd1 enter your own interviewer authority nunber
(nunbers outside the range 4000-4999 will not be accepted).

Leave PABEd2 bl ank by pressing the Enter/Return key.

At CheckMel you will be asked if you want checks sw tched
on. Code 2 (no) at this stage, but remenber you nust run
t he checks before signing off the case.

At CheckMel an error nmessage will appear. Suppress this
(Shift + F3) at this stage.

IntBox will be routed if you are working on a diary of a 7-
15 year old (ie if you have keyed 11-20 at PerNun). Look at
the back cover of the child s diary to check whether the
nunber "1" has been ringed at the top of the page - if it
has, the field interviewer should have nmade a note to the
effect that they believe that the child s usual pattern of
expenditure was altered because they were actually keeping
a diary.

Whet her or not there is a note, if the nunber "1" is ringed
code 1 at IntBox and attach a query slip to the outside of
the hard file cover to bring it to the attention of London
editors.

PAB DONE should be coded 2 (no) at this stage. PAB DONE
must never be coded 1 (yes) until initial coding has been
conpleted. On conpletion of coding, editor 1 should return
to CheckMe, re-code this to 1 (yes) and run the edit checks
by pressing END (see 4.5 below). Wen these have been run
and resolved return to PAB DONE and code 1 (yes), or 5 6
or 7 (if nil expenditure).



4.2 Accessing diary using F5

Thi s

procedure should be wused only if agreed wth vyour

super vi sor

Instead of keying the serial nunber it is possible to
select the diary formfroma list of serial nunbers using
the F5 key.

Go into <Exam ne fornme as above.
Wien the serial nunber bl ock appears hit F5.

A list of serial nunbers will appear. The nunbers are nade
up of Area, Ser, Hd and Per Nos.

The | ayout of the nunmbers can be quite confusing. A |eading
zero appears as a blank except for the Hd field which is
always one digit; and there is no clear space between the
various sub-fields. So the serial nunber which appears on
the paper diary as 1519 (for Area) 16 (for Ser) 01 (for
Hd) and 01 (for Per) will be shown on the Blaise |list as
1519161 1.

To select the nunber you want nove the cursor to it and
press ENTER The diary will appear with the serial nunber
conpl et ed.

From PABEd1 proceed as above.



4.3

Keyi ng expenditure itens: general procedures

Det ai
secti

| ed notes about inconplete and unclear data are covered in
on 6.

Every row of the diary starts by you entering the diary day
(1-14)

You nust press ENTER to confirm any answer unless the
answer conpletely fills the answer field, in which case you
will junp to the next question. If you accidentally press
ENTER after one of these answers, you will junp too far. If
you think this has happened, arrow up to check that the
previ ous question has been filled.

W must not have any enpty rows in between filled rows in
the Blaise diary. If you mss a row conpletely it is
acceptable to fill it in using information from later in
the paper diary, preferably fromthe sanme day, but if this
is not possible froma later day (in which case the correct
nunber nust be entered at the variabl e Day).

If you have to do this wite a clear note in red ink on the
paper diary at the point where the transferred item has
been keyed to ensure that the verifying editor does not key
itens out of sequence.

Generally, if you key anything into the Blaise diary out of
sequence to the paper diary it is essential that you nake a
clear note or anendnment on the paper diary so that the
verifier knows what you have done.

If a paper diary entry needs to be anended, it should be
crossed through in red and re-witten, in red. Do not use
Ti ppex or pencil .

Specific points about conpleting questions on the Blaise
diary are covered below If anything is not satisfactorily
covered or you are in any doubt about procedures, please
check with your supervisor



4.4 Wiere and how to key expenditure information

Vari abl es (questions) on the Bl aise questionnaire

Day
KeyText

Pai d1
Credit

Qual i f

Chi | dD

Ref nd1

Shop

Pai d2
Ref nd2

This is where the day of paynent is entered.

This is where the description of the itemis entered
and conputer-assisted coding is used to assign the
correct expenditure code.

This is where the anount paid for the itemis keyed.

This records whether an itemwas paid for with a
credit, charge, shop or store card.

This is used to identify goods consuned by shopkeepers
or farnmers from their own business, and non-business
refundabl e expenditure, such as informal paynent of
bus fares and neal s out.

This is new for April 1995 and is routed only on adult
diaries (ie if PerNumis keyed 1-10) and only if the
codes for school neals, state school travel or pocket
noney are selected. The field is coded if noney is
being given to a child in the household who is keeping
a diary.

This codes the anount of expenditure, if any, that is
refunded for business purposes. The field is al so used
by London editors for abatenent (reduction or
del etion) of amounts because of information recorded
in the Househol d or Incone questionnaires.

This records where the item was purchased. It applies
to nost expenditure itenms, but is not routed for neals
out or services (housing costs, utilities, etc.). It
is not routed on diaries for those under 16.

These fields are only used by the verifying editor.
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3

At this question enter t

he day in the fortnight that an

itemis bought, e.g. for a purchase on page 8 of the paper
diary you would key 1 at Day.

If there is no purchase for a particular day do not enter

a nunber at Day and do not
r ows.

| eave a bl ank row between fill ed

11



KeyText

Enter a description of the diary item eg cooked ham nens
shoes.

Press ENTER

You will be taken into the conputer-assisted coding (CAC

box.

Usi ng the coding dictionary

For certain types of purchase you may then access the
coding dictionary to get a match for what you have
keyed by pressing F1.

The best match nmay be the answer the cursor alights
on. However, there nmay be a better match anong ot her
answers close by - if so, nove the cursor to this.
When you have chosen the correct match press ENTER

At the foot of the CAC box a 6 digit code w Il appear
with a broad classification of the type of expenditure
that you have selected. It is inportant that you check
this as some words may be classified under nore than
one expenditure heading, eg "nuts" may be food,
materials for home mai ntenance ("nuts and bolts"), or
even coal

If you are satisfied that your coding choice is
correct press ENTER The code will automatically be
entered in the second KeyText box.

Wong code sel ected

! If, after selecting the code you realize that you
have described the itemwongly and therefore
pi cked the w ong code:

Return to the KeyText field containing the code
and press the SPACEBAR once. This will delete the
code and return you to the hierarchical coding
frame top level. To edit the text description
press F2; this will place the cursor against the
word "description” at the foot of the CAC box.
Key in the correct description, then press ENTER
then F1 to find a correct natch.

12



KeyText (conti nued)

| nconpl et e code

Cccasionally, if you ms-key, you nmay see
t hi snessage at the foot of the CAC box:

< I nconpl ete code OK? Y/N >

Al ways key N (no). An inconplete code is never
accept abl e.

I f you are unsure how to proceed, refer to your
supervi sor inmmedi ately.

! The coding dictionary (F1) nmay be used for the
followi ng types of expenditure ONLY:

Those in sections 1 on the |eft hand page and
sections 4, 5 and 6 on the right hand page of the
paper diary, viz.

Food and drink brought home (except al cohol)
Regul ar purchases

d ot hing and f oot wear

Any ot her paynents today

ouheE

The coding dictionary MUST NOT be used to code itens
in sections 2 and 3 of the adult paper diary, or itens
identified as school nmeals or hot or cold neal s/snacks
on a child s diary.

13



KeyText (conti nued)

Usi ng the hierarchical coding frane

On an adult diary, take away neals (section 2 of paper
diary) and food and drink bought and consumed away
from honme (sections 3A, 3B and 3C) nust be coded using
the hierarchical coding frame. You should al so use the
hierarchical coding for any alcoholic drinks in
section 1 or 3.

H erarchi cal coding may al so be used to assign a code
for an itemin any other section which cannot be found
usi ng dictionary codi ng.

Wth hierarchical coding, when the CAC box cones up,
you code fromthis instead of hitting F1

There are three levels of codes. The first is the
broad area of expenditure (e.g. 03 for food); the
second is the sub-category of expenditure (e.g. 03.12
for take away neals eaten at hone); the third is the
detailed individual code (e.g. 03.12.01 for hot take
away neals eaten at hone). Cccasionally, not al
hi erarchical codes at one level wll appear on the
same screen; use PageDown to access the continuation
screen.

In adult diaries (PerNum 1-10) for itens in section 2
and 3 of the paper diary, type 03 for food. This wll
bring you to the second |evel of codes. Type second
| evel codes as foll ows:

| tem Cat egory Second | evel code
2 Take away neal s eaten
at home 12
3A Meal s bought at work,
school 13
3B Meal s bought at catering
est abl i shment 14
3C Meal s bought at shop/ ot her outl et 15
After keying the second |evel code you will be taken

to the third level. Enter the correct third |evel
code. Check that the full six nunber code at the foot
of the CAC box is correct. For exanmple, a hot take
away neal eaten at hone should be code 03.12.01. If
you are satisfied that the code is correct press
ENTER

14



KeyText (conti nued)

Usi ng the hierarchical coding frane (cont)

Wth alcohol the key distinction is between alcohol
bought at off-licensed prem ses and al cohol which is
bot h bought and consuned on |icensed prem ses. Al cohol
brought honme will be in section 1 of the paper diary,
al cohol consuned away from hone will be in section 3A
or 3C

Children's diaries
The following itens in childen's diaries nust be coded
hi erarchical ly:

school neals 03.16.01

hot neal / snack away from hone 03. 16. 02

col d neal /snack away from hone 03.16. 03

If it is not clear whether a neal is at school or not,
a decision should be nmade based on whether it is a
school day and the price.

Items such as ice creans, sweets and soft drinks
should not be coded 03.16 but should be coded using
the dictionary (F1).

Adult codes 03.12, 03.13, 03.14 and 03.15 nust not be
used in children's diaries.

If, before pressing ENTER, you find that you have
sel ected the wong code you can return to the higher
| evel codes by pressing the BACKSPACE key, and then
sel ect the correct code.

[tens in the wong pl ace

Respondents sonetines put itenms in the wong section
of the paper diary. This is only really a problem if
the item needs to be coded hierarchically, ie for take
aways and neals away from hone. Itens in those
categories should be clearly transferred to the
appropriate place on the paper diary. QGher itens do
not need to be transferred.

To avoid keying and verification problens, you are
advised to check each page of the paper diary for
correct placing of itens before you start keying that
day.

15



KeyText (conti nued)

No expendi ture

! Cccasionally there will be no expenditure at al
per haps because a partner is housebound and the other
pays for everything; or a child who is keeping a diary
doesn't actually spend anyt hi ng.

Check page 42 of the paper diary to see if the
interviewer has explained the circunstances. If there
is no explanation refer to your supervisor, who should
contact Research in London for advice if necessary.

If you have a diary with nil expenditure don't key
anything on the main diary pages but go back to
PAB DONE and code 5 "N | expenditure”.

Sonetimes there will be no expenditure either in Wek

1 (days 1-7) or Wek 2 (days 8-14). In this case, key the
expenditure in the wusual way. On conpletion return to
PAB DONE and code either 6 (NI expenditure Wek 1) or 7
(Nl expenditure Wek 2).

| nadequat el y described itens

I nstructions for these are covered in section 6.
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Pai d1

Enter the paynent shown in the "anmount paid" colum for the
item in Paidl. The anount should be entered in pence, eg

,52. 30 shoul d be keyed as 5230.

If there is a doubt as to whether the anounts recorded are
,S or pence, refer to your supervisor

Check whether noney spent abroad is in , sterling or
foreign currency. If it is the latter, you will need to
ring Lynne Rhodes (ext 2395) who wll work out the

conversion to , sterling. Do not key any ampbunt that is in
foreign

currency, until this has been converted to , sterling.
If the amount paid is mssing, refer to your supervisor

You may find a case where a till roll has been attached to
the paper diary but itens have not been transferred to the
diary pages. From April 1995 this wll be acceptable but
only if there is sufficient detail to identify the exact
type of purchase, the date of purchase, the shop, the
amount and whether a credit card was used. Till receipts
with insufficient detail should be referred to vyour
supervisor who wll arrange for the case to be returned to
the field interviewer.

Cedit

Check the colum headed "CREDI T" on the paper diary to see
whet her the itemwas bought with a credit, charge, shop or
store card.

If the nunber 3 is ringed against the itemin the paper
diary, key 1 at CGredit; if not key 5 (no).

If there is any indication that the itemwas purchased wth
a debit card, such as Barclays Connect or Switch, code 5,
not 1.

17



Qual i f

This question is used to identify self-supply itens, ie
those obtained from a self-enployed respondent's own
busi ness, and non- busi ness refundabl e expenditure.

Code 1 should be used where the words "own shop” or "own
farm' have been entered against the itemto indicate that a
shopkeeper or farnmer consuned itenms from his or her own
busi ness but did not actually pay out any cash.

Code 2 should be used for itens which have been or will be
refunded, but for informal rather than busi ness reasons.

Exanpl es include paynents for neals, snacks, tea clubs,
fares and other expenses by a respondent which are to be
refunded by soneone who is not an enployer and which a
sel f-enpl oyed person is not claimng against incone tax.

Code 2 should also be used for itens which are acquired on
account, e.g. nonthly accounts, grocery accounts, but where
the account itself is not paid during the fortnight.

If in doubt whether the refund is for business or not,
contact Field or Research (ext 2395 or 2190).

If neither code 1 or 2 applies, leave the field enpty by
keyi ng ENTER

18



Chi 1 dD

This will be routed only if you are in an adult diary and
if you have sel ected pocket noney (14.03.01), school dinner
noney (03.13.02) or school travel (11.02.10) at KeyText.
Field interviewers have been instructed to enter the letter
"D'" in an adult diary if any of these itens are being given
to a child in the household aged 7-15 who is keeping a
diary. If "D'" is not entered |ook at the fact sheet to see
if the child is keeping a diary.

If the noney is given to a child keeping a diary key 1
(yes) at ChildD; otherw se press ENTER

19



Ref nd1

These questions cover refunds of business expenditure.
The FES excl udes business expenditure, so this needs to be
identified in the diary.

If there is a item entered in the REFUNDS colum of the
paper diary, check first whether this is non-business, i.e.
is it an informal refund which should be entered at Cpallf°
If it should, enter at Qualif, delete fromthe REFUND
colum on the paper diary and make a note to informthe
verifier.

Insurance clains and local authority grants are not
busi ness expenses. If these are nentioned, accept the
amount at Paidl but do not enter at Refndl. Delete these
fromthe refund colum of the paper diary if shown there.

If the item seens to be a legitimate business expense,
enter the anount refunded at Refndl

If there is no business expenditure, sinply press ENTER

This field is also used by editors in London if diary itens
have to be abated because of information in the Household
or I ncone questionnaires.

Detailed instructions for abatenents by London editors are
covered in section 7.
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This question allows RPI to conpare expenditure patterns at
maj or stores with those at smaller outlets.

This question is now routed for nost expenditure itens but
not for take-away neals, neals consunmed away from hone or
servi ces

Check the nane of the shop entered by the respondent. If it

is on the shop card list of codes, select the appropriate
code nunber.

5 Al di
6 Ar gos
7 Asda
8 B&Q

9 Bai nbri dge

10 British Hone Stores

11 Bonds

12 Boot s

13 British Gas (show oons)
14 Budgens

15 Burt on

16 C&A

17 Cal eys

18 Col e Brot hers
19 Coop

20 David G egg

21 Debenhans

22 D xons

23 Dor ot hy Per ki ns
24 Far nf oods

25 Food G ant

26 Gat enway

27 CGeorge Henry Lee
28 G anada

29 Heel as
30 | cel and
31 Jessop

32 John Lew s

33 Kni ght & Lee

34 Kwi kSave

35 Leos

36 Li ttl ewoods

37 Lo- cost

38 Mar ks and Spencer
39 VFI

40 Morri sons

41 Mot her car e

42 Nett o

43 Nor mans Super war ehouse
44 Pi oneer

45 Pet er Jones
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46 Presto

47 Robert Sayl e

48 Saf enay

49 Sai nsburys

50 Savacentre

51 Shoprite

52 Sonerfield

53 Super dr ug

54 Tesco

55 Threshers

56 Trew ns

57 Tyrrell & Geen
58 Victoria Wne

59 Wi t rose

60 VWH Smth

61 WIliam Low

62 Wool wor t hs

63 Stewarts (N only)
64 Vel lworth (NI only)
65 Car boot sal e

If the description is |local shop, market, mlkman, or
simlar code 2 (no).

If the respondent has failed to record the point of
pur chase

check where these itens are wusually bought and code
accordingly. If this is unclear, code 2 (no).

22



AnyMore (and runni ng out of space)

The Blaise diary allows for 249 separate itens, split into
3 blocks of 83 rows. If you key nore than 83 itens, you
will conme to a question called AnyMore aski ng whether there
are nore itens to enter. If there are, code 1 and you wil
reach the next block (where rows are nunbered B1-83). |If
there are nore than 166 entries you wll cone to another
AnyMore question which if coded 1 will bring you to block C
(rows nunbered C1-83).

If you have nore than 249 separate itens in the paper
diary, you will have no nore rows in the Blaise diary. This
wll not happen often, but if it does, contact vyour
supervisor who wll ring London for advice.

Wien all expenditure for each day of the paper diary has
been keyed Editor 1 will need to key any interest on credit
cards or w nnings shown on page 38 of the paper diary.

Check page 38 to see if interest or winnings is recorded.
If there are no entries return to CheckMe to run range
checks.

If there is an entry on page 38 you will need to junp to
the tables for interest and/or winnings on the Blaise
guestionnaire.

After keying the final diary purchase press Crl-F1
"Question nunber?" wll appear at the bottom of the screen.
Key 1, then press ENTER twice. This will take the cursor to
t he question Anylnt.
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Anyl nt

! If any interest on credit card accounts is shown on page 38
of the paper diary, key 1 at Anylnt. Use a separate row for
each interest paynent. If there is no interest page down to
AnyWn if there are wi nnings; otherwi se save the case by
pressing Crl +ENTER

Payl nt

! If Anylnt is coded 1 enter the anount of interest at
Payl nt .

| nt Cod

! The conputer will assign the correct code.

AnyW n

! After conpleting Anylnt/Paylnt PAGE DOM (PgDn) to AnyWn.
If any winnings from betting are shown on page 38 of the
paper diary key 1 at AnyWn. Use a separate row for each
type of w nni ngs.

PayW n

! If AnyWn is coded 1 enter the anount of wnnings at
PayW n.

WnTyp

! Enter the followi ng codes at WnTyp:
1 1if fromfootball pools

1 2 if from bingo

3if fromlotteries (except National Lottery)

4 if from bookmaker, sweepstakes, other betting.

5if fromNational Lottery

6 if fromlrish Lottery (this wll be rare and wll
only apply in a few Northern Irel and cases)

W nCod

! The conputer will assign the correct code.
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4.5

Runni ng checks

Wien all diary entries have been keyed, including those on
page 38, Editor 1 should return to the serial nunber screen
and run the CheckMe checks by re-coding CheckMe to 1(yes)
and pressing the END key.

Various checks on nonetary ranges or accuracy of
expendi ture codes may be generat ed.

Range checks

There are range checks on nost nonetary val ues.
Al though the ranges are fairly broad, checks may cone
up if an unusually |large amount is keyed for an item

Any itemless than ,0.10p wll al so be checked.

The standard wording of the check is
< Shoul d cost between ,x and ,y >.

Look at the anmounts that have been keyed and check
t hese agai nst the paper diary. |Is the anount likely to
be correct? For exanple, did the respondent have a big
nmonthly shop or were goods being purchased for a
weddi ng or party?

If the amount is correct, suppress the check and note
on your error sheet that you have done so.

| f the amount seens inprobable, refer to your

supervi sor, who should contact Bob Sullivan (ext 2190)
or Lynne Rhodes (ext 2395) who may decide to query the
amount with the field interviewer.
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Expendi t ure code checks

Certain codes are checked because the main source of
data for these is the Household Questionnaire. The
codes checked include rent, nortgages, insurances,
water charges, council tax, telephone and fuel
vehicles, credit paynments and educati onal courses.

If these are nentioned in the diary it is necessary to
flag these so that a London editor can check whether
corresponding anounts are recorded in the Household
Questionnaire.

The check reads

< | F KEYTEXT = RESPONSE

Flag entry in paper diary and

check for entry in Household Questionnaire >

If you encounter this check, note which line of the
diary it relates to and the itemcovered. On the paper
diary place an adhesive sticker at the top of the
appropriate page to enable a London editor to cross
check the entry with the Househol d Questionnaire.

Then suppress the check.
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4.6

PAB_DONE and Saving diary form

When the checks have been run, the PAB DONE code shoul d be
changed to 1, 5 6 or 7, depending on whether there is
expendi ture recorded each week.

Key Crl +ENTER to save the form

A screen will appear with two options:

< Stay in questionnaire >
< Exit via Admn block >

If you need to stay in the questionnaire to check
sonething, select the first option and you wll be taken
back to the serial nunber screen for the case.

O herw se select the second option. You will then see the
nessage
< End of questionnaire reached
Stop interview? Y/N >

Select Y (yes).

You will then be taken to the serial nunber of the next
case on the database. Do not go into this case unless it is
the one you are due to work on next. Usually, you will have
to key in the serial nunber of your next case (the nunber
on screen will be overwitten when you start keying).

Before starting work on another case wite your own
authority nunber and date on the line "CODER' which is half
way down on the front of the hard diary cover

To return to the main diary nmenu at this stage press ESC
The main menu wi ||l appear: at this you should select Exit.
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Verification instructions

Verification: general procedures

Verification nust be not be carried out by the same editor
who did the keying. 10% of all cases nust be verified. The
criteria for selecting cases for verification are
determned by the supervisors and wll be changed each
nont h.

There is now one stage of verification. This is a check on
the keying of the nonetary amounts and involves re-keying
all anounts and refunds.

Any discrepancies found when verifying nust be resolved
wi th your supervisor

Any errors nmade by the first keyer nust be noted on an
error sheet which will be supplied by your supervisor. The
nunbers of errors on the sheets should be reported to
Research in London at the end of each week.
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Verification of nonetary anounts

Editor 2 should call up the case (see section 4.1)

Arrow to the question PABEd2 and enter your authority
nunber .

At CheckMel code 2 and suppress the error that cones up
(SH FT+F3). The CheckMe checks shoul d have been carried out
by editor 1.

PAB DONE should be re-coded 2 (No) until verification is
conpl et ed.

On the first diary Iine arrow across to Pai d2, which should
be enpty. If it is already filled, refer to supervisor

Begin re-keying the anmount paid for each itemin the paper
diary in the Paid2 field.

Al so, re-key any anount in the REFUND col umm on the paper
diary in the Refnd2 field.

Check the paper diary carefully for any notes made by
editor 1 which indicate that anmbunts have been keyed out of
sequence or are different to the anount originally
recor ded.

If the amount you key differs from what was keyed first
tinme, an error nessage wll appear.

Check in the paper diary which is the correct anount, take
the cursor to the question shown in the error nessage which
is incorrect (either Paidl or Paid2, or Refndl or Refnd2),
press ENTER and then anend the erroneous figure.

ltems wongly keyed by editor 1 should be noted on a
separate error sheet.

If an item was conpletely mssed by editor 1, enter the
itemon the next vacant row under the correct Day. You wl|
have to conplete all fields for the itemincluding the CAC
field and the verification. Make a note of the om ssion on
your error sheet.

On completing the main diary verification, check whether
there are entries on page 38 of the paper diary for credit
card interest or wnnings. If there are entries, junp to
the table Anylnt (CQrl+F1, key 1, then ENTER twi ce) and
PageDown to AnyWn to ensure details have been recorded. |f
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5.3

Signing off the case

When verification is conpleted and all discrepancies
resolved return to the serial nunber screen by pressing
HOVE.

Change the code at PAB DONE t o:
1if there is expenditure in both weeks of the diary
5if there is no expenditure in either week
6 if there is no expenditure in week 1

7 if there is no expenditure in week 2.
Save and exit fromthe case by keying Cirl +Enter.

On the front of the hard cover of the diary enter your
aut hority nunber and the date on the |ine marked "CHECKER'.
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6.

I nconpl ete informati on and codi ng points

This section covers sonme of the problens you may encounter
where information in the paper diary is inconplete or
cannot be readily coded to specific codes. Any points not
covered here should be raised with your supervisor.

! If there is one anmount covering several itenms which
all have the sane expenditure code, no action is required,
[

6.1 Food and drink brought hone

| tenms which have the same expenditure code
.e. code the total anount.

| tens

whi ch have different expenditure codes

The action taken will depend on the type of
expendi ture.

Expendi ture code 03.11.11 (food not defined) nust not
be used wi thout the agreenent of Research (ext 2190).

Grocery accounts

If a bill for a grocery account is paid during the
fortnight and has been itemzed on the paper diary,
code itens separately but delete the total anount (if
shown) .

If the grocery account is not paid during the
fortnight any itens acquired on such an account shoul d
be coded 2 at Qualif.

If a non-item zed bill has been paid in the fortnight
but the itens acquired have not been listed, the case
will need to be referred back to the field
i nterviewer.

Fruit and vegetables as a single entry

If fruit and vegetables are given as one total, divide
the anount equally between fresh fruit and fresh
veget abl es.

Food and m | k tokens

The purchase of a food or mlk token should be coded
to the appropriate mlk or food code. The use of a
token to buy an item shoul d be del et ed.
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6.2

Requl ar _pur chases

| tenms whi ch have sane expenditure code

! If there is one amobunt covering several itens which
all have the same expenditure code, no action is
required, i.e. code the total anount.

I tenms which have different expenditure codes

! The following expenditure codes mnust not be used
wi thout reference to Research (ext 2190):

07.08.01 Househol d goods, n.o.s.
09.07.01 Personal goods, n.o.s.

If the respondent has not split costs of toiletries
and cosnetics, ring Research (ext 2190) or Field (ext
2395) for advice.

! |f the respondent has not ticked whether the neal is
hot or cold, code food itens as hot and soft drinks as
cold unless this is obviously unlikely.

6.3 Take away neal s brought hone
6.4 Meals bought and consuned away from hone

Meal s bought and consuned at workpl ace, school

! This includes purchases at a workplace the respondent
is visiting, ie not his own, and should also include
subsi di zed nmeal s for students.

If "mess bill" is nmentioned for soneone in HM Forces
and food and al cohol have not been separated, allocate
2/3 of the amount to food at workplace and 1/3 to
al cohol on |icensed prem ses.

Meal s bought and consuned at catering establishment

! Al cohol bought wth a nmeal out should have been
entered separately in the alcohol section, eg wne
with meal. If it is nentioned as being taken with the

nmeal but the anmount has not been split allocate 2/3 to
the neal out and 1/3 to alcohol on |licensed prem ses,
n.o.s.

If it is not clear whether alcohol is included, refer
to supervisor for advice.
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6.5 Al cohol

! Round of drinks at pub should be coded as al cohol at
licensed prem ses, n.o.s. (04.02.07).

6.6 Private Catering

This section covers the codes to be used for catering
expenses for weddi ngs, parties, anni versari es,
funeral s, etc.

Different codes are wused for contract catering,
catering provided by the household, catering for
funeral s, etc.

Contract catering

! Catering by contractors shoul d be coded 08.05. 01
except for funerals which should be coded to
funeral expenses (08.04.08).

Catering provided by the househol d

! Catering provided by the household shoul d have
been itemzed (eg separate anmounts for bread,
cakes, chanpagne, etc.). If expenditure has not
been item zed, the case will need to be referred
back to the field interviewer.

Cheese and wine and Christmas parties

! If expenditure has not been item zed, the case
will need to be referred back to the field
i nt ervi ener.

Children's parties

! | f contract catering code 08.05.01; otherw se
code 13.01. 04.

6.7 dothing and footwear

! |f sex, or age of child under 16, is not given and
cannot be deduced the case should be referred back to
the field interviewer.
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6.8

Cash qifts

Cash gift to person in househol d

! Cash gifts to adults - code 14.03.06

! Pocket nmoney to children under 16 - code 14.03.01
(NB: this code cannot be used in a child' s diary)

! Wages for au pairs and donestic help (except child
care) - code 08.01.01

Cash gift to person outside househol d

! If a specific item or present is bought it mnust be
coded to the item If this is not stated, refer to
Resear ch

! A cash gift should be coded 14.03.02

A gift voucher (purpose not specified) should al so be
coded 14. 03. 02.

| nf ormal cash | oans

! Cash loans in the | ender's diary shoul d be del et ed.
! A repaynment of a cash | oan shoul d be coded 14. 04. 06.
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6.9

Expendi t ure abr oad

Definition

! Abroad includes the Isle of Man, Channel 1slands and
the Irish Republic.

! Al ways check page 42 of the paper diary as, if a
hol i day was taken, the respondent shoul d have not ed:
- the total anmount of noney taken away
- the dates and duration of the holiday.

Busi ness trips

! Travel and accommodation expenditure should be
refunded. If it is not clained as a refund, refer to
Research for a deci sion

Package hol i day and accommodati on costs
1 Code 13.04.02 for:
Package holiday deposit and full paynent

Accommodat i on costs for non-package hol i days
Canpsite fees

Ti meshar es

Ti meshare purchase and accommodati on costs shoul d be
coded 13. 04. 03.

Duty free purchases

Duty free purchases in the WK should be coded 13.04. 05
Duty free purchases abroad shoul d be coded 13. 04. 04.

Foreign currency or travellers cheques

! Any anounts of foreign currency nmust be converted to
, sterling. R ng Lynne Rhodes (ext 2395) for advice.
The currency and cheques shoul d be coded 13. 04. 04.
Comm ssi on on these shoul d be coded 13. 04. 07.

If commssion is not given estimate ,2.50 or 1% of the
total anount.

! If the holiday starts after record-keeping the total

value of the foreign currency and travellers cheques
(excl udi ng comm ssion) shoul d be del et ed.
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Money spent abroad

Money actually spent abroad, excluding itens nentioned
above, shoul d be coded 13. 04. 04.

If a holiday starts during diary keeping but ends
after the fourteenth day of the diary you will need to
apportion the noney taken abroad according to the
nunber of days spent abroad in the fortnight.

Exanpl e:

A person takes ,300 in travellers' cheques, |eaves the
WK on the 9th day of record-keeping and is away for 7
days.

Assume all the noney is spent. So average daily
expenditure will be ,300 / 7 = ,42.86.

As the respondent is away for 6 days of record-keeping
(days 9-14) the anount spent during record-keeping
will be 6 x ,42.86 = ,257. 16.

If there is insufficient information to calculate
noney spent abroad refer to Research
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6.10 Vehicles

Vehi cl e paynents

6.11 Mail

An outright purchase of a vehicle in the diary should
be coded:

10.01.01 for a new car

10.01.02 for a second hand car

10.01.03 for a new or second hand notor cycle

A loan instalnent paynent for a vehicle should be
coded 14.04. 04.

A hire purchase down paynment or repaynent for a
vehi cl e shoul d be coded 14. 04. 05.

order paynents

Only paynents nade to the mail order organization
should be entered in the diary. If the cash price of
an item obtained through mail order has been entered,
it should be deleted. If in doubt, refer to your
super vi sor
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6.12 Any ot her paynents

| tenms whi ch have sane expenditure code

! If there is one amount covering several itens which
all have the same expenditure code, no action is
required, i.e. code the total anount.

I tenms which have different expenditure codes

! The following expenditure codes mnust not be used
wi thout reference to Research (ext 2190):

07.08.01 Househol d goods, n.o.s.
09.07.01 Personal goods, n.o.s.
14.06.01 O her househol d expenditure

If there is one ampbunt covering itens that have
different codes, enter itens separately and divide the
price by the nunber of itens.

6. 13 Vouchers

If a voucher used to reduce a bill, all itens covered
by the voucher should be reduced in proportion to the
val ue of the voucher (assumng that the interviewer or
respondent have not already done so). Refer up

anbi guous cases.
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D ary procedures for London editors

This section covers |inkage and abat enent procedures to be
carried out by London editors.

The main tasks to be carried out by London editors
involving the diary are:

! to resol ve any outstandi ng codi ng queries

! to ensure that household expenditure codes in the
diary have equivalent entries in the Household
guestionnaire

to carry out any abatenent of diary itens because of
answers at the business refunds questions in the
Househol d or I nconme questionnaires.

D ary assi gnnment

A case, including the relevant diaries, will be assigned to
London editors by the senior supervisor.

Qut st andi ng codi ng queries

Titchfield coders will wusually have resolved queries wth
London before sending the case up. But there may be sone
poi nts which cannot be sorted out until an editor has gone
into the Household or Incone questionnaires, eg should a
child's travel to school be coded as state or private
school travel ?

These queries will be noted on the front of the paper diary
or, occasionally, on the diary pages. The London editor
assigned the <case nust resolve any queries and, if
necessary, amend any erroneous diary code.
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Li nkage

There are a nunber of checks in the diary on codes which
relate to household expenditure itens, such as rent,
nort gages, insurances, council tax, fuel paynents, vehicle
expendi ture and credit repaynents.

The checks warn that if a paynent is nmade in the diary, a
correspondi ng paynent would be expected in the household
guestionnaire. The checks are activated at Titchfield at
the CheckMe question and are flagged by a Titchfield coder
with a red or blue adhesive sticker.

Where such a paynent has been flagged the London editor
should go into the Household questionnaire to see whether
there is an entry at the relevant question. If the diary
entry is described as a first paynent it may be assuned
that there wll not be a Household questionnaire entry. If,
however, there is a diary entry but no corresponding
househol d paynent, and no satisfactory explanation for the
di screpancy, the case nust be referred up to the supervisor
who wi || deci de whether the case should go to Research

The nost frequent exanples of discrepancies between diary
entries and corresponding Household questionnaire itens
are:

Loan, hire purchase and nmail order paynents in the
diary without such paynments at Q.OANS, QHP or QCLUB.

Met hods of paynent for tel ephone, electricity or gas
in the diary different from that in the Household
guestionnaire.

I f you cannot resolve the discrepancy, refer to supervisor,
do not guess.
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Abat enent s

Dary itenms may be abated because of answers at QREFUNDS in
the Household Questionnaire, or at c¢_EMPIB1. Malinpay or
d_SIfjb.SeBuskExp in the Inconme Questionnaire.

The purpose is to abate (reduce or delete) diary
expendi ture so that

! busi ness refunds froman enployer are elimnated from
the diary

for self-enployed people, expenditure which can be
claimed as business for tax purposes is elimnated
fromthe diary

The amounts by which you abate will depend on whether this
is an enployer refund (QREFUNDS in the Household
guestionnaire), mleage allowance (c_EMPIB1. Malinpay in the
| ncone questi onnaire) or sel f - enpl oyed t ax claim
(d_SIfjb.SeBusExp in the Inconme questionnaire).

Specific instructions for the anmounts by which to abate are
given respectively at the instructions for these questions
in the Househol d and I ncome questionnaire instructions.

From April 1995 abatenents are carried out at the Refndl
question in the diary.
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8. Suggestions and Procedural changes

! As you work on the diary you may see gaps in the coding
dictionary where additional codes are required. Suggestions
for new dictionary entries should be sent to Bob Sullivan
at the end of each week.

! If advice is required about specific codes your supervisor
should discuss with Lynne Rhodes (ext 2395), or, in her
absence, Bob Sullivan (ext 2190).

! Specific coding decisions of general interest should be E-
mailed by Titchfield to all supervisors in London and
Titchfield. Any procedural changes will also be notified by
Bob Sullivan on a diary decision form

FES RESEARCH

May 1995
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